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Procedure for Classified Suspension Actions 

1. Definition. Suspension means either the temporary removal of an 
employee from his/her position with loss of pay as a disciplinary 
measure or his/her immediate removal due to an emergency situation 
or unusual circumstance. The immediate removal is limited to those 
situations which threaten the safety and welfare of the employee, 
other employees, students or the public. This procedure should never 
be invoked unless it 3.s clearly justified. Examples of 
justification include violent or grossly insubordinate behavior. 

2. Timeliness. The procedure indicated below must be implemented 
without delay. Lengthy delays in processing could jeopardize the 
action. See Section 4. for emergencies. 

3. Procedure for Disciplinary Suspensions. 
a. The supervisor initiating the request for suspension action 

should refer to Personnel Guide B 476, DISCIPLINARY ACTION--
Causes, to check the adequacy of causes and charges listed on 
the "U" notice. 

b. The supervisor should complete and forward the following to the 
next level of authority. 
1. Notice of Unsatisfactory Service, Form C1065. (Original and 

two copies.)
2. Recommendation for Suspension on Form 8021, Request for 

Personnel Action. (Original and three copies.) 
c. After review and approval, the next level of authority should 

forward the following to the appropriate Dean or Director. 
1. Notice of Unsatisfactory Service Form C1065. (Original and 

two copies.) 
2. Recommendation for Suspension on Form 8021, Request for 

Personnel Action. (Original and three copies.) 
d. After review and approval, the    appropriate Dean or Director 

should forward the following to the College President (or 
Division Head, for District office personnel). 
1. Notice of Unsatisfactory Service Form C1065. (Original and 

two copies.) 
2. Recommendation for Suspension on Form 8021, Request for 

Personnel Action. (Original and three copies.) 
e. The College President (or Division Head) will check the causes 

and charges to determine their adequacy for the action 
recommended by the Dean or Branch Head. See Personnel Guide B 
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476, DISCIPLINARY ACTION--Causes. Once,-approved, both documents 
should be returned immediately to the supervisor for issuance 
and forwarding. 

f. The supervisor should issue the employee one copy of the Notice 
of Unsatisfactory Service, Form C1065 in person. NOTE: If the 
employee is absent or refuses to accept his/her copy, forward 
the employee's copy, along with the original, to the Staff 
Relations Branch. The Staff Relations Branch will send the "U" 
notice to the employee by certified mail. Also forward the 
Recommendation for Suspension on Form 8021, Request for 
Personnel Action (original and two copies) to the Staff 
Relations Branch. Keep the following for college files:
1. A copy of the Notice of Unsatisfactory Service, Form C1065. 

3. A copy of the Recommendation for Suspension on Form 8021, 
Request for Personnel Action.

4. Procedure for Emergency "on the spot" Suspensions. 
a. In case of immediate suspensions, the procedures indicated above 

must be completed as soon as possible and the "U" notices and 
Request for Personnel Action forwarded to the Staff Relations 
Branch within five (5) days from the beginning date of the 
suspension. 

b. Immediately notify the Staff Relations Branch at 380-6000, Ext. 
271 after such suspension was implemented. 

5. Administrative Review Requirement (Skelly Rights). The Staff 
Relations Branch will :insure that the following procedure is 
implemented. 
a. Every permanent employee shall be accorded the following rights 

prior to receiving a disciplinary suspension. 
1. A written notice of the proposed disciplinary action and 

reasons therefore 
2. A copy of the Statement of Charges. 
3. An opportunity to review the materials supporting the 

proposed action. 
4. An opportunity to respond to the charges either orally or in 

writing to the authority initially requesting discipline. 
b. The Staff Relations Branch will notify the employee by letter of 

the aforementioned rights. Such letter shall be mailed via 
certified return receipt to the employee's last known address 
and shall contain a copy of the Statement of Charges and 
supporting documents if any. 

c. The employee shall have seven (7) working days from the date of 
the letter to respond and review the materials which support the 
action. The letter shall indicate the name and address of the 
administrator to whom the employee shall respond. 

d. The employee's response shall be submitted either orally or in 
writing. 

e. The administrator making the review must notify the Staff 
Relations Branch and attempt to notify the employee of the 
decision no later than one day after receiving the employee's 
response. 

f. Employees not responding within the stated time limit will be 
deemed to have waived such rights. 

6. Notification. In regard to disciplinary suspension after Board 
action, the Staff Relations Branch will notify the location that the 
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suspension was approved or rejected. In turn, the supervisor should 
notify the employee of the decision. If the employee is suspended, 
the Staff Relations Branch will also notify the employee by letter, 
enclose a copy of the charges upon which the suspension is based, 
and inform the employee that under certain conditions he may appeal 
to the Personnel Commission within 14 days. 

7. Administrative Suspension. Administrative suspension is the removal 
of an employee from his position preliminary to investigation of 
charges pending possible demotion or dismissal. Such suspensions are 
handled by the Staff Relations Branch. 
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