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TO: _________________________________


                    EMPLOYEE #: __________________
Date: _____________________________  


The Sodexo Live! California Meal Period and Rest Break Policy requires that a 30-minute meal period begin before the end of the fifth hour of work (by 4 hours and 59 minutes into the employee’s shift) and that a second 30-minute meal period begin before the end of the 10th hour of work (by 9 hours and 59 minutes into the employee’s shift). Our records show that you signed off on this policy on _______________________ [date].  
On [date(s)], you [failed to take a meal period] [clocked/signed out for your meal period later than 4 hours and 59 minutes into your shift] [clocked/signed out for your second meal period later than 9 hours and 59 minutes into your shift] [took a short meal period of only ___ minutes].

· 
It is each employee’s responsibility to clock or sign out and in for every meal period. Missed punches are considered a failure to record your time properly.

· Each employee will be held accountable for accurately recording the duration of their meal period (30 minutes) as required by policy and state law. 

Because this is your first violation, you are receiving this memo to file to call attention to this matter. Additional violations of the Sodexo Live! California Meal Period and Rest Break Policy will result in discipline in accordance with our policies.

_________________________________________________________________________________

Manager Signature


 / 


Date

_________________________________________________________________________________

Employee Signature / Date 
(Distribution: Original to employee’s file; Copy to employee)
CA Meal Period / Rest Break Violation – 
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