[image: A logo of a company

Description automatically generated]
Request to Inspect and/or Receive a Copy of Personnel Records – California Only
Each current and former employee in California and their representatives may inspect and receive a copy of the employee’s personnel records.
Sodexo Live! will comply with such a request no later than 30 days from the date it was received and impose a cost not greater than the actual cost of copying the documents.
The documents will be available for inspection at:
· the place where the employee works (for current employees);
· the place where the employee’s records are stored (for former employees); or
· another location mutually agreed to in writing.
Note: If a former employee was terminated for a serious violation of the law or an employment related policy involving harassment or workplace violence, Sodexo Live! may make the personnel records available to the former employee for inspection at a location other than the work location that is within a reasonable distance of the former employee's residence or may provide a copy of the records by mail.
Former employees are limited to one request to inspect or receive a copy of their personnel records per year.
If a representative (rather than the employee) submits such a request, they must include written authorization from the employee allowing the representative to inspect or receive a copy of the sought records. 
Note: This does not apply to employees covered by a collective bargaining agreement if the agreement provides procedures for inspecting and copying of personnel records.
	Date:

	Employee Name:
	Employee ID:

	Current/Most Recent Work Location:
	Employee’s Manager:

	Requested By: (Print Name)
	Requestor is:
___ Employee	___ Former Employee

	Contact Information:
	___ Other (Specify relationship):
Authorization letter from employee?	___ YES
___ NO
What proof of identity was provided?

	Request:
___ Review/Inspect File
	___ Copy of File
___ Pick Up	___ By Mail
	

	Signature of Requestor:
	Appointment Date/Time/Place:

	Request Received By: (Print Name and Sign)
	Reviewed with HR Director: (Name and Date)

	File Provided By: (Print Name, Sign and Date)
	File Inspection Completed By: (Employee/Representative Sign and Date)

	Cost for Copying Personnel File:
# pages ___ X cost per page ___ = total ____
	Mail Date:
	Pick Up Date:

	Payment Received:
	Sent to Address:
:


Forward a copy to your Area HR Director and Kimberly Shackleford in the Law Dept. via email to Kimberly.Shackleford@Sodexo.com.
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