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Wisconsin Technical College System Wai�ng List Guidance for Limited 
Enrollment Programs 
Guidance Statement 
This guidance outlines the procedures for managing wai�ng lists for college programs with limited spots 
within The Wisconsin Technical College System. This guidance aims to ensure transparent, consistent and 
fair access to these programs following state rules and regula�ons while providing appropriate support 
for student success. 

Enrollment Policies 
To ensure compliance with Chapter 38 of the Wisconsin Statutes and TCS 10 of the Administra�ve Code, 
each district must establish and maintain an enrollment policy that describes the processes and 
procedures by which students enroll in the college and into specific programs, including maintaining 
wai�ng lists (TCS 10.07(5)). Colleges are not permited to maintain a separate process for students due 
to program capacity limita�ons. The enrollment policy must address all elements referenced in this 
guidance. Wai�ng list Process 

For any program in which there are fewer spots available than students interested in enrolling, a 
program must set up and maintain a wai�ng list. Pursuant to TCS10.07, wai�ng lists shall follow the 
criteria outlined below and shall not include any type of ranking criteria. Wai�ng lists must be available 
to WTCS upon request to confirm compliance with this policy.   

1. A student interested in enrolling in a program with a wai�ng list shall submit a program 
applica�on. (TCS 10.07(1)(a)) 

a. The applica�on can be completed on paper or online and collects basic informa�on 
including the student’s name, iden�fica�on number, email address, intended 
program/degree �tle, and date of submission. 

b. For each district program, districts may limit the number of applica�ons accepted or 
limit the �me period during which applica�ons are accepted. (TCS 10.07(1)(b)) 

2. The date of submission, the date in which the completed applica�on is electronically submited 
or postmarked if mailed, for the program applica�on is then recorded for their spot within the 
program wai�ng list. Their applica�on is cross-referenced with student enrollment informa�on 
to determine their residency status (in-district, in-state but outside of district, or out of state) 
which is also recorded within the wai�ng list. (TCS 10.07(2)) 

3. As spots become available within the program, students from the wai�ng list are no�fied and 
allowed to enroll in the program courses in the order of their wai�ng list date (date of 
submission of completed program applica�on) from earliest date to latest date. A student’s 
residency status also determines their priority within the wai�ng list for admission to the 
program. (TCS 10.07(2)) 

a. In-district residents are given priority over non-district state residents in the following 
cases: 

i. For programs that start any�me during the fall semester, program applica�ons 
that are submited on or before the preceding January 1 
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ii. For programs that start any�me during the spring semester, program 
applica�ons that are submited on or before the preceding May 1 

iii. For programs that start any�me during the summer semester, program 
applica�ons that are submited on or before the preceding October 1 

b. A�er these dates in i, ii, and iii; in-district and non-district state residents will have equal 
priority in the wai�ng list. (TCS 10.07(3))  

c. Wai�ng list status will roll over each term and wai�ng list applicants shall have priority 
over all other applicants for admission in subsequent terms. (TCS 10.07(5)(c)) 

d. Out of state: Non-state residents shall be admited to programs, after district and non-
district state residents, as spaces remain available. Colleges can also decide to not allow 
out-of-state residents to apply to programs. (s.38.22(1)(d)) 

e. Associate of Arts and Associate of Science program applicants, defined as collegiate 
transfer programs in s. 38.01 (3), Stats., shall be considered for admission without 
respect to their residence category. 

4. For each term that a student is on the wai�ng list but not able to enroll in the program, the 
college must no�fy the student in wri�ng of their wai�ng list spot (e.g., the tenth student on the 
list) and provide the student with the op�on to either stay on the wai�ng list or be removed 
from the wai�ng list. Failure of the student to respond to the college within the specified 
�meframe established by the college may result in the college removing the student from the 
wai�ng list. (TCS 10.07(5)(b)) 

a. If a student is eligible to enroll in the program since they are at the top of the wai�ng 
list, but wants to defer for any reason, they can defer program enrollment to remain on 
the wai�ng list and maintain their spot. (TCS 10.07(5)(d)) 

b. A student's status as a pregnant or paren�ng student as related to Title IX should not 
affect their wai�ng list placement unless directed by the student. 

c. Wai�ng list applicants may renew their wai�ng list status for each subsequent term un�l 
admission is achieved. (TCS 10.07(5)(d)) 

Academic Preparedness 
Some programs require prerequisite coursework and/or other academic measures to ensure that 
students are prepared for program courses and to complete program requirements. These requirements 
must only include the minimum of what is outlined under state licensure and accredita�on requirements 
and what is needed to help a student prepare for the program curriculum. Any requirements above this 
minimum can have dispropor�onate and discriminatory effects on students from historically excluded 
backgrounds and are not permited under federal law according to the Methods of Administra�on 
Guidelines § IV.K.  Colleges must define the minimum academic preparedness requirements for each 
program and provide jus�fica�on to the Methods of Administrator Coordinator for Postsecondary Career 
and Technical Educa�on as part of civil rights compliance reviews. Pursuant to federal law, these 
academic measures must be objec�ve measures of student academic performance, not subjec�ve 
criteria (e.g., essays and interviews). In accordance with best prac�ces of Guided Career Pathways, 
students who do not meet minimum requirements should be provided academic support to get the 
student program ready. These supports should come at no cost to the student where feasible.   

For these academic preparedness requirements, colleges must offer mul�ple ways for students to sa�sfy 
these requirements, including transfer credit, dual credit, credit for prior learning assessment, and 

https://docs.legis.wisconsin.gov/document/statutes/38.01(3)
https://www2.ed.gov/about/offices/list/ocr/docs/vocre.html
https://www2.ed.gov/about/offices/list/ocr/docs/vocre.html
https://www2.ed.gov/about/offices/list/ocr/docs/vocre.html
https://mywtcs.wtcsystem.edu/priorities-policies/state-law-policy/office-for-civil-rights-ocr/
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comple�ng the course at the college with a passing grade. Exams (e.g. HESI, CLEP,) could be used to 
sa�sfy academic preparedness requirements, but these exams should be available at no or limited cost 
to students. The Na�onal Associa�on of Student Financial Aid Administrators cites that financial barriers 
beyond tui�on are considered substan�al financial barriers to students and should be considered 
carefully. Tes�ng may be used to determine if students meet minimum standards but shall not be used 
to establish a ranked order for the wai�ng list (45 CFR § 80).  

Based upon best prac�ces from the Community College Research Center, Guided Career Pathways 
recommends mee�ng with an academic advisor to develop academic plans for every student based on 
program maps. This would include discussing academic preparedness and any prerequisite coursework 
for the program and their op�ons to sa�sfy the criteria. Students can work on their prerequisite 
coursework requirements while on the wai�ng list for the program. If they are s�ll working on the 
prerequisite coursework requirements when they would be allowed to enroll in the program, since they 
are at the top of the wai�ng list, then the student must be no�fied that although they are first in line on 
the wai�ng list that they s�ll must finish the prerequisite course criteria. The college must provide the 
student with the op�on to either stay on the wai�ng list or be removed from the wai�ng list. If they 
decide to stay on the wai�ng list, they then stay in the same wai�ng list spot (e.g. top on the wai�ng list), 
so that once they do complete the prerequisite criteria, they will be able to enroll into the program in 
the next available opening. 

Shared Programs  
Shared programs are iden�fied as “joint programs” under TCS10.07(6). If a program is jointly sponsored 
by two or more districts, the par�cipa�ng districts may agree on the number of students from each 
sponsoring district who are to be treated as district residents of the district at which the program is 
offered. (TCS 10.07(6))  

Holding Program Spots for Special Circumstances 
Each district board may adopt a policy to reserve a reasonable number of program spaces to 
accommodate admission for students in special circumstances. District special circumstances’ policies 
and revisions to those policies are subject to state board review and approval. (TCS 10.07(5M)) Colleges 
need to submit special circumstances policies to the System Office for approval as outlined in the 
procedures of the Educa�onal Services Manual. 

Factors which may be considered for special circumstance admissions include, but are not limited to: 

- Hardship 
- Par�cipa�on in school-to-work programs 
- Special need 
- Enrollment diversity  
- Nontradi�onal occupa�on enrollment 
- Needs of local employers (e.g., bilingual workers) 
- Military-connected students 

Colleges must clearly communicate the criteria for special circumstances admission to students who are 
interested in applying to the program (i.e., submi�ng program applica�on form), and the selec�on 
process will be transparent and consistent. Colleges may require program applicants seeking special 
circumstance admission to provide addi�onal documenta�on or informa�on to support their request.  
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Data and Repor�ng 
Colleges must make wai�ng lists available to the System Office upon request to confirm compliance with 
this policy. 

Public Transparency and Informa�on for Prospec�ve Students 
The Higher Learning Commission’s Public Informa�on Policy FDCR.A.10.070, requires that colleges make 
available to students and the public fair, accurate and complete informa�on related to admissions. 
Programs with wai�ng lists must be readily iden�fied and provide transparent informa�on on the 
college’s public website including: 

- The average number of terms it takes a student to move from the program wai�ng list (completed 
applica�on submission date) to enrollment in core courses.  

- Number of spots available for the core courses each year or term. 

Implementa�on 
This guidance will be effec�ve star�ng July 1, 2024. Colleges will be given one year to revise policies 
accordingly. This guidance will be effec�ve for all students who apply to programs a�er June 30, 2025.  

Review and Audits 
The System Office will annually audit college data and informa�on to ensure compliance with this 
guidance per TCS10.07. Colleges that have not implemented a policy that complies with TCS10.07 for 
students entering the January 2026 cohort will receive a state aid penalty.  Policies will be audited in 
June 2025.   Colleges out of compliance with TCS10.07 in subsequent years will receive state aid 
penal�es with graduated increases.  

https://download.hlcommission.org/policy/HLCPolicyBook_POL.pdf
https://docs.legis.wisconsin.gov/document/administrativecode/TCS%2010.07(5)
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