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Notice of Unsatisfactory Service for Classified Employees 

Purpose of Issuing Notice. The Notice of Unsatisfactory Service (Form C1065) is intended to inform an employee of specific 
deficiencies in his/her performance and to promote future productive and appropriate behavior and performance  on the part 
of that employee.  The Notice also serves to document that unsatisfactory performance has occurred and that the employee 
has been informed of it. It may serve as the basis for disciplinary action, such as suspension, demotion or dismissal.

Causes and Charges. 
1. Causes   - Causes for disciplining a classified service employee are adopted by the Personnel Commission, and are set 

forth in Personnel Commission Rule 735; they are listed in Personnel Guide B476. One or more of the causes must be 
cited in any Notice of Unsatisfactory Service (section 1).

2. Charges   - A charge is a specific, documented incident which supports one or more of the causes for discipline. A 
charge can be a listing of an employee's absences and tardiness, or it may relate the facts of a specific occurrence of 
unsatisfactory performance. Such a charge must include the date, time, place, and witness(es) to an incident, and 
must explain that incident entirely.  A chronological listing of charges must be attached to the Notice of Unsatisfactory 
Service (section 2), prior to issuing it to the employee. 

Conferences. Unless a Notice of Unsatisfactory Service is issued in response to an infraction severe enough to warrant 
immediate disciplinary action, the Notice must include a listing of counseling conferences conducted with the employee 
(section 3).  Conferences should be listed chronologically on a separate sheet, if necessary, attached to the Notice, and 
must include the date, time and name of the supervisor conducting the conference, as well as the topic discussed and the 
employee's response (if any). The list of conferences should reference the oral and written warnings issued to the 
employee.

Directions and Suggestions for Improvement.  The Notice must include the supervisor’s directions and suggestions to the 
employee for improvement, unless the Notice is the basis for a recommendation that the employee be dismissed.
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Preparing the Notice. 

1. The Notice and attachments to it should be completed in an original and two copies. All information requested must be 
filled in. 

2. The beginning and ending dates must coincide with the dates of the first and last incidents recorded in the listing of 
charges. 

3. If an employee has had a previous record of Notices of Unsatisfactory Service, the beginning date of the new Notice 
should be the date following the ending date of the last Notice, if the previous Notice was not followed by satisfactory 
performance on the part of the employee. 

4. The signatures of the supervisors and college president or senior/associate vice chancellor must be on the Notice, 
prior to issuing it.

5. The Notice must be prepared and issued as soon as possible, after the last unsatisfactory incident.

Issuing the Notice.

1. A Notice of Unsatisfactory Service should be issued to an employee by the appropriate supervisor or administrator, 
with a witness present to attest to its issuance, in the event that an employee refuses to sign the Notice. The Notice 
should be issued in private, and must be discussed with the employee. The employee must understand the reasons for  
the Notice and must be aware that additional disciplinary action will follow if the unsatisfactory service continues or 
recurs.

2. The employee must sign the original and two copies of the Notice. If the employee refuses to sign, he/she should be 
informed that his/her signature does not indicate agreement with the Notice, but rather, indicates that the employee 
has received a copy of it. If the employee still refuses to sign, but accepts a copy of the Notice, the witness present 
must sign the Notice to attest to its issuance.

3. The original of the Notice must be forwarded to the Labor Relations Branch. If the employee has not signed the Notice 
and has refused a copy, or if the employee was not available at the time of issuance, the Labor Relations Branch will 
forward the Notice to the employee's address of record via certified mail. If the employee has signed and/or received a 
copy of the Notice, it will be filed in his/her personnel folder. 

References. 
1. Personnel Commission Rule 735 
2. Employee Supervision: A Positive Approach to Disciplinary Problems (Personnel Services Division Publication)
3. Personnel Guide B 476 (Causes for Disciplinary Action)
4. Personnel Guide B 466 (Dismissal) 
5. Personnel Guide B 477 (Suspension)
6. Personnel Guide B 479 (Demotion) 
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