 (
INSTRUCTIONS – Request to Inspect and/or Receive a Copy of 
Personnel
 Records – 
C
alifornia
 Only 
C
urrent and former employee
s
 in California 
(
and their representative
s
)
 may inspect and receive a copy 
of their
 personnel records.
  
Procedures
To provide access to (or a copy of) 
personnel
 records to a representative 
(such as 
a
 union representative, 
a 
family 
member
 or an attorney
), 
Sodexo Live!
 must first receive written authorization from the employee.
The person requesting the records along with a
 
Sodexo Live!
 manager and/or HR representative 
should 
make the request in writing. 
 One way to do so is
 to
 complet
e 
and sign the 
Request to Inspect and/or Receive a Copy of 
Personnel
 Records – California Only 
form. 
4
.
The 
Manager
 or the 
in
-
unit HR representative 
should 
immediately forward 
the request 
to the Area HR Director 
and
 Kimberly Shackleford in
 
Legal
 at 
Kimberly.Shackleford@Sodexo.com
.
5
.
The Manager or the in-unit HR representative should 
pull
 the
 employee’s personnel file and contact the Area HR Director to review the content
s
 
prior to
 
the 
request
o
r’s
 
review or receipt of the file. 
6
. 
  
The Manager or the in-unit HR representative should e
ither
:
s
chedule
 a time
 and 
place for the 
request
o
r
 to inspect 
the
 personnel file, or
p
rovide a 
copy
 of
 the personnel file 
to
 the 
request
o
r
 and, i
f appropriate, 
calculate the 
copying 
cost
s
 by 
recor
ding
 the
 cost per page and the
 number of 
copied 
pages.
7
.
Complete the remaining applicable fields on the 
Request to Inspect and/or Receive a Copy of 
Personnel
 Records –
California Only
 
form
. 
8
.
Retain 
a
 completed 
copy of the 
request 
form in the employee’s personnel file.
Exceptions
The above does not apply to an employee covered by a valid collective bargaining agreement 
with its own
 procedure for the inspection and copying of personnel files.
The above does not apply to records relating to the investigation of a possible criminal offense or letters of reference, or to ratings, reports or records acquired prior to the employee’s employment or prepared by identifiable examination committee members or in the evaluation of a promotional opportunity.
Notes
Requests for copies of the personnel files by a representative or representatives of employees are limited to 50 employees per calendar month.
Former employees are limited to one request to inspect or receive a copy of their personnel files per year.
Employers
 should redact any private information in the personnel file
.
If the requestor is an attorney, 
please ask 
Legal 
whether it plans to produce the personnel file
.
If copies of
 wa
g
e 
statements are requested, please 
provide 
them within 21 days of the 
request.
I
f 
there is a grievance concerning the 
current or former 
employee, please
 contact 
Legal so related material can be included in the personnel file
.
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Completing the 
Request to Inspect and/or Receive a Copy of the Employment Records 
Form
) (
Field Name
Purpose
Date
Record 
the 
date of 
the 
request
Employee Name
Record 
the 
employee
’s 
name
Employee ID
 Number
Record 
the 
employee’s employee ID 
number
 if known
Current/
Last
 Work Location
Record 
current 
employee’s work location or former employee’s last 
Sodexo 
work location
Manager
Record 
the name of current 
employee’s manager
 
or former employee’s last manager
Requested By (Print Name)
Print the requestor
’s name and relationship to the employee
:
__Employee; __Former Employee; __Other. If Other, specify relationship to employee
Requestor’s Contact Information
Record 
the requestor’s 
phone number. Include requestor’s address if 
a copy of the file will be sent to the employee 
Request
Identify the type of request
 (“
Review/Inspect the File
” 
or 
“
Copy the File
”) and – if it’s the latter – whether it will
 be picked up or mailed
Authorization Letter 
If the request
or
 is a representative, s
elect 
“
yes
”
 or 
“
no
” to indicate whether 
the employee has 
provided 
written authorization for us to the produce the personnel file to the requestor
.  
Proof of Identity
Identity
 
how
 
the
 
requestor
 proved their identity (e.g., 
Driver’s License)
Signature of Requestor
Requestor signs 
the request form to verify 
that the contents are
 
accurate
Appointment Date/Time/Place
When determined, record 
the 
date, time
,
 and meeting place established for
 the
 file
’s
 review or 
retrieval
. This date must be no later than 30 days 
after Sodexo received
 
the 
request
Request Received By
Sodexo
’s
 representative
 should insert their name (printed) and signature on the request
Reviewed with HR Director:
Record 
the
 Area HR Director
’s
 
name and when they 
reviewed the file
File Provided By
Include t
he date, signature
,
 and printed name of the Sodexo representative 
granting access to or 
sending
 
the file 
to the requestor
Cost of Copying Personnel File
If applicable, r
ecord the number of pages and 
the cost
 per page to copy the file
Payment Received
Record how and when copying costs were paid
Mail Date
Record 
the 
date 
the
 personnel file was 
sent
 via certified mail to 
the 
requestor. Attached certified receipt to 
Request to Inspect and/or Receive a Copy of 
Personnel
 Records – California Only
Ship to Address
If applicable, r
ecord 
the 
address where 
the
 personnel file was 
sent
Pick Up Date
If applicable, r
ecord 
the 
date 
when the
 personnel file was picked up
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