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Evidence for Dismissal 

1.  Types of Evidence. In all cases where dismissal of an employee is 
sought, administrators should present acceptable evidence showing: 

a.   Persistent Nature of Difficulties. Except under unusual 
circumstances, the unsatisfactory conduct on the part of the 
employee has been persistent and sustained. 

b.   Repeated Warnings. The employee has been informed repeatedly of 
the unsatisfactory nature of his work or conduct. 

c.   Frequent Assistance. Real efforts have been made to help him 
overcome his difficulties but the efforts have been 
unsuccessful. 

d.   Close Supervision. Since the discovery of his deficiencies, his 
work has been closely supervised and the president has personal 
knowledge of the employee's failure to improve. 

2.  Characteristics of Acceptable Evidence. 

a.  Specific in Nature. General charges carry little weight. Factual 
evidence of deficiencies in specific professional competencies and 
personal qualities must be presented. 

b.  Extensive in Scope. An isolated case does not constitute sufficient 
evidence except under unusual circumstances. A number of instances 
of any incompetence or defection must be submitted. 

c.  Recorded. All specific charges must be substantiated by written 
memoranda made by the observer immediately after the various times 
that the deficiencies were actually observed. Likewise, all 
occasions where assistance is given and all advisory conferences 
that are held should be made matters of written record immediately 
thereafter. 

d.  Dated and Timed. It is of great importance that at the time records 
of unsatisfactory performance and notes on visits and on advisory 
conferences are made they include dates, the actual clock minutes 
involved, the type of class, and the time of the day. Visits lasting 
a considerable part of or all of a session are more likely to 
provide good evidence than a brief visit. 



e.  Original Drafts. Written evidence presented at dismissal hearings 
must be the original drafts made at the time of, or immediately 
following, the observation or conference. Materials that have been 
reorganized or copies at a later date in preparation for the hearing 
are not considered acceptable as evidence. 

3.  Techniques for Obtaining Evidence. The following techniques are 
suggested for obtaining objective data concerning unsatisfactory 
employees: 

a.  Factual Record. Every supervisory visit by an administrator to a 
weak or unsatisfactory employee must be made a matter of written 
factual record which should include the subject, date, time of 
day, minutes involved, and deficiencies and inadequacies 
observed. Administrators should require similar written records 
from members of the staff who may be assigned to visit the 
employee. These must be specific and detailed in nature. 

b.  Confirmation. If a particularly bad situation is evident, it is 
well to have the occurrence immediately corroborated by other 
qualified observers and a confirming record made of the 
incident. 

c.  Physical Evidence. Any records concerned should be carefully 
preserved as evidence. 

d.  Specific Deficiencies. Observations of specific deficiencies 
should be gathered systematically on such points as: 

(1) Actual instruction 
(2) Preparation of class material 
(3) Discipline and control of classes; handling of student 

problems 
(4) Relations with students, with faculty, with other college 

personnel 
(5) Physical condition of the classroom 
(6) Handling of extra curricular activities 
(7) Health and grooming 
(8) Compliance with college routines and rules 

e.  Suggestions. Suggestions made for improvement should be recorded 
and dated as part of the record. 

f.  Conferences. When the president is to have an important 
conference at a critical time with an unsatisfactory employee, a 
dean or other qualified professional person should ordinarily be 
present. 

g.  Conference Summary. After the conference mentioned above, the 
administrator should give a copy of a summary of the conference 
to the employee with the written request that if the summary is 
not correct, the employee should so state in writing. 

h.  Filing Evidence. All of this written material should be kept in 
an organized form in a separate folder for each employee. 


