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Procedure for Issuing Notice of Unsatisfactory Service (Personnel 
Operations Branch Form C117) 

1. Time for Issuance  . A Notice of Unsatisfactory Service may be issued 
at any time.

2. Reasons for Issuing Notice  . 
    a. Represents a documented written aid for improving employee 

effectiveness. 
    b. Written confirmation that the employee has been informed of 

unsatisfactory service.
    c. Documented written statement of unsatisfactory service, as 

supporting evidence for further disciplinary action, such as 
dismissal. 

3. CAUSES for Issuing Notice. CAUSES for issuing unsatisfactory notices 
are generally the same CAUSES as for notices of dismissal. 
Probationary employees may be dismissed during the school year but 
must be dismissed for CAUSE only and under the same procedure as 
dismissal for permanent employees (Educ. Code See. 87732 - 34). The 
Board of Trustees may dismiss probationary employees at the end of 
the school year for CAUSE or CAUSES related solely to the welfare of 
the schools and the pupils thereof (Educ. Code Sec. 87740). Any of 
the following deficiencies, if evidence is available to show that it 
is persistent and sustained, may be cause for issuing a Notice of 
Unsatisfactory Service to a probationary employee. 

a.     Classroom and Students
           

1. Lack of proper knowledge of the subject matter or 
College work that the employee is attempting to do
(if properly assigned).

2. Lack of proper organization of work.
3. Lack of proper presentation to students of subject 

matter or college work.
4. Lack of proper self-control in the discipline of 

students or in the presence of students.
5. Inability to control classes and maintain reasonable 

order and discipline. 
6. Failure to maintain an orderly classroom.
7. Lack of interest in and understanding students.
8. Indifference to student welfare.
9. Poor judgement in handling student problems.

     b.    Rules and Regulations, 
          



(1) Failure to comply with the rules and regulations of the 
Los Angeles Community College District.

(2) Failure to complete and submit reports and records as 
Required by the president for proper functioning of the 
college.

(3) Insubordination.
(4) Failure to accept suggestions and to cooperate with the 

president, the deans, and co-workers.

c.     Personal 

(1) Temperamental unfitness for teaching; dislike for 
Teaching or for students.

(2) Lack of courtesy in contacts with students, co-workers,
or community.

(3) Tardiness in arriving at college and/or in attending 
Classes.

(4) Lack of personal cleanliness; poor grooming.
(5) Manifestation or development of habits or social 

practices not in conformity with reasonable professional 
standards or detrimental to the college.
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d. Health.   When an employee is reported as unsatisfactory of health 
reasons, supporting evidence including reports on health 
referrals must accompany the Notice of Unsatisfactory Service. 
Typical examples of poor mental or physical health that, if 
persistent and sustained, might justify unsatisfactory rating 
resulting in dismissal:

(1) Frequent absences or illness; absences that follow a 
significant pattern.

(2) Necessity for frequent rest periods. 
(3) Inability to assume extra-curricular activities.
(4) Evidence of continuing fatigue in the classroom.
(5) Emotional instability as evidenced by moodiness, garrulity, 

constant complaining, feelings of persecution, resentment of 
authority, suspiciousness, frequent weeping.

(6) Antagonistic attitudes toward administrators, co-workers, 
community.

(7) Inability to accept constructive criticism.
(8) Marked increase or loss of weight.
(9) Facial tics and grimacing.

     (10) Addiction to alcohol or narcotics. 

3. CHARGES  Supporting the CAUSES  .

a. Charges are recorded specific incidents of unsatisfactory 
performance.

b. Documented observations should include date, time, observer,
And deficiencies and/or inadequacies observed, for example:
“on or about March 28, 1968, Mr. William Jones, President, X 
College, visited Mr. Smith’s Tuesday English X Class for 9:10 
a.m. to 9:118 a.m. and observed the students were disruptive and 
exceedingly noisy while Mr. Smith was lecturing.  At no time did 
Mr. Smith make any effort to correct this problem.



c. A list of written charges set forth chronologically by date 
Should be attached to Form C117.

4. CONFERENCES   

a.   record of conferences with the unsatisfactory employee should 
be recorded and include a brief summary of the conference 
indicating suggestions of assistance and guidance to help the 
employee, for example: "On or about April 2, 1968, Mr. Jones, 
President, met with Mr. Smith before school, at which time they 
discussed Mr. Smith's unsatisfactory classroom control. It was 
agreed that Mr. Smith should maintain an orderly classroom to 
insure a proper learning situation. Mr. Jones made specific 
suggestions as to how this could be accomplished. A follow-up 
meeting with Mr. Anderson, Dean of Instruction, and Mr. Smith was 
arranged to further implement this conference." 

b. A written list of conferences set forth chronologically by date 
should be attached to Form C117.

6.  Instructions for Preparing Notice 
    a. Prepare original and two copies on Form C117. 
    b. The issuance period of the unsatisfactory notice should coincide 

with the period of time indicated in the chronological dates 
listed in the statement of CHARGES and summary of conferences. 

    c. See "Instructions to College Presidents" on the back of Form  
C117. 


