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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 notice of dismissal. No 
permanent employee shall be dismisssed except for one or more the 
the following CAUSES: (Educ. Code Sec. 87732, 87733) (*indicated 
CAUSES for which employee may be suspended prior to dismissal, Educ. 
Code Sec. 877 35, 877 38).

a. Unprofessional conduct; *immoral conduct. 
b. Commission, aiding or advocating the commission of acts of criminal 

syndicalism, as prohibited by Chapter 188, Statutes of 1919, or in 
any amendment thereof. 

c. Dishonesty. 
d. Incompetence. (*Incompetence due to mental disability) 
e. Evident unfitness for service. 
f. Physical or mental condition unfitting him to instruct or associate 

with students.
g. Persistent violation of or refusal to obey the laws of the state or 

reasonable regulations prescribed for the government of the public 
schools by the Board of Governors of California Community Colleges 
or by the governing board of the district employing him. 

h. *Conviction of a felony or any crime involving moral turpitude. 
i. *Violation of Section 8455 of the Education Code or conduct 

specified in Section 1028 of the Government Code, added by Chapter 
1418 or the Statutes of 1947. (Advocating or teaching of communism 
with intent to indoctrinate any pupil, or inculcate a preference in 
the mind of the pupil for communism.) 

j. *Violation of any provision in Section 7001 to 7007, inclusive, of 
the Education Code. (Membership in Communist Party and designated 
un-American activities; answering questions related thereto before 
designated legislative committees or the Board of Trustees.) 
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k. *Knowing membership by the employee in the Communist Party. 

4. 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 from 9:10 a.m. to 
9:18 a.m. and observed that 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. 

5. CONFERENCES 
a. A record of conferences with the unsatisfactory employee should be 

recorded and include a brief summary of the conferences 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 14r. 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 for the unsatisfactory notice should 

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

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