
Massachusetts Cannabis Control Commission

Marijuana Retailer

General Information:

License Number: MR282175

Original Issued Date: 09/10/2020

Issued Date: 09/10/2020

Expiration Date: 09/10/2021

ABOUT THE MARIJUANA ESTABLISHMENT

Business Legal Name: Green River Cannabis Company Inc

Phone Number: 401-640-2552 Email Address: constant424@gmail.com

Business Address 1: 398 Deerfield Street Business Address 2: 

Business City: Greenfield Business State: MA Business Zip Code: 01301

Mailing Address 1: 30 Washington Street Mailing Address 2: 

Mailing City: Attleboro Mailing State: MA Mailing Zip Code: 02703

CERTIFIED DISADVANTAGED BUSINESS ENTERPRISES (DBES)

Certified Disadvantaged Business Enterprises (DBEs): Not a 

DBE

PRIORITY APPLICANT

Priority Applicant: no

Priority Applicant Type: Not a Priority Applicant

Economic Empowerment Applicant Certification Number: 

RMD Priority Certification Number: 

RMD INFORMATION

Name of RMD: 

Department of Public Health RMD Registration Number: 

Operational and Registration Status: 

To your knowledge, is the existing RMD certificate of registration in good 

standing?: 

If no, describe the circumstances below: 

PERSONS WITH DIRECT OR INDIRECT AUTHORITY
Person with Direct or Indirect Authority 1

Percentage Of Ownership: 90 Percentage Of Control: 90

Role: Director Other Role: CEO

First Name: CONSTANT Last Name: POHOLEK Suffix: JR
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Gender: Male User Defined Gender: 

What is this person's race or ethnicity?: White  (German, Irish, English, Italian, Polish, French)

Specify Race or Ethnicity: polish

ENTITIES WITH DIRECT OR INDIRECT AUTHORITY
No records found

CLOSE ASSOCIATES AND MEMBERS
Close Associates or Member 1

First Name: Ryan Last Name: Poholek Suffix: 

Describe the nature of the relationship this person has with the Marijuana Establishment: Ryan is an officer of the corporation. He 

serves as vice president.

Close Associates or Member 2

First Name: Ernest Last Name: Poholek Suffix: 

Describe the nature of the relationship this person has with the Marijuana Establishment: Executive member

Close Associates or Member 3

First Name: Wayne Last Name: Staltare Suffix: 

Describe the nature of the relationship this person has with the Marijuana Establishment: Executice Officer

CAPITAL RESOURCES - INDIVIDUALS
Individual Contributing Capital 1

First Name: Ernest Last Name: Poholek Suffix: 

Types of Capital: Monetary/Equity Other Type of Capital: Total Value of the Capital Provided: $158000 Percentage of Initial Capital: 10

Capital Attestation: Yes

Individual Contributing Capital 2

First Name: Constant Last Name: Poholek Suffix: Jr

Types of Capital: Monetary/Equity Other Type of Capital: Total Value of the Capital Provided: $218000 Percentage of Initial Capital: 100

Capital Attestation: Yes

CAPITAL RESOURCES - ENTITIES
No records found

BUSINESS INTERESTS IN OTHER STATES OR COUNTRIES
No records found

DISCLOSURE OF INDIVIDUAL INTERESTS
No records found

MARIJUANA ESTABLISHMENT PROPERTY DETAILS

Establishment Address 1: 398 Deerfield Street

Establishment Address 2: 

Establishment City: Greenfield Establishment Zip Code: 01301

Approximate square footage of the establishment: 2500 How many abutters does this property have?: 56

Have all property abutters been notified of the intent to open a Marijuana Establishment at this address?: Yes

HOST COMMUNITY INFORMATION
Host Community Documentation:
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Document Category Document Name Type ID Upload 

Date

Certification of Host Community 

Agreement

Host Community Agreement 

Certification.pdf

pdf 5ca360732724e81b5256031f 04/02/2019

Plan to Remain Compliant with 

Local Zoning

Zoning Approval.pdf pdf 5ca360d82724e81b52560323 04/02/2019

Community Outreach Meeting 

Documentation

Community Outreach Attestation 

Proof.pdf

pdf 5ca36603d7a931124ee08081 04/02/2019

Plan to Remain Compliant with 

Local Zoning

Plan to Remain Compliant with Local 

Zoning GRCC.pdf

pdf 5d02650e622b7c1357f71bdd 06/13/2019

Community Outreach Meeting 

Documentation

Community Outreach Attestation Form.pdf pdf 5e19109d0557385733b442aa 01/10/2020

Total amount of financial benefits accruing to the municipality as a result of the host community agreement. If the total amount is 

zero, please enter zero and provide documentation explaining this number.: $

PLAN FOR POSITIVE IMPACT
Plan to Positively Impact Areas of Disproportionate Impact:

Document Category Document Name Type ID Upload Date

Plan for Positive Impact Positive Impact Plan - GRCC - 011320.pdf pdf 5e1ca79c00f72d57285f1239 01/13/2020

ADDITIONAL INFORMATION NOTIFICATION

Notification: I understand

INDIVIDUAL BACKGROUND INFORMATION
Individual Background Information 1

Role: Director Other Role: 

First Name: Constant Last Name: Poholek Suffix: Jr.

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 2

Role: Executive / Officer Other Role: 

First Name: Ryan Last Name: Poholek Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 3

Role: Manager Other Role: 

First Name: Wayne Last Name: Staltare Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 4

Role: Executive / Officer Other Role: Investor

First Name: Ernest Last Name: Poholek Suffix: 
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RMD Association: Not associated with an RMD

Background Question: no

ENTITY BACKGROUND CHECK INFORMATION
No records found

MASSACHUSETTS BUSINESS REGISTRATION
Required Business Documentation:

Document Category Document Name Type ID Upload 

Date

Bylaws Corporate Bylaws.pdf pdf 5ca5f169d7a931124ee08696 04/04/2019

Department of Revenue - Certificate of Good 

standing

cerificate of good standing dor 

Green.pdf

pdf 5cb8666eb10c2044c5597282 04/18/2019

Articles of Organization Art of Org Green River-

merged.pdf

pdf 5ccc948f5c356a44cb76a42a 05/03/2019

Secretary of Commonwealth - Certificate of 

Good Standing

Cert of Good Standing SOC 

GRCC.pdf

pdf 5e28cf9d81ae16046bec521d 01/22/2020

No documents uploaded

Massachusetts Business Identification Number: 001364359

Doing-Business-As Name: GREEN RIVER CANNABIS COMPANY INC

DBA Registration City: Greenfield

BUSINESS PLAN
Business Plan Documentation:

Document Category Document Name Type ID Upload Date

Plan for Liability Insurance Liability Insurance Proof.pdf pdf 5ca356613779161b2a878165 04/02/2019

Business Plan Biz Plan GRCC 2.pdf pdf 5d03dac758ad7e1336c281dc 06/14/2019

Proposed Timeline Proposed Timeline Green River 012020.pdf pdf 5e1c9b9a0aa7ba5339f6f6bb 01/13/2020

OPERATING POLICIES AND PROCEDURES
Policies and Procedures Documentation:

Document Category Document Name Type ID Upload 

Date

Personnel policies including 

background checks

Personnel policies including 

background checks.pdf

pdf 5cfebc2064ca8317f4fcb1ef 06/10/2019

Prevention of diversion Prevention of Diversion.pdf pdf 5cfebc6758ad7e1336c27696 06/10/2019

Record Keeping procedures Record Keeping Procedures.pdf pdf 5cfebc6c64ca8317f4fcb1f3 06/10/2019

Storage of marijuana Storage of marijuana.pdf pdf 5cfebc6d624ce5135e926040 06/10/2019

Transportation of marijuana Transportation of marijuana.pdf pdf 5cfebc8150e7af1803c1f3aa 06/10/2019

Dispensing procedures Dispensing Procedures - GRCC.pdf pdf 5d02a519c70e2b132b3159c8 06/13/2019

Plan for obtaining marijuana or 

marijuana products

Plan for obtaining marijuana products 

GRCC.pdf

pdf 5d02a9f541a4321320f28b44 06/13/2019

Security plan Security Plan - GRCC - 011120.pdf pdf 5e1c9e73fe65bd5750704879 01/13/2020
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Inventory procedures Inventory Procedures - GRCC - 

011120.pdf

pdf 5e1c9e74541f65570b949fa8 01/13/2020

Quality control and testing Quality Control and Testing - GRCC - 

011120.pdf

pdf 5e1c9e77f76dd253236e4e2b 01/13/2020

Maintaining of financial records Maintaining Financial Records - GRCC - 

011120.pdf

pdf 5e1c9e780557385733b44751 01/13/2020

Diversity plan Diversity Plan - GRCC - 011120.pdf pdf 5e1c9f5cfe65bd575070488a 01/13/2020

Qualifications and training Qualifications and training  - GRCC - 

011120.pdf

pdf 5e1ca02d38abaf57497ad908 01/13/2020

Restricting Access to age 21 and older Restricted Access 21.pdf pdf 5e5d83d049038b46abf1c362 03/02/2020

MARIJUANA RETAILER SPECIFIC REQUIREMENTS
No documents uploaded

No documents uploaded

ATTESTATIONS

I certify that no additional entities or individuals meeting the requirement set forth in 935 CMR 500.101(1)(b)(1) or 935 CMR 500.101(2)(c)(1) 

have been omitted by the applicant from any marijuana establishment application(s) for licensure submitted to the Cannabis Control 

Commission.: I Agree

I understand that the regulations stated above require an applicant for licensure to list all executives, managers, persons or entities having direct 

or indirect authority over the management, policies, security operations or cultivation operations of the Marijuana Establishment; close 

associates and members of the applicant, if any; and a list of all persons or entities contributing 10% or more of the initial capital to operate the 

Marijuana Establishment including capital that is in the form of land or buildings.: I Agree

I certify that any entities who are required to be listed by the regulations above do not include any omitted individuals, who by themselves, would 

be required to be listed individually in any marijuana establishment application(s) for licensure submitted to the Cannabis Control Commission.: 

I Agree

Notification: I Understand

I certify that any changes in ownership or control, location, or name will be made pursuant to a separate process, as required under 935 CMR 

500.104(1), and none of those changes have occurred in this application.: 

I certify that to the best knowledge of any of the individuals listed within this application, there are no background events that have arisen since 

the issuance of the establishment’s final license that would raise suitability issues in accordance with 935 CMR 500.801.: 

I certify that all information contained within this renewal application is complete and true.: 

ADDITIONAL INFORMATION NOTIFICATION

Notification: I Understand

COMPLIANCE WITH POSITIVE IMPACT PLAN
No records found

COMPLIANCE WITH DIVERSITY PLAN
No records found

HOURS OF OPERATION

Monday From: 9:00 AM Monday To: 9:00 PM

Tuesday From: 9:00 AM Tuesday To: 9:00 PM
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Wednesday From: 9:00 AM Wednesday To: 9:00 PM

Thursday From: 9:00 AM Thursday To: 9:00 PM

Friday From: 9:00 AM Friday To: 9:00 PM

Saturday From: 9:00 AM Saturday To: 9:30 PM

Sunday From: 9:00 AM Sunday To: 6:00 PM
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Green River Cannabis Company, Inc “GRCC”; Plan to Remain Compliant with 
Local Zoning 
 
 
GRCC attests that it will, through its operation of a retail establishment in the town of 
Greenville, MA, follow and remain compliant with all local zoning requirements under 
the Greenfield Zoning Bylaw:  
Article IV Use Regulations, Appendix A: Table of Uses  
Article VI General Regulations, Sections: 200-6.5 (Parking), 200-6.7 (Signs) 200-6.11 
Driveways and Entrances 
Article VII Section 200-7.17: Marijuana Establishments 
 
As GRCC has been granted a host agreement by the town of Greenfield, we plan to 
follow the use regulations for permitted use at our Deerfield Street location, 
performance standards for security and fire, and special provisions for parking, 
loading, signs, etc.  
 
As all Marijuana Establishments require a Special Permit process as per Article VII 
Section 200-7.17 B (2) we will ensure compliance will local laws.  
 
We will also communicate with the town on a regular basis to remain updated and 
compliant with any changes or additions to local zoning. 







 
 

 
The Green Gateway Positive Impact Program, GRCC 

 
Introduction   
     This direct mentor-to-mentee program will be hosted in Greenfield, MA, a community that is an Area of 
Disproportionate Impact (ADI) as defined by the Commission. Green River Cannabis Company, Inc. has 
committed to funding the ​Green Gateway Positive Impact Program​ for a minimum of five years. Execution 
of this program will commence at the receipt of a provisional Marijuana Establishment license. Quarterly 
scheduled seminars will be promoted and advertised through print media, social media, poster 
campaigns, and any other means. 
 
Acknowledgements 
     The applicant will adhere to the requirements set forth in 935 CMR 500.105(4) which provides the 
permitted and prohibited advertising, branding, marketing, and sponsorship practices of every Marijuana 
Establishment. 
     No actions taken, or programs instituted by the applicant will violate the Commission’s regulations with 
respect to limitations on ownership or control or other applicable state laws. 
     No donation or program to support any specifically named organizations or the furtherance of their 
goals have been proposed as this is a direct mentor-to-mentee program. 
 
Goals: 
  
     This program will meet the spirit and objectives of state law M.G.L. Ch. 94G §4 that requires Licensed 
Marijuana Establishments to, “​...engage in processes and policies that promote and encourage full 
participation in the regulated cannabis industry by people from communities that have previously been 
disproportionately harmed by marijuana prohibition and enforcement and to positively impact those 
communities.”  
 
     The Commission has identified the groups this plan is intended to impact as the following: 

● Past or present residents of the geographic ADI, which have been defined by the Commission 
and identified in its ​Guidance for Identifying Areas of Disproportionate Impact​. 

● Commission-designated Economic Empowerment Priority applicants; 
● Commission-designated Social Equity Program participants; 
● Massachusetts residents who have past drug convictions; and 
● Massachusetts residents with parents or spouses who have drug convictions. 
● The above persons are hereinafter be referred to as the ​Primary Target Group (PTG). 

 
The goal of the program is to provide ADI communities and individuals access to the following training, 
educational and mentorship resources, with a goal of attracting 25% of attendees from the PTG described 
above: 

● Access to ​quarterly ​training seminars (see seminar content below)  
○ PTG participants will acquire or adapt some of the tools and skills necessary to achieve 

success as either an entrepreneur or employee within the licensed marijuana industry. 
○ PTG participants will be empowered to better understand and recognize if, and where, 

their interest within the licensed marijuana industry lies. 
○ PTG participants will have access to guidance and support in the job-seeking process for 

those looking to gain employment within the industry. 
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● Provide PTG participants open access to expert, proactive, post-seminar mentorship and 
counseling, an online resource center providing links and information of use to both PTG 
entrepreneurs and those seeking employment in the licensed marijuana industry, and access to 
weekly group and individual conference calls with leading industry consultants and ancillary 
professionals 

● Promote PTG attendee participation in a wide-reaching quarterly survey designed to identify and 
overcome the obstacles to success in the industry, and thus make a positive impact on others 
seeking to contribute or participate in the licensed marijuana industry. 

 
Programs: 
 
     The ​Green Gateway Positive Impact Program​ comprises three main elements: 
 

One day seminar​ - This free, quarterly seminar will be conducted at a suitable venue in the 
above ADI. The goal of these seminars is to directly assist members of the PTG by providing 
participants with knowledge, resources, tools and guidance to strengthen, promote and empower 
their successful participation in this industry as an entrepreneur, business owner, or employee.  
 
Seminar Content: 

● Introduction 
● A brief history of Marijuana regulation 
● Federal Law, State Law, Regulations and 

Administrative Decisions 
● The Cannabis Control Commission 
● Developing your vision 
● Developing your business plan 
● The Application Process - Threading the 

needle 

● Community Resources for Economic 
Development 

● Home-Grown Cannabis regulations 
● Employment in the Marijuana Industry 
● Open Forum 
● Next steps 

 

 
Mentorship and Counseling​ - Seminar participants will be offered free, ​ongoing ​access to a 
web-based, “help-desk” facility that provides access to the knowledge and experience of 
professional industry consultants with expertise in Business Development, Marijuana LIcensing, 
Federal and State law, and Federal and State accounting. This post-seminar mentorship and 
counseling facility will assist and guide PTG participants by providing the following: 

● Exclusive access to an online resource center that provides links to documents, state and local 
resources, service providers and articles that will benefit the PTG participant. 

● Exclusive access to our “Ask me anything” FAQ page, where PTG participants may post 
questions and receive answers to Marijuana industry related issues. 

● A ​weekly ​telephone conference that comprises a 60-minute check-in with PTG participants, with 
a Q&A session, followed by a number of, 30-minute, pre-booked individual calls that allow PTG 
participants to pose or discuss business sensitive or confidential questions and matters without 
fear of disclosure. 

 
Positive Impact Survey​ - A goal and measurement of our program progress will be our Positive 
Impact Survey. All participants in the one-day seminar are required to complete and submit the 
pre-seminar baseline survey. The goal of the survey is to help identify the “capture” demographics of 
attendees. A second, follow-up survey will be completed and submitted at the conclusion of the 
one-day seminar. This will help identify our core survey group. 
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     The goal of the program is to gather a cadre of core survey participants. This group should 
comprise those participants whose interest in the marijuana industry and the Green Gateway 
Program extends beyond the initial seminar. Participants in the core survey, while benefiting from 
ongoing mentorship and counseling, will through a series of in-depth questionnaires, focus groups 
and feedback opportunities, provide a wealth of data detailing demographics, backgrounds, 
challenges and advantages encountered or perceived by seminar attendees and survey participants. 
The qualitative and quantitative findings of our survey will be published in an annual report. This 
report will be made available to the CCC, state funding agencies, and local business development 
organizations. This report will help assess and measure the obstacles and routes to success for PTG 
participants. 

 
Measurements:  
 

Program Progress and Success​ - The success and impact of this program will be measured 
through the following means: 
 

● Attendance ​-  Attendance will be counted and recorded through both the survey and attendee 
records. Attendance goals will be achieved if at least 25% of attendees or mentees are PTGs or 
individuals from any ADI.  

● Feedback ​- All attendees, survey participants, and survey recipients will be asked to complete 
feedback surveys on the content and delivery of this program. Our feedback goals will be achieved if 
75% or more attendees provide feedback and that feedback rating is at least 3.5 out of 5. 

● Sustainability ​- One of our benchmarks of success will be sustained participation in our program. We 
define “sustained participation” as the continued engagement of at least 25% of attendees in our post 
seminar activities such as mentorship and counseling activities, accessing our online resource center, 
or participating in our weekly telephone conference during the 3 months following their first seminar 

● Survey Data use​ -The success of our survey data efforts may be measured by the circulation of our 
annual​ ​survey data report to at least two state organizations, the governing body of the above ADI, 
and at least two independent regional workforce development and/or economic development 
organizations.  

● License Renewal: ​A comprehensive annual report that shows the progress or success of this plan 
will be provided to the CCC prior to annual renewal of the license and each year thereafter, 
commencing with the date of provisional license. 
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In testimony of which,

I have hereunto affixed the

Great Seal of the Commonwealth

on the date first above written.

Secretary of the Commonwealth

The Commonwealth of Massachusetts
Secretary of the Commonwealth

State House, Boston, Massachusetts 02133
William Francis Galvin

Secretary of the  
Commonwealth

Date:

To Whom It May Concern :

I hereby certify that according to the records of this office,

is a domestic corporation organized on September 30, 2010 , under the General Laws of the 

Commonwealth of Massachusetts. I further certify that there are no proceedings presently pend-

ing under the Massachusetts General Laws Chapter 156D section 14.21 for said corporation’s 

dissolution; that articles of dissolution have not been filed by said corporation; that, said cor-

poration has filed all annual reports, and paid all fees with respect to such reports, and so far as 

appears of record said corporation has legal existence and is in good standing with this office.

Certificate Number:

Verify this Certificate at: http://corp.sec.state.ma.us/CorpWeb/Certificates/Verify.aspx

Processed by:

January 21, 2020

GREEN RIVER CANNABIS COMPANY INC

January 25, 2019

20010406720





Executive	Summary	 

Green	River	Cannabis	Company	Inc.,	a	Massachusetts	Corporation,	is	a	new	progressive	
retail	cannabis	store,	focused	on	the	sale	and	supply	of	recreational	marijuana	products;	to	
age	appropriate	consumers	in	Massachusetts.	Green	River	Cannabis	Company	Inc.	will	
market	top	quality	products	from	existing	and	future	licensed	Massachusetts	cannabis	
producers	to	establish	and	maintain	its	customer	base.	 

The	Company	is	at	the	forefront	of	a	new	retail	concept	that	offers	consumers	a	reliable	
source	for	cannabis	and	related	wares;	and	provides	suppliers	a	fresh,	upscale,	
professionally	managed	outlet	for	their	products.	Green	River	Cannabis	Company	Inc.	will	
concentrate	its	sales	efforts	on	the	estimated	$775M	annual	recreational	marijuana	market	
in	Massachusetts.	 

Green	River	Cannabis	Company	Inc.,	dispensary	will	be	1500-2000	square	feet	in	size	and	
employ	1	Manager,	4	full	time	and	4	part	time	staff	members.	Inventory	will	include	
smokable	marijuana	products,	vape	products,	edibles,	topicals	and	concentrates.	 

We	expect	to	serve	a	minimum	of	250	customers	per	day/location	with	an	average	spend	
of	$60.	This	equates	to	average	daily	sales	of	$	15,000	per	day.	Management	projects	this	
number	to	be	approximately	5,460,000.00;	with	sales	revenues	exceeding	$6M	by	2020.	 

It	is	our	goal	to	be	a	dominant	player	in	this	new	billion-dollar	market.	As	part	of	our	goal	
of	market	leadership	we	will:	 

• Strive	to	achieve	long-term	valuable	relations	with	our	customer	base.		
• Ensure	that	our	customers	receive	full	value	for	their	patronage.		
• Provide	exemplary	service	to	our	customer	base	to	protect	our	market	share.		
• Generate	the	highest	possible	margins	via	pricing	structures,	sales	effort,	cost	

control	and	innovation.		
• Build	the	best	possible	team	-	from	front	line	sales	staff	through	the	Board	of	

Directors.		
• Obtain	the	right	mix	of	financing	from	cash	flow,	debt	and	equity	investment.	Green	

River	Cannabis	Company	Inc.	will	have	"first	mover	advantage"	in	Massachusetts;	
and	create	superior	shareholder	value	by	exercising	the	very	best	in	strategic,	
integrated	concepts	and	implementation.	We	will	approach	every	marketing	
challenge	with	on-target	strategies	that	result	in	innovative	and	effective	sales	
solutions.	Whether	it's	increasing	market	share,	creating	or	altering	perceptions	of	a	
brand,	or	even	reinventing	a	product	category;	Green	River	Cannabis	Company	Inc.,	
marketing	initiatives	will	break	barriers	and	most	importantly,	motivate	consumers	
to	buy	and	educate	them	about	our	products.		

The	Company's	formation	is	a	result	from	the	combined	efforts	of	the	management	
group,	who	have	a	background	in	founding	companies	associated	with	retail	sales	to	
consumers,	products	and	retail	operations.		



 

Financial	Strategy	 

 

The	Company	is	seeking	a	minimum	of	$250,000	of	equity	participation	to	fund	business	
initiatives	including	our	initial	storefront	dispensary	location,	inventory	buildup,	sales	and	
marketing	programs.	Revenues	will	be	realized	daily	and	are	projected	to	exceed	$6M	
annually	by	2020.	 

Green	River	Cannabis	Company	Inc.	proposes	to	open	its	first	location	in	Greenfield,	
Massachusetts	in	the	late	fall	of	2019	or	Spring	of	2020.	Retail	Cannabis	sales	will	start	
upon	final	license	approval	from	the	Cannabis	Control	Commission	and	the	Town	of	
Greenfield,	expansion	will	be	organic	once	budgets	and	revenues	justify.	Green	River	
Cannabis	Company	Inc.,	will	also	have	a	market	strategy	for	its	wide	range	of	cannabis	
products	and	Cannabis	Control	Commission	approved	CBD	products.	 

Sales	and	marketing	plans	including	site	selection	will	commence	and	proceed	into	high	
gear	immediately	upon	final	approval	from	the	Cannabis	Control	Commission.	Management	
will	keep	costs	and	expenditures	to	a	minimum	during	the	startup	phase	through	the	use	of	
founding	Shareholders	resources	and	capabilities.	This	will	allow	the	Company	to	focus	
funding	and	investment	capital	solely	on	business	development.	 

Strategy	 

An	evaluation	by	the	Board	of	Directors	at	1-3	years	of	operation	will	determine	the	best	
growth	strategy	for	Green	River	Cannabis	Company	Inc.	 

Options	include:	 

 

• Sale	or	merger	with	larger	national	dispensary	chain	or	producer.		
• IPO	if	market	conditions	are	favorable.	
• Management	buyout,	in	whole	or	in	part.		

The	Market	 

 

Based	on	a	study	by	Forum	Research	in	November	of	2015,	the	market	for	legal	marijuana	
in	Massachusetts	could	have	more	than	1	million	customers.	 



The	report	echoes	this	study,	projecting	legalized	recreational	marijuana	revenues	in	
Massachusetts	will	outstrip	the	annual	combined	sales	of	alcohol	products;	blossoming	into	
a	$	1	billion	plus	dollar	industry.	According	to	the	market	research	firm	New	Frontier	Data,	
the	Commonwealth’s	regulated	cannabis	industry	is	projected	to	generate	$1.07	billion	in	
annual	revenue	by	2020.	At	employment	levels	comparable	to	those	that	exist	in	Colorado,	
Massachusetts’	cannabis	industry	will	directly	employ	14,791	FTE	jobs	and	support	an	
additional	6,360	FTE	jobs.19	 

At	the	expected	demand,	producers	across	the	country	are	spending	hundreds	of	
thousands	of	dollars	to	develop	licensed	grow	and	production	facilities	across	
Massachusetts.	This	growth	expects	to	create	thousands	of	new	jobs	across	Massachusetts	
in	the	Cannabis	market.	 

Green	River	Cannabis	Company	Inc.	plans	to	be	a	major	player	in	this	market	as	well.	
Focusing	on	a	strong	regional	presence	in	Massachusetts,	we	plan	to	sell	from	our	initial	
location.	Headquartered	in	Greenfield,	Massachusetts,	annual	sales	are	projected	to	top	
$6M	within	3	years	of	final	license	approvals.	 

The	Dispensary	 

 

Green	River	Cannabis	Company	Inc.,	location	will	focus	on	the	Greenfield	MA	and	
surrounding	towns	within	a	25-mile	radius.	 

The	location	will	be	1500	to	2000	sq.	feet	in	size.	High	end	sound	system,	HD	televisions	
and	digital	menus	will	enhance	the	contemporary	ambiance.	Top	level	security	will	be	
integral,	including	climate-	controlled	product	storage	vaults,	security	cameras,	digital	
video	recorders	(DVR's),	motion	sensors	and	keyless	entry	locks.	 

Startup	costs	including	deposits,	licenses,	signage,	flooring,	lighting,	fixtures	and	security	
has	been	budgeted	at	$	203,420	in	addition	to	inventory	costs	forecast	at	60%	of	monthly	
sales	projections.	 

Green	River	Cannabis	Company	Inc.,	dispensary	will	be	divided	into	the	following	
departments:	Cannabis	Showroom	and	Retail	Store	-	all	marijuana	products;	and	secure	
area. 

Green	River	Cannabis	Company	Inc.,	will	be	corporately	owned	and	operated,	including	
potential	Limited	Partnerships	in	the	future,	at	the	time	and	discretion	of	the	Board	of	
Directors,	 



 

Revenue	Streams	&	Product	Offerings	 

 

Revenues	will	be	generated	through	the	sale	of	state-licensed	recreational	marijuana	
products,	such	as:	 

Smokable	Products	(Dried	Cannabis)	-	Green	River	Cannabis	Company	Inc.,	will	offer	a	
wide	variety	of	dried	marijuana	product	strains	including	Indica,	Sativa	and	hybrids.	We	
will	provide	customers	a	number	of	core	strains;	while	also	regularly	offering	a	rotating	
selection	of	new	varieties.	 

Edibles,	Topicals	and	Concentrates	-	Edible	products	including	baked	goods,	candies,	
lozenges,	will	be	sold	in	conjunction	with	cosmetics,	topical	cannabis	oils,	salves,	lip	balms	
and	concentrated	products	which	include	marijuana	oil,	kief,	shatter	and	tinctures	and	
wide	assortment	of	Marijuana	products	as	allowed	by	the	Massachusetts	Cannabis	Control	
Commission.	 

Projected	Revenue	 

Revenue	Projections	are	expected	to	generate	estimated	$5.5	million	in	annual	sales.	This	is	
based	on	the	following	assumptions:	 



o 250	Customers	per	day	times	with	an	average	sale	of	$	60.00	per	customer		
o $15,000,00	average	daily	sales		
o 8	hours	of	operation	per	day	x	7	days	$105,000.00	per	week		
o $5,460,000.00	per	year	gross	(approximately)		

This	is	a	conservative	estimate	based	on	similar	sales	as	researched	in	retail	sales	
locations	in	other	jurisdictions.	With	a	3	percent	local	excise	tax	and	3%	community	
impact	fee,	local	governments	should	expect	to	generate	roughly	$327,600.00	in	
revenue	from	each	dispensary’s	retail	sales	alone.		

Licensing	&	Regulations		

Massachusetts’	most	recent	shift	in	cannabis	policy	emerged	in	2016	with	voters’	
passage	of	Question	4,	Legalization,	Regulation	and	Taxation	of	Marijuana,	which	
legalized	adult-use	cannabis.	A	useful	starting	point	for	approaching	the	
development	of	local	cannabis	policy,	is	data	from	the	Federal	Government’s	
National	Survey	on	Drug	Use	and	Health	(NSDUH),	which	found	that	1.1	million	
Massachusetts	residents	consumed	cannabis	in	2015—roughly	one	out	of	five	
individuals.		

The	highlight	of	Massachusetts's	legislation	includes	the	sale	of	cannabis	products	at	
privately	run	specialty	stores	and	falls	directly	in-line	with	Green	River	Cannabis	
Company	Inc.,	operating	model.		

 

Massachusetts	Law	includes:	 

• Minimum	age	of	21	to	buy	or	use	cannabis.		
• Purchase	and	possession	limits	
• Sales	will	be	in	licensed	retail	or	medical	cannabis	stores,	separate	from	alcohol,	

tobacco	and	pharmaceuticals.		
• Smoking	and	vaping	in	public	will	fall	under	existing	tobacco	laws.		
• Six	plants	can	be	grown	per	individual	twelve	plants	per	household.	(must	be	at	

least	21	years	of	age)		

The	centerpiece	of	Massachusetts’	cannabis	policy	framework	is	the	establishment	
of	legal	adult-use	cannabis	access.	Possession,	purchase,	and	consumption	of	
marijuana	is	for	adults	aged	21	years	or	older.		

These	regulations	are	similar	to	the	provincial	liquor	store	model;	and	management	
anticipates	comparable	regulations	for	advertising	and	promotion	of	cannabis	
products	in	the	future.	
The	licensing	of	dispensaries	and	future	sales	of	cannabis	products	is	handled	by	the	
Massachusetts	Cannabis	Control	Commission.		



State	and	Local	Taxation	(Chapter	64N)		

Massachusetts	lawmakers	adopted	an	informed	approach	to	cannabis	tax	policy	that	
will	generate	hundreds	of	millions	of	dollars	in	tax	revenue	for	the	State	and	
municipalities.	This	tax	policy	framework	includes	an	all-in	tax	rate	of	20.00%	that	
consists	of	(1)	a	6.25%	state	sales	tax,	(2)	a	10.75%	state	excise	tax,	and	(3)	and	a	
3.00%	local	excise	tax	restricted	to	the	final	point	of	sale,	and	an	additional	3%	local	
impact	fee.	The	Department	of	Revenue	will	collect	all	state	and	local	taxes	and	local	
tax	revenue	will	be	distributed	directly	back	to	municipalities		

Marketing	&	Advertising		

To	stand	above	the	crowd	and	showcase	our	brand,	Green	River	Cannabis	Company	
Inc.,	will	employ	a	diversified	advertising	strategy.	The	Company	will	utilize	high	
traffic/visibility	sign	space	in	conjunction	with	internet	and	radio	campaigns.	
Advertisements	will	focus	on	"cool	factors"	with	out	of	the	box	creativity,	which	
demand	attention,	to	attract	customers	and	grow	market	share.		

A	monthly	budget	for	marketing	and	advertising	has	been	set	at	$5,000	per	month	
beginning	in	December	2019.	This	will	be	an	ongoing	monthly	expense.		

Competition		

The	Company	expects	competition	from	several	private	retail	dispensary	
enterprises	opening	in	Massachusetts	over	the	next	24	months.	Though	still	illegal	
under	Federal	law,	there	are	currently	licensed	dispensaries	operating	in	
Massachusetts.	The	majority	being	in	Central	and	Western	Massachusetts,	but	they	
are	scattered	across	counties	to	some	degree.		

 

Green	River	Cannabis	Company	Inc.,	Competitive	Advantage	 

 

Green	River	Cannabis	Company	Inc.,	Dispensaries	will	position	itself	as	the	industry	leader	
in	the	Massachusetts	retail	cannabis	market.	 

Our	competitive	advantage	will	come	from	being	one	of	the	initial	dispensary	companies	to	
open	and	focus	sales	efforts	specifically	on	the	Massachusetts	market.	Other	advantages	
will	be	derived	from	the	overall	Green	River	Cannabis	Company	Inc.,	operating	concept,	
selling	top	quality	products	in	a	friendly,	welcoming	environment	with	knowledgeable,	
professional	staff.	 



The	Company	 

Green	River	Cannabis	Company	Inc.,	Dispensaries	Inc.	was	incorporated	in	Massachusetts	
on	January	2019.	The	Company	will	establish	and	maintain	a	head	office	location	in	our	
flagship	dispensary	in	Greenfield,	Massachusetts.	 

Principals	
Constant	S	Poholek	Jr.	-	Attorney	licensed	in	Massachusetts	and	Rhode	Island	with	over	28	
years	of	legal	experience	developing	business	ventures	and	advising	clients	in	all	aspects	of	
business	startups	and	financing.	Secondly	as	a	Golf	Course	facilities	owner	from	1991	-	
Present,	Constant	has	worked	in	all	aspects	of	the	golf	industry.	Specializing	in	developing,	
merchandising	and	marketing,	his	career	has	taken	him	to	own	several	country	clubs	in	
Massachusetts.	Constant	has	a	strong	interest	in	environmental	and	political	issues;	past	
20+	years	Constant	has	been	focused	on	a	successful	career	in	real	estate	developing.	 

Ryan	C.	Poholek	–	Financial	Analyst	and	Advisor,	Undergraduate	degree	in	Finance	from	
Bryant	University	and	presently	pursuing	a	master’s	degree	in	Entrepreneurial	Studies	
University	of	Tampa,	Tampa	Florida.	Ryan	has	an	extensive	background	in	leadership	skills	
through	his	educational	and	outstanding	track	and	field	background	at	Bryant	University	
and	The	University	of	Tampa.	Disciplined	as	a	Captain	of	the	Team	and	outstanding	athlete	
breaking	multiple	school	records	and	competing	for	the	NCAA	National	track	and	field	
events.	 

Ernie	Poholek	-	Has	over	40	years’	experience	in	electrical	design,	development,	and	
analysis.	Ernie	has	extensive	IT,	technical,	and	surveillance	equipment	experience	and	his	
creative	vision	and	technical	experience	will	be	integral	to	the	establishment	of	a	retail	
dispensary	location,	security	initiatives,	and	daily	operations.	 

Wayne	Staltare	–	A	Veteran	of	the	Coast	Guard,	with	over	35	years	of	experience	of	sales	of	
compliance-	driven,	regulated	controlled-substances	through	the	licensed	liquor	and	
hospitality	industries.	Wayne’s	background	includes	teaching	hospitality	for	many	years	at	
Worcester	Tech,	Worcester,	MA	along	with	managing	and	owning	multiple	restaurants	in	
the	Worcester,	MA	and	surrounding	Towns.	His	experience	in	managing	and	regulatory	
compliance	in	the	food	and	beverage	industry	will	be	an	asset	to	the	Green	River	Cannabis	
Company,	Inc.	 

 

Legal	&	Accounting	
Accountants	–	Hastings	and	Landry	8	Brunner	Street	
Plainville,	Massachusetts	02762	 

Legal	Counsel	-	Mark	Bobrowski,	Esq.	9	Pond	Street	
Concord,	MA	01742	 



Directors	&	Officers	 

President	/	CEO	 

Constant	S.	Poholek	Jr.	will	serve	as	President	and	CEO	of	Green	River	Cannabis	Company	
Inc.,	Constant	will	be	responsible	for	the	direction	and	implementation	of	the	day	to	day	
operations	of	Green	River	Cannabis	Company	Inc.,	Duties	will	include	establishing	
relationships	and	negotiations	with	staff	and	product	vendors	and	suppliers	as	developed	
and	discussed	with	the	Director	of	Operations.;	as	well	working	with	and	making	decisions	
for	the	Green	River	Cannabis	Company	Inc.,	as	advised	by	store	management	in	regards	to	
sales	initiatives,	marketing,	branding	and	staff	training.	His	efforts	will	ensure	the	Company	
presents	the	most	professional	and	consumer	friendly	brand	in	the	Massachusetts	retail	
cannabis	industry.	 

Vice	President	 

Ryan	C.	Poholek	will	serve	as	Vice	President	and	will	assist	the	Green	River	Cannabis	
Company	Inc.	through	the	day	to	day	financial	operations.	Being	responsible	for	the	cash	
flow	and	management	of	the	financial	structure	of	the	organization.	 

Director	of	Operations	 

Wayne	Staltare	will	serve	as	Director	of	Operations	of	Green	River	Cannabis	Company	Inc.,	
Wayne	will	be	responsible	for	overseeing	the	day	to	day	operation	of	Green	River	Cannabis	
Company	Inc.,	Duties	will	include	establishing	relationships	with	the	store	managers	and	
negotiations	with	product	vendors	and	suppliers;	as	well	working	with	Green	River	
Cannabis	Company	Inc.,	store	management	in	regards	to	sales	initiatives,	marketing,	
branding	and	staff	training	 

Director	of	Security	 

Ernie	Poholek	(see	above) 

Additional	Directors	will	be	added	as	needed.	 

Staffing	 

Green	River	Cannabis	Company	Inc.,	Dispensaries	will	assemble	the	best	possible	team,	
from	the	Board	of	Directors	to	front	line	sales	staff.	All	Green	River	Cannabis	Company	Inc.,	
employees	will	be	extremely	qualified,	with	several	years	of	retail	experience.	Green	River	
Cannabis	Company	will	employ	1	Manager,	1	Assistant	Manager	3	full	time	and	4	part	time	
staff	members.	Preference	will	be	given	to	candidates	with	 

 



diversity	and	that	have	previous	experience	with	regulated	retail	sales	and	a	demonstrated	
success	in	other	retail	sales	positions.	 

Retail	Store	Managers	 

Dispensary	managers	will	have	a	minimum	3	years’	experience	in	a	similar	retail	
management	role	upon	a	thorough	background	check.	This	individual	will	be	bondable	and	
responsible	for	the	management	of	dispensary	business	activities	including	sales,	cash	
reconciliation,	inventory,	training	and	scheduling	of	staff.	Every	employee	of	Green	River	
Cannabis	Company	Inc.	will	receive	compliance	training	and	be	up	to	date	on	CCC	
regulations.	 

Cannabis	Concierges	 

Dispensary	staff	will	be	trained	on	the	nuances	of	a	variety	of	marijuana	strains	and	
products.	These	individuals	will	be	responsible	for	the	front-line	sales	efforts	of	Green	
River	Cannabis	Company	Inc.,	In	addition	to	possessing	outgoing	and	welcoming	
personalities,	Cannabis	Concierges	must	be	extremely	well	versed	on	all	dispensary	
offerings	in	order	to	make	recommendations	and	assist	customers	with	product	selections.	 

Accountant	/	Bookkeeper	 

A	chartered	accountant,	or	individual	with	similar	professional	certification	will	be	
contracted	to	fill	this	position	immediately	upon	financing.	This	individual	will	have	a	
minimum	of	5	years	post	qualification	experience.	 

Human	Resources	 

An	HR	professional	will	be	contracted	to	assist	in	the	development	of	Company	policies	and	
procedures.	These	include	hiring,	dismissal,	sick	leave,	vacations,	benefits	etc.	 

Massachusetts	Licensed	Cannabis	Producers	(Suppliers)	 

Green	River	Cannabis	Company	Inc.	will	purchase	the	most	popular	products	offered	by	
licensed	Massachusetts	Suppliers	and	Growers.	Price	point	and	product	quality	will	dictate	
shelf	space.	Green	River	Cannabis	Company	Inc.	will	begin	negotiations	with	suppliers	
upon	provisional	license	approval.	 

Transportation	 

Green	River	Cannabis	Company	Inc.	will	employ	a	licensed	third-party	transportation	
company	to	transport	all	of	it	products	form	wholesaler	to	retailer.	 
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1. Introduction 
1.1. This Employee Handbook ("Handbook"] is designed to summarize certain 

personnel policies and benefits of ​Green River Cannabis Company, Inc​. (the 
"Company"] and to acquaint employees with many of the rules concerning 
employment with the Company. This Handbook applies to all employees, and 
compliance with the Company's policies is a condition of employment. This 
Handbook supersedes all previous employment policies, written and oral, 
express and implied. The Company reserves the right to modify, rescind, delete, 
or add to the provisions of this Handbook from time to time at its sole and 
absolute discretion. This Employee Handbook is not a binding contract between 
the Company and its employees, nor is it intended to alter the at-will employment 
relationship between the Company and its employees. The Company reserves 
the right to interpret the policies in this Handbook and to deviate from them when, 
in its discretion, it determines it is appropriate. 
 

1.2. Changes in Policy 
1.2.1. Since our business is constantly changing, the Company expressly 

reserves the right to revise, modify, delete, or add to any and all policies, 
procedures, work rules, or benefits stated in this handbook or in any other 
document, except for the policy of at-will employment as described below. 
Nothing in this employee handbook or in any other document, including 
benefit plan descriptions, creates or is intended to create a promise or 
representation of continued employment for any employee. Any changes 
to your at-will employment status, described below, must be in writing and 
must be signed by the Company. 

1.2.2. With respect to all other changes to Company policies, we will notify you 
of these changes in writing. No oral statements or representations can in 
any way alter the provisions of this Handbook. Changes will be effective 
on dates determined by Green River Cannabis Company, Inc. and you 
may not rely on policies that have been superseded. 

1.2.3. If you are uncertain about any policy or procedure, please check 
with your Supervisor or Human Resources Manager. 

 
1.3. Employment-At-Will 

1.3.1. Employment with the Company is on an at-will basis, unless otherwise 
specified in a written employment agreement. You are free to resign at 
any time, for any reason, with or without notice. Similarly, the Company is 
free to conclude the employment relationship at any time for any lawful 
reason, with or without cause, and with or without notice. 

1.3.2. Nothing in this Handbook will limit the right of either party to terminate an 
at-will employment. No section of this Handbook is meant to be 
construed, nor should be construed, as establishing anything other than 
an employment-at-will relationship. This Handbook does not limit 
management's discretion to make personnel decisions such as 
reassignment, change of wages and benefits, demotion, etc. No person 
other than the Executive Director, President, or a member of the Board of 
Directors has the authority to enter into an agreement for employment for 
any specified period of time or to make an agreement for employment 
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other than at-will terms. Only the Executive Director, President, or 
member of the Board of Directors of the Company has the authority to 
make any such agreement, which is only binding if it is in writing and 
signed by the President of the Company. 

 
1.4. Marijuana Establishment Agent - Background Checks 

1.4.1. The Commonwealth of Massachusetts requires that all board members, 
directors, employees, executives, managers, or volunteers of a Marijuana 
Establishment must be 21 years of age or older and in possession of a 
state-issued Registration Card. Consequently, all those described above 
are subject to extensive background checks. 

1.4.2. Executive officers, managers and employees of a Licensed Marijuana 
Establishment shall apply for registration for all of its board members, 
directors, employees, executives, managers, and volunteers who are 
associated with that Marijuana Establishment.  

1.4.3. The Commission shall issue a registration card to each individual 
determined to be suitable for registration.  All such individuals shall: 

1.4.3.1. be 21 years of age or older;  
1.4.3.2. not been convicted of an offense in the Commonwealth involving 

the distribution of controlled substances to minors, or a like 
violation of the laws of another state, the United States or foreign 
jurisdiction, or a military, territorial, or Native American tribal 
authority; and  

1.4.3.3. be determined suitable for registration consistent with the 
provisions of 935 CMR 500.800 and 500.802. 

1.4.4. The Commonwealth of Massachusetts requires, as a condition of 
employment in a Licensed Marijuana Establishment, the possession of a 
valid marijuana establishment agent Registration Card. No board 
member, director, employee, executive, manager, or volunteer may be 
engaged by a Licensed Marijuana Establishment without possession of a 
valid Registration Card. 

1.4.5. Consequently, denial or revocation of a registration card by the 
Commission will render any individual unemployable by a Licensed 
Marijuana Establishment.This may lead to the withdrawal of offers of 
employment or appointment in the event of a denial of a registration card, 
and immediate dismissal in the event of revocation of a registration card. 

1.4.6. The Company shall notify the Commission no more than one business 
day after a marijuana establishment agent ceases to be associated with 
the establishment.The registration shall be immediately void when the 
agent is no longer associated with the Company.. 

1.4.7. Registration cards are valid for one year from the date of issue, and may 
be renewed on an annual basis upon a determination by the Commission 
that the applicant for renewal continues to be suitable for registration. 

1.4.8. After obtaining a registration card for a marijuana establishment agent, 
the Company is responsible for notifying the Commission of any changes 
to the information that the establishment was previously required to 
submit to the Commission or after discovery that a registration card has 
been lost or stolen. 
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1.4.9. All marijuana establishment agents shall carry the registration card 
associated with the appropriate Marijuana Establishment at all times while 
in possession of marijuana products, including at all times while at the 
establishment or while transporting marijuana products. 

1.4.10. A marijuana establishment agent affiliated with multiple Marijuana 
Establishments shall be registered as a marijuana establishment agent by 
each Marijuana Establishment and shall be issued a registration card for 
each establishment. 
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2. Retail Store Roles, Qualifications, Training, and Selection 
 

2.1. Store Job Classifications and Requirements: 
2.1.1. Store Manager​ - The store manager is the face of the facility. The 

manager must interface with staff, law enforcement, vendors, and others. 
The principal responsibility of the store manager is to coordinate and 
facilitate the transactions of the store. They must maintain records, have 
contact with suppliers and the grow site, embrace customer service and 
understand marketing. They will train employees and decide which 
product to carry and determine best pricing based on market conditions. 
They are responsible for keeping up with all changes in local and state 
law regarding operation of the facility. The most important job of the store 
manager is to ensure the security and integrity of our inventory. 

 
2.1.2. Retail Sales Agent ​- The store has a need for retail professionals who 

can communicate articulately and passionately with customers about a 
wide range of cannabis products. Desirable backgrounds include previous 
marijuana vertical experience, retail sales, pharmacy, education, and 
customer service. Knowledge of cannabis, the varieties of cannabis, and 
their effects is highly relevant. They must be keenly aware of the 
difference of Indica, Sativa and their hybrids. A retail sales agent will 
maintain records in accordance with the Operations Manual, serve 
customers, offering advice and recommendations, be mindful and vigilant 
in terms of security, diversion, and facility cleanliness. Retail Sales Agents 
will be trained by the store manager alongside whom the will work to learn 
the total operation of the retail store. This position may be full-, or 
part-time. 

2.1.3. Security Guards​ - Our retail store has an ongoing demand for trained 
law enforcement and security professionals. The store employs 24/7 
security protection. Duties include ensuring the integrity of the facility’s 
security systems and protecting the facility and its customers from outside 
criminal disturbance. Desired backgrounds include previous military, law 
enforcement, and security experience. 

 
2.2. Employee Training and Selection 

2.2.1. Our retail store is constantly looking for motivated, friendly, articulate and 
passionate people to work with our customers to provide them with the 
best product for their recreational needs. We are looking for people with 
the above attributes and are willing to train others in order to have a 
diverse workforce. Some of the desirable backgrounds we are looking for 
include marijuana vertical experience, retail sales, pharmacy, education, 
and customer service. We tend to train all employees in the following 
subjects, but tailor each topic to meet the needs required by individual 
roles: 

2.2.1.1. Cannabis Science 
2.2.1.2. Horticultural & Organic Cultivation 
2.2.1.3. Methods of Extraction 
2.2.1.4. Methods of Ingestion 
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2.2.1.5. Cooking with Cannabis 
2.2.1.6. Medical marijuana use 
2.2.1.7. Harm Reduction Methods 
2.2.1.8. Sensible Cannabis Use 
2.2.1.9. Customer Relations 

2.2.1.10. Massachusetts Cannabis Law 
 

2.3. Our company is looking for all types of help for our retail sales operation, both 
front-of-house, and in the back office. Typical responsibilities include: 

2.3.1. Retails Sales 
2.3.2. Packaging labeling and inventory 
2.3.3. Sanitation and maintenance of the facility 
2.3.4. Security of the facility and deliveries 
2.3.5. Standard business and management roles such as, account 

management, administration, etc. 
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3. Employment Policies 
 

3.1. Employee Classifications 
3.1.1. The following terms are used to describe employees and their 

employment status: 
 

3.1.2. Exempt Employees​ - Employees whose positions meet specific tests 
established by the Federal Labor Standards Act ("FLSA") and 
Massachusetts state law. In general, exempt employees are those 
engaged in executive, managerial, high-level administrative and 
professional jobs who are paid a fixed salary and perform certain duties. 
In addition, certain commissioned sales employees and highly paid 
computer professionals are exempt. Exempt employees are not subject to 
the minimum wage and overtime laws. 

 
3.1.3. Non-exempt Employees​ - Employees whose positions do not meet 

specific tests established by the FLSA and Massachusetts state law. All 
employees who are covered by the federal or state minimum wage and 
overtime laws are considered non-exempt. Employees working in 
non-exempt jobs are entitled to be paid at least the minimum wage per 
hour and a premium for overtime. 

 
3.1.4. Regular Employee​ - Employees who are hired to work on a regular 

schedule. Such employees can be either full-time or part-time. The 
distinction between full-time and part- time depends upon the number of 
hours that an employee works. 

 
3.1.5. Full-Time Employee​- Employees who are not temporary employees, 

independent contractors, or independent consultants and who are 
regularly scheduled to work a schedule of 40 hours per work week. 

 
3.1.6. Part-Time Employee​ - Employees who are not temporary employees, 

independent contractors, or independent consultants and who are 
regularly scheduled to work less than 40 hours per work week. 

 
3.1.7. Temporary Employees​ - Employees who are hired as interim 

replacements to temporarily supplement the workforce or to assist in the 
completion of a specific project. Employment assignments in this category 
are of limited duration and the temporary employee can be let go before 
the end of the defined period. Short term assignments generally are 
periods of three (3) months or less, however, such assignments may be 
extended. All Temporary employees are at-will regardless of the 
anticipated duration of the assignment [see Employment-at-Will Policy). 
Temporary employees retain that status unless and until notified in writing 
of a change. 

 
3.1.8. Independent Contractor or Consultant​ - These individuals are not 

employees of the Company and are self-employed. An independent 
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contractor or consultant is engaged to perform a task according to his/her 
own methods and is subject to control and direction only as to the results 
to be accomplished. Independent contractors or consultants are not 
entitled to benefits. 

 
3.1.9. Each employee will be advised of his or her status at the time of hire and 

any change in status. Regardless of the employee's status, the employee 
is employed at-will and the employment relationship can be terminated by 
the Company or the employee at any time, with or without cause. 

 
3.2. Equal Employment Opportunity & American with Disabilities Act.  

3.2.1. It is the policy of the Company to provide equal employment opportunities 
to all employees and employment applicants without regard to unlawful 
considerations of race, religion, creed, color, national origin, sex, sexual 
orientation, gender identity, age, ancestry, physical or mental disability, 
medical condition including medical characteristics, marital status or any 
other classification protected by applicable local, state or federal laws. 
This policy prohibits unlawful discrimination based on the perception that 
anyone has any of those characteristics, or is associated with a person 
who has or is perceived as having any of those characteristics. This policy 
applies to all aspects of employment, including, but not limited to, hiring, 
job assignment, working conditions, compensation, promotion, benefits, 
scheduling, training, discipline and termination. Reasonable 
accommodation is available for qualified individuals with disabilities, upon 
request. 
 

3.2.2. The Company expects all employees to support our equal employment 
opportunity policy, and to take all steps necessary to maintain a 
workplace free from unlawful discrimination and harassment. 

 
3.2.3. In compliance with the Americans with Disabilities Act (ADA), the 

Company provides accommodation to the disabled to the full extent 
required by law. The Company may require medical certification of both 
the disability and the need for accommodation. Keep in mind that the 
Company can only seek to accommodate the known physical or mental 
limitations of an otherwise qualified disabled individual. Therefore, it is 
your responsibility to come forward if you are in need of an 
accommodation. The Company will engage in an interactive process with 
the employee to identify possible accommodations, if any will help the 
applicant or employee perform the job. We further recognize that 
employees with life threatening illnesses, including but not limited to 
cancer, heart disease and AIDS, may wish to continue engaging in as 
many of their normal pursuits as their condition allows, including work. As 
long as these employees are able to meet acceptable performance 
standards with or without reasonable accommodation, and medical 
evidence indicates that their working does not present a substantial threat 
to themselves or others, they will be permitted to do so. 
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3.3. Diversity Plan 

It is the policy of this company to foster equal opportunity for all employees and 
to promote principles of diversity management that will enhance the level of 
effectiveness and efficiency of its business operations. The concept of diversity 
management is a strategic business objective that seeks to increase 
organizational capacity in a workplace where the contributions of all employees 
are recognized and valued. Our company’s goal is to build a high-performing, 
diverse workforce based on mutual acceptance and trust. It is also our 
company’s policy to select the best qualified applicant for the job, regardless of 
race, national origin, gender, age, disability, religion, sexual orientation, or any 
other non-merit factor. 
 
Senior management support the development and implementation of a Diversity 
Management Plan (DMP) to guide diversity management initiatives and the 
development of appropriate measures to document how well the company is 
achieving its diversity management objective. The DMP represents a structured 
approach to ensure continued progress in reaching its diversity management 
goals, promoting a discrimination-free work environment, and providing 
opportunities for all employees to use their diverse talents to support the 
company’s business operations. 

 
3.3.1. The company is committed to the following objectives: 

3.3.1.1. Building a talented, dedicated, diverse workforce; 
3.3.1.2. Educating the workforce regarding diversity management 

principles; 
3.3.1.3. Improving communication throughout the company; 
3.3.1.4. Motivating employees to reach their highest potential and to make 

their greatest contribution to the company; 
3.3.1.5. Encouraging employees to offer their views and suggestions 

toward achieving business and organizational goals without threat 
of retribution; 

3.3.1.6. Respecting and appreciating individual differences; 
3.3.1.7. Creating and maintaining an inclusive approach to all systems, 

policies, and practices; and 
3.3.1.8. Selecting the best qualified applicant for the job, regardless of 

race, national origin, gender, age, disability, religion, sexual 
orientation, or any other non-merit factors. 
 

3.3.2. Role of Leadership (Managers and Supervisors) 
Leaders are responsible for leading change, fostering desired behaviors, 
and ensuring that: 

3.3.2.1. Organizational systems, policies, and practices support the vision 
and are responsive to change; 

3.3.2.2. The workplace is inclusive; and Managing diversity principles are 
integrated into the operations of the organization. 
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3.3.3. Role of All Employees 

3.3.3.1. Support the principles of diversity management; 
3.3.3.2. Respect others, including differences and similarities in views, 

styles, backgrounds, etc.; and 
3.3.3.3. Fully participate in the company’s efforts to foster greater 

organizational effectiveness and efficiency through the application 
of the principles of diversity management. 
 

3.3.4. Initial Approach 
This DMP represents the company’s initial approach to establish 
comprehensive diversity management goals and measures, and allows 
for periodic review of company accomplishments to determine future 
focus areas. The Plan is based on the best information currently available 
about the company’s internal environment and will be reevaluated every 3 
years, or as needed. 
 

3.3.5. Goals and Measures 
The DMP goals, along with the performance measures that will be tracked 
at the agency level, are as follows: 

3.3.5.1. Goal 1​ - Recruit diverse employees at all levels. 
3.3.5.1.1. Outcome Measure​ - Diversity of new hires compares 

favorably to relevant local labor market. 
3.3.5.2. Goal 2​ - Develop and retain diverse employees by promoting an 

environment that values differences.  
3.3.5.2.1. Outcome Measure 1​ - The company’s retention rate by 

demographic group compares favorably with external 
retention rates. 

3.3.5.2.2. Outcome Measure 2​ - Employee satisfaction survey 
results by demographic group compare favorably to survey 
results of the company’s total workforce. 

3.3.5.3. Goal 3​ - Increase the diversity of employees in senior and 
managerial positions. 

3.3.5.3.1. Outcome Measure​ - Consistent with applicable law, 
representation of minorities and women in senior level and 
managerial positions is enhanced. 
 

3.3.6. Our company’s Organizational Values 
Our company Organizational Values serve as a guide to decision-making 
and individual conduct. They indicate qualities our company endorses and 
how our company will conduct critical work efforts as well as how it will 
value and treat its employees. Each of the following values embodies the 
diversity management and inclusion initiatives: 

3.3.6.1. Integrity ​in our working relationships, practices and decisions. 
3.3.6.2. Excellence ​both in our individual and collective actions. 
3.3.6.3. Service ​to the customer, and others who are affected by our work. 
3.3.6.4. Respect ​for individuals’ roles, diversity, and viewpoints. 
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3.3.6.5. Cooperation ​in the planning, management, and work of the 
agency. 

3.3.6.6. Commitment ​to protecting the health and safety of our customers 
and each other.. 

3.3.6.7. Openness​ in communications and decision making. 
 

3.3.7. Strategic Plan 
The Strategic Plan includes five goals:Safety, Security, Openness, 
Effectiveness, and Management Excellence. Of these, the Management 
Excellence Goal provides for the use of innovative recruitment strategies, 
leadership development, enhanced management accountability, creation 
of a discrimination-free environment, and support for training and 
development of staff. 
 

3.3.8. Performance Plan 
The company Performance Plan incorporates the diversity workforce 
goals of sustaining a high-performing, diverse workforce and achieving a 
level of workplace diversity that compares favorably with the relevant local 
labor market. 
 

3.3.9. Performance Management 
The company’s Performance Management System links to diversity 
management principles through the leadership of people. Every manager 
should aspire to the following key leadership attributes which reflect the 
goals of diversity management: 

3.3.9.1. Build diversity 
3.3.9.2. Communicate effectively 
3.3.9.3. Demonstrate personal leadership 
3.3.9.4. Build capability 
3.3.9.5. Coach 
3.3.9.6. Mentor 
3.3.9.7. Develop 
3.3.9.8. Motivate 

 
3.3.10. Affirmative Employment Plan 

The company Affirmative Employment Plan includes four Guiding 
Principles that embody the principles of diversity management. They 
include: 

3.3.10.1. Creating a working environment that is free from discrimination, 
including harassment, and is accessible to individuals with 
disabilities; 

3.3.10.2. Ensuring that company policies, processes, and procedures 
provide all employees the opportunity to participate in business 
accomplishments, and to compete fairly and equitably for career 
enhancement and advancement; 

3.3.10.3. Employing a competent and highly skilled workforce, consistent 
with the local labor market, and enabling employees to accomplish 
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the company’s business objectives by providing support, tools, 
and a positive environment; and 

3.3.10.4. Recognizing, appreciating and valuing diversity, thereby 
establishing trust, respect, and concern for the welfare of all 
employees within the company 
 

The DMP builds on the Guiding Principles of the Affirmative Employment 
Plan and specifically details those actions that management needs to take 
to make diversity and inclusion a reality at our company. 
 

3.3.11. Human Capital Strategic Plan 
3.3.11.1. The company has established several human capital goals which 

are embodied in the Human Capital Strategic Plan. The following 
goals link to the DMP: 

3.3.11.1.1. Develop the company’s current and future leaders. 
3.3.11.1.2. Strengthen managerial and supervisory accountability for 

setting individual and organizational performance 
expectations and for providing timely and complete 
feedback. 

3.3.11.1.3. Foster a work environment that is free of discrimination 
and provides opportunities for all employees to optimally 
use their diverse talents in support of the company’s 
business objectives and goals. 

3.3.11.1.4. Use innovative recruitment, development, and retention 
strategies to achieve a high quality, diverse workforce with 
the skills needed to achieve our mission. 

 
3.3.12. Workplace Operating Plan 

The workplace operating plans include activities that management plans 
to achieve during the fiscal year consistent with the company’s 
Performance Plan and Strategic Plan. The operating plans take the 
overall goals in the Strategic Plan and specify actions that will be taken to 
accomplish the goals. 
 
Several areas are delineated in the operating plans to highlight the 
diversity and inclusion initiatives. 
 

3.3.13. Examples of diversity strategies 
3.3.14. Management strategies are provided for workplace consideration. 

Strategies implemented in the workplace should contribute to the 
company’s success in diversity management. Senior management will 
monitor company progress in this area and provide periodic status 
reports. 

3.3.14.1. GOAL 1.0​ - Recruit diverse employees at all levels. 
 

Strategic response:  
3.3.14.1.1. Use diverse members of staff to evaluate candidates for 

vacancies, when possible. 
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3.3.14.1.2. Strengthen and develop relationships with targeted groups 
(e.g., minority populations) in historically minority 
communities and organizations and identify other areas 
with large diverse populations. 

3.3.14.1.3. Serve as liaison with employees, and encourage them to 
apply for development programs. 

3.3.14.1.4. Continue to review and modify recruitment strategies for 
identifying and attending minority and women job fairs. 
 

3.3.14.2. GOAL 2.0​ - Develop and retain diverse employees by promoting 
an environment that values differences. 
 

Strategic response:  
3.3.14.2.1. Communicate strategies to clarify links between diversity 

management strategies and successful business 
operations. 

3.3.14.2.2. Support skills and training needs assessments and the 
development and implementation of individual 
development plans (IDPs) consistent with business 
priorities and workforce goals. 

3.3.14.2.3. Conduct an organizational assessment to determine 
organizational strengths and areas for improvements 
related to diversity management principles. Develop action 
plans to address any improvement areas identified in the 
employee satisfaction survey results or based upon 
workplace-specific organizational assessment. 

3.3.14.2.4. Enhance mechanisms (e.g., discussion groups, staff 
meetings) where managers and employees can express 
their ideas and concerns on diversity and work 
environment issues. Use facilitated support as needed. 

3.3.14.2.5. Promote company diversity management efforts through 
effective communications. 

3.3.14.2.6. Promote diversity on major team tasks. Where appropriate, 
incorporate best diversity management practices. 

3.3.14.2.7. Support continuous development of managerial leadership, 
technical, and administrative talent to ensure 
organizational continuity. 

 
3.3.14.3. GOAL 3.0​ - Increase the diversity of employees in senior and 

managerial positions. 
 

Strategic response​:  
3.3.14.3.1. Support participation of qualified employees in internal and 

external leadership and development programs. 
3.3.14.3.2. Provide staff with meaningful career planning, mentoring, 

and developmental opportunities for exposure to senior 
management. 
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3.3.14.3.3. Hold focus groups (or conduct survey) to determine where 
there may be concerns or problems with fairness in 
recruitment, developmental opportunities, appraisals, 
promotions, and awards. 

3.3.14.3.4. Identify and address perceived barriers to advancement 
opportunities. 

3.3.14.3.5. Increase emphasis on developing candidates for internal 
and external leadership development programs. 

3.3.14.3.6. Ensure that employees are given challenging assignments 
to develop core skills and qualifications. 

3.3.14.3.7. Ensure emphasis on the principles contained in the DMP. 
3.3.14.3.8. Attract a pool of more diverse applicants for senior 

positions. 
3.3.14.3.9. Select the most qualified candidate regardless of race, 

national origin, gender, age, disability, religion, sexual 
orientation, or any other non-merit factor. 

 
3.4. Confidentiality. 

3.4.1. In the course of employment with the Company, employees may have 
access to "Confidential Information" regarding the Company, which may 
include its business strategy, future plans, financial information, contracts, 
suppliers, customers, personnel information or other information that the 
Company considers proprietary and confidential. Maintaining the 
confidentiality of this information is vital to the Company’s competitive 
position in the industry and, ultimately, to its ability to achieve financial 
success and stability. Employees must protect this information by 
safeguarding it when in use, using it only for the business of the Company 
and disclosing it only when authorized to do so and to those who have a 
legitimate business need to know about it. This duty of confidentiality 
applies whether the employee is on or off the Company's premises, and 
during and even after the end of the employee's employment with the 
Company. This duty of confidentiality also applies to communications 
transmitted by the Company's electronic communications. See Internet, 
Email and Computer Use policy, below. 
 

3.4.2. As a condition of employment with the Company, all employees must sign 
a Non- Disclosure Agreement. 

 
3.5. Employment of Minors. 

3.5.1. The Company strictly adheres to the FLSA in regards to the employment 
of minors. Generally speaking, the FLSA sets the minimum age for 
employment (14 years for non- agricultural jobs), restricts the hours youth 
under the age of 16 may work, and prohibits youth under the age of 18 
from being employed in hazardous occupations. In addition, the FLSA 
establishes subminimum wage standards for certain employees who are 
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less than 20 years of age, full-time students, student learners, 
apprentices, and workers with disabilities. Employers generally must have 
authorization from the U.S. Department of Labor's Wage and Hour 
Division (WHD) in order to pay sub-minimum wage rates. 
 

3.5.2. The FLSAs child labor provisions are designed to protect the educational 
opportunities of youth and prohibit their employment in jobs that are 
detrimental to their health and safety. 

 
3.6. Employment of Relatives 

3.6.1. The Company recognizes that the employment of relatives in certain 
circumstances, such as when they will work in the same department, or 
supervise or manage the other, or have access to confidential or sensitive 
information regarding the other, can cause problems related to 
supervision, safety, security or morale, or create conflicts of interest that 
materially and substantially disrupt the Company's operations. When the 
Company determines any of these problems will be present, it will decline 
to hire an individual to work in the same department as a relative of an 
existing employee. Relatives subject to this policy include: father, mother, 
sister, brother, current spouse or domestic​ ​partner, child (natural, foster, 
or adopted), current mother-in- law, current father-in-law, grandparent, or 
grandchild. 
 

3.6.2. If present employees become relatives during employment, the Company 
should be notified so that we may determine whether a problem involving 
supervision, safety, security or morale, or a conflict of interest that would 
materially and substantially disrupt the Company's operations exists. If 
the Company determines that such a problem exists, the Company will 
take appropriate steps to resolve the problem, which may include 
reassignment of one relative (if feasible) or asking for the resignation of 
one of the relatives. 

 
3.7. Introductory Period 

3.7.1. The first 30 days of employment are considered an introductory period for 
all newly hired employees. During this time, you will learn your new 
responsibilities, get acquainted with fellow employees, and determine 
whether you are happy with the position. Also, during this time, your 
manager will monitor your performance. Upon completion of the 
introductory period, your manager will review your performance. If the 
Company finds your performance satisfactory and decides to continue 
your employment, you will be advised of any improvements expected. 
This is also an opportunity for you to make suggestions to improve the 
Company's efficiency and operations. Completion of the introductory 
period does not entitle you to remain employed by the Company for any 
definite period of time, but instead allows both you and the Company to 
evaluate whether or not you are right for the position. Your status as an 
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at-will employee does not change. The employment relationship may be 
terminated with or without cause and with or without advance notice, at 
any time by you or the Company. 
 

3.8. Personnel Records and Employee References 
3.8.1. The Company maintains a personnel file and payroll records for each 

employee as required by law. Personnel files and payroll records are the 
property of the Company and may not be removed from Company 
premises without written authorization. Because personnel files and 
payroll records are confidential, access to the records is restricted. 
Generally, only those who have a legitimate reason to review information 
in an employee's file are allowed to do so. Disclosure of personnel 
information to outside sources will be limited. However, the Company will 
cooperate with requests from authorized law enforcement or local, state, 
or federal agencies conducting official investigations and as otherwise 
legally required. 
 

3.8.2. Employees may contact a Human Resources representative to request a 
time to review their payroll records and/or personnel file. With reasonable 
advance notice, an employee may review his or her own records in the 
Company's offices and in the presence of an individual appointed by the 
Company to maintain the records. No copies of documents in your file 
may be made, with the exception of documents that you have previously 
signed, or documents that may be obtained by you subject to state and/or 
federal law. You may add your comments to any disputed item in the file. 

 
3.8.3. By policy, the Company will provide only the former or present 

employee's dates of employment and position(s) held with the Company 
and eligibility for rehire, if asked. Compensation information may also be 
verified if written authorization is provided by the employee. 

 
3.9. Privacy  

3.9.1. The Company is respectful of employee privacy. All employee 
demographic and personal information will be shared only as required in 
the normal course of business. Healthcare enrollment information is kept 
in a separate folder from other human resources forms. Workers' 
Compensation information is not considered private healthcare 
information; however, this information will be released only on a 
need-to-know basis. 
 

3.9.2. The Company does not make or receive any private healthcare 
information through the course of normal work. If any employee 
voluntarily shares private healthcare information with a member of 
management, this information will be kept confidential. If applicable, the 
Company will set up guidelines for employees and management to follow 
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to ensure that company employees conform to the requirements of the 
Health Insurance Portability and Accountability Act (HIPAA). 

 
3.10. Immigration Law Compliance  

3.10.1. In compliance with the Immigration Reform and Control Act of 1986, each 
new employee, as a condition of employment, must complete the 
Employment Eligibility Verification Form 1-9 on day of hire and present 
documentation establishing identity and employment eligibility within three 
business days of date of hire. Former employees who are rehired must 
also complete an 1-9 form if they have not completed an 1-9 form with the 
Company within the past three years, or if their previous 1-9 form is no 
longer retained or valid. You may raise questions or complaints about 
immigration law compliance without fear of reprisal. 
 
 
 

3.11. Religious Accommodation  
3.11.1. The Company will make reasonable accommodations for employees' 

observance of religious holidays and practices unless the accommodation 
would cause an undue hardship on the Company's operations. If you 
desire a religious accommodation, you are required to make the request 
in writing to your manager as far in advance as possible. You are 
expected to strive to find co-workers who can assist in the 
accommodation (e.g., trade shifts) and cooperate with the Company in 
seeking and evaluating alternatives. 
 

3.12. Political Neutrality 
3.12.1. Maintenance of individual freedom and our political institutions 

necessitates broad scale participation by citizens concerning the 
selection, nomination and election of our public office holders. The 
Company will not discriminate against any employee because of 
identification with and support of any lawful political activity. Company 
employees are entitled to their own personal political position. The 
Company will not discriminate against employees based on their lawful 
political activity engaged in outside of work. If you are engaging in political 
activity, however, you should always make it clear that your actions and 
opinions are your own and not necessarily those of the Company, and 
that you are not representing the Company. 
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4. Hours of Work and Payroll Practices 
 

4.1. Pay Periods and Paydays 
4.1.1. Employees are paid on a weekly basis. All employees will be paid on 

Friday of each week. All employees are paid by check on the 
above-mentioned payday. If the regular payday falls on a weekend or 
Company holiday, employees will be paid on the last business day before 
the holiday and/or weekend. 

 
4.2. Overtime 

4.2.1. non-exempt employees will be paid in accordance with Federal and 
Massachusetts state law. All overtime work by non-exempt employees 
must be authorized in advance by their manager. Only hours actually 
worked will be used to calculate overtime pay. 

 
4.3. Rest and Meal Periods 

4.3.1. All rest and meal periods will be in accordance with Massachusetts state 
law. To the extent Massachusetts state law does not require rest and 
meal breaks, non-exempt employees will be provided a 10-minute rest 
break for every four hour period of work. This time is counted and paid as 
time worked. Non-exempt employees scheduled to work more than a five 
hour period will be provided a 30-minute unpaid meal period. 

 
4.4. Time Cards 

4.4.1. Non-exempt employees are required to keep an accurate and complete 
record of their attendance and hours worked. Time cards are official 
business records and may not be altered without the employee's 
supervisor's approval and may not be falsified in any way. 

 
4.5. Payroll Deductions 

4.5.1. Various payroll deductions are made each payday to comply with federal 
and state laws pertaining to taxes and insurance. Deductions will be 
made for the following: Federal and State Income Tax Withholding, Social 
Security, Medicare, State Disability Insurance & Family Temporary 
Disability Insurance, and other items designated by you or required by law 
(including a valid court order]. You can adjust your federal and state 
income tax withholding by completing the proper federal or state form and 
submitting it to Accounting. At the start of each calendar year, you will be 
supplied with your Wage and Tax Statement (W-2] form for the prior year. 
This statement summarizes your income and deductions for the year. 

 
4.6. Wage Garnishment 

4.6.1. A garnishment is a court order requiring an employer to remit part of an 
employee's wages to a third party to satisfy a just debt. Once the 
Company receives the legal papers ordering a garnishment, we are 
required by law to continue making deductions from your check until we 
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have withheld the full amount or until we receive legal papers from the 
court to stop the garnishment. Even if you have already paid the debt, we 
still need the legal papers to stop the garnishment. 
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5. Standards of Conduct and Employee Performance 
 

5.1. Anti-Harassment and Discrimination 
5.1.1. The Company is committed to providing a work environment free of 

sexual or any form of unlawful harassment or discrimination. Harassment 
or unlawful discrimination against individuals on the basis of race, religion, 
creed, color, national origin, sex, sexual orientation, gender identity, age, 
ancestry, physical or mental disability, medical condition including medical 
characteristics, marital status or any other classification protected by 
local, state or federal laws is illegal and prohibited by Company policy. 
Such conduct by or towards any employee, contract worker, customer, 
vendor or anyone else who does business with the Company will not be 
tolerated. Any employee or contract worker who violates this policy will be 
subject to disciplinary action, up to and including termination of his or her 
employment or engagement. To the extent a customer, vendor or other 
person with whom the Company does business engages in unlawful 
harassment or discrimination, the Company will take appropriate 
corrective action. 
 

5.2. Prohibited Conduct 
5.2.1. Prohibited harassment or discrimination includes any verbal, physical or 

visual conduct based on sex, race, age, national origin, disability or any 
other legally protected basis if: 

5.2.2.  
5.2.3. submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual's employment or engagement. 
 

5.2.4. submission to or rejection of such conduct by an individual is used as a 
basis for decisions concerning that individual's employment or 
engagement; or it creates a hostile or offensive work environment. 

 
5.2.5. Prohibited harassment includes unwelcome sexual advances, requests 

for sexual favors and lewd, vulgar or obscene remarks, jokes, posters or 
cartoons, and any unwelcome touching, pinching or other physical 
contact. Other forms of unlawful harassment or discrimination may 
include racial epithets, slurs and derogatory remarks, stereotypes, jokes, 
posters or cartoons based on race, national origin, age, disability, marital 
status or other legally protected categories.  

 
5.2.6. Prohibited harassment might also be transmitted using the Company's 

electronic communications system, or through other on-line conduct. 
 

5.3. Complaint Procedure 
5.3.1. Employees or contract workers who feel that they have been harassed or 

discriminated against, or who witness any harassment or discrimination 
by an employee, contract worker, customer, vendor or anyone else who 
does business with the Company, should immediately report such 
conduct to their supervisor or any other member of management. 
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5.3.2. Do not allow an inappropriate situation to continue by not reporting it, 
regardless of who is creating the situation. No employee, contract worker, 
customer, vendor or other person who does business with this 
organization is exempt from the prohibitions in this policy. In response to 
every complaint, the Company will conduct an investigation and, if 
improper conduct is found, take appropriate corrective action. 

5.3.3. To the extent that an employee or contract worker is not satisfied with the 
Company's handling of a harassment or discrimination complaint, he or 
she may also contact the appropriate state or federal enforcement agency 
for legal relief. 
 

5.4. Attendance 
5.4.1. Punctuality and regular attendance are essential to the successful 

operation of the Company's business. If an employee is unable to report 
to work (or to report to work on time) for any reason, the employee must 
notify his or her supervisor before his or her starting time. If an employee 
desires to leave work for any reason during the workday, the employee 
must obtain the approval of his or her supervisor prior to leaving. In the 
event that the employee fails to call his or her supervisor or report for 
work for 3 consecutive 

5.4.2. workdays, the employee will be deemed to have voluntarily resigned from 
his or her employment with the Company and will be removed from the 
payroll. Excessive absenteeism or tardiness may subject the employee to 
disciplinary action, up to and including termination. 
 

5.5. Discipline and Standards of Conduct. 
5.5.1. As an at-will employer, the Company may impose discipline whenever it 

determines it is necessary or appropriate. Discipline may take various 
forms, including verbal counseling, written warnings, suspension, 
demotion, transfer, reassignment or termination. The discipline imposed 
will depend on the circumstances of each case; therefore, discipline will 
not necessarily be imposed in any particular sequence. Moreover, at any 
time the Company determines it is appropriate, an employee may be 
discharged immediately. 

5.5.2. Every organization must have certain standards of conduct to guide the 
behavior of employees. Although there is no possible way to identify 
every rule of conduct, the following is an illustrative list (not intended to be 
comprehensive or to limit the Company's right to impose discipline for any 
other conduct it deems inappropriate]. Keep in mind that these standards 
of conduct apply to all employees whenever they are on Company 
property and/or conducting Company business (on or off Company 
property]. Engaging in any conduct the Company deems inappropriate 
may result in disciplinary action, up to and including termination. Such 
conduct may include: 

 
5.5.2.1. Dishonesty; 
5.5.2.2. Falsification of Company records; 
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5.5.2.3. Unauthorized use or possession of property that belongs to the 
Company, a coworker, or member of the public; 

5.5.2.4. Possession or control of illegal drugs, weapons, explosives, or 
other dangerous or unauthorized materials; 

5.5.2.5. Fighting, engaging in threats of violence or violence, use of vulgar 
or abusive language, horseplay, practical jokes or other disorderly 
conduct that may endanger others or damage property; 

5.5.2.6. Insubordination, failure to perform assigned duties or failure to 
comply with the Company's health, safety or other rules; 

5.5.2.7. Unauthorized or careless use of the Company's materials, 
equipment or property; 

5.5.2.8. Unauthorized and/or excessive absenteeism or tardiness; 
5.5.2.9. Lack of teamwork, poor communication, unsatisfactory 

performance, unprofessional conduct, or conduct improper for the 
workplace; 

5.5.2.10. Sexual or other illegal harassment or discrimination; 
5.5.2.11. Unauthorized use or disclosure of the Company's confidential 

information; 
5.5.2.12. Violation of any Company policy. 

 
5.6. Dress Code  

5.6.1. What we wear to work is a reflection of the pride we have in our 
Company, in what we do, and in ourselves. Although dress code 
requirements will vary according to job responsibilities, we ask that your 
appearance at all times show discretion, good taste, and not present a 
hazard in the performance of your job. 
 

5.7. Safety 
5.7.1. The Company is committed to providing a safe workplace. Accordingly, 

the Company emphasizes "safety first." It is the employee's responsibility 
to take steps to promote safety in the workplace and work in a safe 
manner. By remaining safety conscious, employees can protect 
themselves and their coworkers.  

5.7.2. Employees are expected to promptly report all unsafe working conditions, 
accidents and injuries, regardless of how minor so that any potential 
hazards can be corrected. 
 

5.8. Substance and Abuse  
5.8.1. The Company is committed to providing its employees with a safe and 

productive work environment. In keeping with this commitment, it 
maintains a strict policy against the use of alcohol and the unlawful use of 
drugs in the workplace. Consequently, no employee may consume or 
possess alcohol, or use, possess, sell, purchase or transfer illegal drugs 
at any time while on the Company's premises or while using the Company 
vehicles or equipment, or  

5.8.2. No employee may report to work with illegal drugs (or their metabolites) or 
alcohol in his or her bodily system. The only exception to this rule is that 
employees may engage in moderate consumption of alcohol that may be 
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served and/or consumed as part of an authorized Company social or 
business event.  

5.8.3. "Illegal drug" means any drug that is not legally obtainable or that is 
legally obtainable but has not been legally obtained in accordance with 
the Laws of the Commonwealth of Massachusetts. It includes prescription 
drugs not being used for prescribed purposes or by the person to whom it 
is prescribed or in prescribed amounts. It also includes any substance a 
person holds out to another as an illegal drug. 

5.8.4. Any violation of this policy will result in disciplinary action, up to and 
including termination of employment. 

5.8.5. Any employee who feels he or she has developed an addiction to, 
dependence upon, or problem with alcohol or drugs, legal or illegal, is 
strongly encouraged to seek assistance before a violation of this policy 
occurs. Any employee who requests time off to participate in a 
rehabilitation program will be reasonably accommodated. However, 
employees may not avoid disciplinary action, up to and including 
termination, by entering a rehabilitation program after a violation of this 
policy is suspected or discovered. When, in the Company's sole and 
absolute discretion, the Company determines it is appropriate, an 
employee may be offered the option of participating in and satisfactorily 
completing a Company-approved drug and/or alcohol rehabilitation 
program in lieu of termination. 
 

5.9. Workplace Searches. 
5.9.1. To protect Company property, prevent diversion, and to ensure the safety 

of all employees, the Company reserves the right to inspect and search 
any employee's office, desk, drawers, cabinets, files, locker, equipment, 
including computers, e-mail and voicemail, Company vehicles, and any 
area on Company premises. In this regard, it should be noted that all 
offices, desks, file drawers, cabinets, lockers, and other Company 
equipment and facilities are the property of the Company, and are 
intended for business use.  

5.9.2. Employees should have no expectation of privacy with respect to items 
brought onto Company property and/or stored in Company facilities. 
Inspection may be conducted at any time, without notice, at the discretion 
of the Company. 

5.9.3. In addition, when the Company deems appropriate, employees may be 
required to submit to searches of their personal vehicles, parcels, purses, 
handbags, backpacks, briefcases, lunch boxes or any other possessions 
or articles brought on to the Company's property. 

5.9.4. Persons entering the premises who refuse to cooperate in an inspection 
conducted pursuant to this policy may not be permitted to enter the 
premises. All employees must cooperate in an inspection; failure to do so 
is insubordination and will result in disciplinary action, up to and including 
termination. 
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5.10. Social Media Policy.  
5.10.1. Green River Cannabis Company, Inc. is committed to utilizing social 

media to enhance its profile and reputation, to listen and respond to 
customer opinions and feedback, and to drive revenue, loyalty and 
advocacy. We encourage employees to support our activities through 
their personal social networking channels while adhering to the guidelines 
outlined in this section. 

5.10.2. For the purpose of this section, social media and networking refers to the 
use of web-based and mobile applications for social interaction and the 
exchange of user generated content. Social media channels can include, 
but are not limited to: Facebook, Twitter, Linkedln, YouTube, blogs, 
review sites, forums, online communities and any similar online platforms. 

5.10.3. Employees are expected to conduct themselves in a professional manner, 
to respect the views and opinions of others, and to demonstrate respect 
for the company, its ownership, clients, guests, vendors, employees and 
competitors. 

5.10.4. The Company and its employees are committed to conducting ourselves 
in accordance with best industry practices in social networking, to being 
responsible citizens and community members, to listening and responding 
to feedback, and to communicating in a courteous and professional 
manner. Behavior and content that may be deemed disrespectful, 
dishonest, offensive, harassing or damaging to the company's interests or 
reputation are not permitted.  

5.10.5. The use of social media channels on company time for personal purposes 
is not allowed.  

5.10.6. Any social media contacts, including "followers" or "friends," that are 
acquired through accounts (including but not limited to email addresses, 
blogs, Twitter, Facebook, YouTube, Linkedln, or other social media 
networks) created on behalf of the Company will be the property of the 
Company. 

5.10.7. Employees must not disclose private or confidential information about the 
Company, its employees, clients, suppliers or customers on social 
networks. Employees must respect trademarks, copyrights, intellectual 
property and proprietary information. No third-party content should be 
published without prior permission from the owner. 

5.10.8. The Company maintains the right to monitor company-related employee 
activity in social networks. Violation of policy guidelines is grounds for 
discipline, up to and including termination. 

 
5.11. Cell Phone Policy  

5.11.1. The use of personal cell phones at work is discouraged because it can 
interfere with work and be disruptive to others. Therefore, employees who 
bring personal cell phones to work are required to keep the ringer shut off 
or placed on vibrate mode when they are in the office, and to keep cell 
phone use confined to breaks and meal periods. Conversations should be 
had away from areas where other employees are working. When cell 
phone use interferes with the satisfactory performance of an employee's 
duties or disturbs others, the privilege of using a personal cell phone at 
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work may be taken away and other disciplinary action, up to and including 
termination, may be imposed. 

5.11.2. The Company may provide cell phone allowances to employees in certain 
positions in an effort to improve efficiency and effectiveness. When cell 
phones are used for Company business, employees must comply with all 
Company policies governing conduct, including our policies prohibiting 
discrimination, harassment, and violence in the workplace. When using 
the cell phone in a public place, please remember to maintain the 
confidentiality of any private or confidential business information. As a 
courtesy to others, please shut cell phones off or place on vibrate mode 
during meetings. 
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6. Employee Benefits and Services 
 

6.1. General 
6.1.1. Aside from those benefits required by state and federal regulations, 

Green River Cannabis Company, Inc. also offers additional benefits for its 
full-time employees.  

6.1.2. From time to time, benefits may be added or deleted from the benefits 
package.  

6.1.3. The Company reserves the right to make such changes.This Handbook 
does not contain the complete terms and/or conditions of any of the 
Company's current benefit plans. It is intended only to provide general 
explanations.  

6.1.4. For information regarding employee benefits and services, employees 
should contact Human Resources. 

 
6.2. Group Health Insurance 

6.2.1. Green River Cannabis Company, Inc. offers a group health plan for 
eligible employees. The Company's group health insurance plan is 
offered through Blue Cross. For more information, refer to the Company's 
benefits booklet for complete details and benefits. 

 
6.3. COBRA 

6.3.1. Under the provisions of the Consolidated Omnibus Budget Reconciliation 
Act (COBRA) of 1986, if you are covered under the Company's group 
health insurance plan(s) you are entitled to continue your coverage in the 
event that your employment with the Company ends. Under COBRA, the 
Company must offer each qualified beneficiary (the employee and any 
covered dependents) who would otherwise lose coverage under the plan 
as a result of a qualifying event an opportunity to continue their insurance 
coverage. A qualifying event is defined as termination of employment, a 
reduction in the number of hours of employment, death of covered 
employee, divorce or legal separation, a dependent child ceases to be 
dependent, eligibility of the covered employee for Medicare, or an 
employer's bankruptcy. 

 
6.4. Worker's Compensation. 

6.4.1. All states have Workers' Compensation laws whose purpose is to 
promote the general welfare of people by providing compensation for 
accidental injuries or death suffered in the course of employment. These 
laws are designed to provide protection to workers suffering occupational 
disabilities through accidents arising out of, and in the course of 
employment.  

6.4.2. Green River Cannabis Company, Inc. carries Workers' Compensation 
Insurance for all employees and pays the entire cost of the insurance 
program.  

6.4.3. An employee who suffers an injury or illness in connection with the job is 
usually eligible to receive payment through the insurance company for 
lost wages.  
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6.4.4. In addition to disability payments, necessary hospital, medical and 
surgical expenses are covered under Workers' Compensation, with 
payments being made directly to the hospital or physician.  

6.4.5. Workers' Compensation benefits to injured workers also includes 
assistance to help qualified injured employees return to suitable 
employment. 

 
6.5. Social Security Benefits (FICA)  

6.5.1. During your employment, you and the Company both contribute funds to 
the Federal government to support the Social Security Program. This 
program is intended to provide you with retirement benefit payments and 
medical coverage once you reach retirement age. 
 

6.6. Unemployment Insurance 
6.6.1. The company pays a state and federal tax to provide employees with 

unemployment insurance coverage in the event they become unemployed 
through no fault of their own or due to circumstances described by law. 
This insurance is administered by applicable state agencies, who 
determine eligibility for benefits, the amount of benefits (if any), and 
duration of benefits. 
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7. Employee Leaves of Absence and Time Off 
 

7.1. General 
7.1.1. While regular attendance is crucial to maintain business operations, the 

Company recognizes that, for a variety of reasons, employees may need 
time off from work. The Company has available a number of types of 
leaves of absence. Some are governed by law and others are 
discretionary. For all planned leaves, however, employees must submit a 
request at least 14 days in advance; in case of emergencies, employees 
should submit the request as soon as they become aware of the need for 
leave. All leaves must have the approval of the Company management. If, 
during a leave, an employee accepts another job, engages in other 
employment or consulting outside of the Company, or applies for 
unemployment insurance benefits, the employee may be considered to 
have voluntarily resigned from employment with the Company. 

7.1.2. All requests for a leave of absence will be considered in light of their 
effect on the Company and its work requirements, as determined by the 
Company management, which reserves the right to approve or deny such 
requests in its sole discretion, unless otherwise required by law. For 
disability-related leave requests, the Company will engage in an 
interactive process with the employee to determine if a leave is the most 
appropriate accommodation.  

7.1.3. The employee must provide a certification from his or her health care 
provider to the Company to support a leave for medical reasons. Failure 
to provide the required certification to the Company in a timely manner 
will result in delay or denial of leave.  

7.1.4. If an employee requires an extension of leave, the employee must 
request such extension and have it approved before the expiration of the 
currently approved leave. 

7.1.5. While the Company will make a reasonable effort to return the employee 
to his or her former position or a comparable position following an 
approved leave of absence, there is no guarantee that the employee will 
be reinstated to his or her position, or any position, except as required by 
law. 
 

7.2. Sick Days 
7.2.1. Eligible employees are entitled to 5 paid sick days per year. Sick days' 

pay for regular full-time employees will be calculated based on the 
employee's base pay rate times the number of hours the employee would 
otherwise have worked on that day. Regular part-time employees will be 
paid on a pro-rata basis. 
 

7.3. Holidays 
7.3.1. Green River Cannabis Company, Inc. observes the following paid 

holidays: 
 

7.3.1.1. New Year's Day 
7.3.1.2. Memorial Day 
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7.3.1.3. Independence Day 
7.3.1.4. Labor Day 
7.3.1.5. Thanksgiving Day 
7.3.1.6. Christmas Day 

 
7.3.2. The Company will grant paid holiday time off to all eligible employees. 

Holiday pay for regular full-time employees will be calculated based on 
the employee's base pay rate (as of the date of the holiday) times the 
number of hours the employee would otherwise have worked on that day. 

7.3.3. Regular part-time employees will be paid on a pro-rata basis. 
7.3.4. If an eligible non-exempt employee works on a recognized holiday with 

Company approval, he or she will receive holiday pay plus wages at his or 
her straight-time rate for the hours worked on the holiday. 
 

7.4. Pregnancy-Disability Leave  
7.4.1. Employees who are disabled on account of pregnancy, childbirth, or a 

related medical condition may request an unpaid leave of absence. Such 
leave will be granted for the period of disability, up to a maximum of four 
months. Time off may be requested for prenatal care, severe morning 
sickness, doctor-ordered bed rest, childbirth, and recovery from childbirth. 

7.4.2. Leave provided for pregnancy disability is treated separately from leaves 
required by the state family and medical leave law. However, the first 12 
workweeks of a pregnancy disability leave will be treated concurrently as 
a leave pursuant to the federal Family and Medical Leave Act ("FMLA") 
for all eligible employees. 

7.4.3. Employees who wish to take a pregnancy disability leave must notify 
Human Resources of the date the leave is expected to commence and 
the estimated duration of the leave. Notice should be given as indicated 
above. The employee must also provide a medical certification of 
disability to the Company. Failure to provide the required medical 
certification to the Company in a timely manner will result in delay or 
denial of leave. Before returning to work, the employee must provide a 
medical certification that she is able to resume her original job duties. 
Appropriate forms may be obtained from Human Resources. 

7.4.4. Employees who return to work immediately following the expiration of an 
approved pregnancy disability leave will generally be reemployed in their 
former position or a comparable job, as required by law. 

7.4.5. Employees who are affected by pregnancy may also be eligible to transfer 
to a less strenuous or hazardous position or duties, provided certain 
prerequisites are met. Reasonable accommodations may be requested 
with the advice of the employee's health care provider. In addition, 
lactation accommodation is also available, upon request. For more 
information on pregnancy disability leave or transfer and its effect on the 
terms, conditions or benefits of employment, please contact Human 
Resources. 
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7.5. Workers' Compensation Leave 

7.5.1. Any employee who is unable to work due to a work related injury or illness 
and who is eligible for Workers' Compensation benefits will be provided 
an unpaid leave for the period required. The first 12 weeks will be treated 
concurrently as a family and medical leave under the federal Family 
Medical Leave Act ("FMLA"} for eligible employees. 
 

7.6. Voting Time 
7.6.1. Employees who are registered voters and who lack sufficient time outside 

of work to vote in any local, state, and national election may take up to 
two hours off work with pay at the beginning or end of the day for this 
purpose. Employees should provide at least two working days' notice 
when time off is required. 
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At-Will Employment Agreement and Acknowledgement of Receipt of Employee 
Handbook 

 
Employee: ______________________________________ 

 
 

I acknowledge that I have been provided with a copy of the The Company Employee Handbook. 
I understand that I am responsible for familiarizing myself with the policies in this handbook and 
agree to comply with all rules applicable to me. 
 
I understand and agree that the policies described in the handbook are intended as a guide only 
and do not constitute a contract of employment. I specifically understand and agree that the 
employment relationship between the Company and me is at-will and can be terminated by the 
Company or me at any time, with or without cause or notice. Furthermore, the Company has the 
right to modify or alter my position, or impose any form of discipline it deems appropriate at any 
time. Nothing in this handbook is intended to modify the Company's policy of at-will 
employment. The at-will employment relationship may not be modified except by a specific 
written agreement signed by me and an authorized representative of the Company. This is the 
entire agreement between the Company and me regarding this subject. All prior or 
contemporaneous inconsistent agreements are superseded. 
 
I understand that the Company reserves the right to make changes to its policies, procedures or 
benefits at any time at its discretion. However, the at-will employment agreement can be 
modified only in the manner specified above. I further understand that the Company reserves 
the right to interpret its policies or to vary its procedures as it deems necessary or appropriate. 
 
I have received the Company Employee Handbook. I have read (or will read) and agree to abide 
by the policies and procedures contained in the Handbook. 
 
 
By:_______________________________  Date:________________  
Manager name 
 
 
 
By:_______________________________  Date:________________  
Employer name 
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Green River Cannabis Company, Inc. 
 

Record Keeping Procedures  
an extract from our Retail Store Operations Manual 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



1.1. Record keeping procedures 
1.1.1. Pursuant to 935 CMR 500.000, company records will be available for 

inspection by the Commission, upon request. Green River Cannabis 
Company, Inc, will maintain the following written records that are required 
and subject to inspection, as well as any additional documentation that it 
may be directed to record by the Commission: 
 

1.1.1.1. Written Operating Procedures as required by 935 CMR 500.105 
(1) The store manager has copies of the company operating 
procedures. 

1.1.1.1.1. It is the responsibility of all employees to carefully read, 
understand and follow these operating procedures. 

1.1.1.1.2. All employees are responsible for ensuring that these 
operating procedures are followed.  

1.1.1.1.3. Any deviation from standard operating procedures must be 
authorized by the store manager or your immediate 
supervisor. 

1.1.1.1.4. These operating procedures will be revised from 
time-to-time and minor adjustments will likely be made. All 
revisions will be carefully noted and the operating 
procedures manual updated. 

1.1.1.1.5. Any material changes will be communicated to the 
Commission 

1.1.1.1.6. Inventory records as required by 935 CMR 500.105(8);  
 

1.1.2. Inventory records include: 
Shipping manifests 
Delivery and unpacking video recordings 
Daily sales stock withdrawal and return reports 
Weekly inventory reports 
Product return reports 

1.1.2.1. Shipping manifests - All deliveries will be accompanied by a 
shipping manifest. Once this document has been used to verify 
the shipment it must be scanned for digital storage and the original 
placed in the appropriate ringbinder and stored in the records 
cabinet. 

1.1.2.2. Delivery and unpacking video recordings - All deliveries will be 
recorded using a hand-held video recorder. These recordings will 
be transferred to digital storage medium, clearly labelled with the 
date and manifest number(s) and stored in the records cabinet. 
Any and all variances from the manifest must be reported in 
accordance with standard operating procedures. 

1 
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1.1.2.3. Daily sales stock withdrawal and return reports - Each day, items 
will be removed from the main storage vault and placed in the 
counter area for sale. These items will be carefully recorded at the 
time of withdrawal. Unsold sales stock will be recorded on the 
same sheet when returned to the storage vault each evening. 

1.1.2.3.1. If, during the course of the day, additional items must be 
withdrawn from the storage vault, they too will be added to 
the withdrawal report and accounted for upon the return of 
sales stock to the storage vault. 

1.1.2.3.2. Any and all variances must be reported in accordance with 
standard operating procedures. All inventory records are to 
be digitized and a hard copy kept in the records cabinet. 

1.1.2.4. Weekly inventory reports - Each week, the store manager, 
together with another licensed employee will conduct an inventory 
of all goods in the storage vault. Any and all variances must be 
reported in accordance with standard operating procedures. All 
inventory records are to be digitized and a hard copy kept in the 
records cabinet. 

1.1.2.5. Seed-to-sale tracking records for all marijuana products as 
required by 935 CMR 500.105(8)(e);  

1.1.2.6. The company uses a proprietary Seed-to-sale tracking software 
that allows cultivators, manufacturers, retailers, the Commission 
and others to quickly and easily track marijuana and marijuana 
products from propagation to sale. 

1.1.2.7. Our retail establishment receives marijuana, and marijuana 
products in pre-packed, shelf-ready packaging. 

1.1.2.8. Once goods are delivered and manifests verified, all products - 
each individual unit for sale - must be entered into the 
Seed-to-sale tracking software in order to maintain an unbroken 
chain of custody. 

1.1.2.9. All goods pertaining to a specific manifest will be entered into the 
system as a batch. Where applicable, a report pertaining to these 
items will be generated on the seed-to-sale software, printed out, 
and securely attached to the manifest and stored in accordance 
with section 2 (b) of this operating procedure. 
 

1.1.3. Personnel records:  
1.1.3.1. All personnel files are to be stored in the records cabinet 
1.1.3.2. The employee handbook contains a job description for each 

employee and volunteer position in the company. A signed copy of 
the relevant job description for each employee will also be kept in 
the individual personnel record of each employee. 

2 
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1.1.3.3. The company organizational chart will be clearly posted in the 
office area but may also be found the operations manual and 
employee handbook. 

1.1.3.4. A personnel record for each marijuana establishment agent shall 
be maintained for at least 12 months after termination of the 
individual’s affiliation with the Marijuana Establishment and shall 
include, at a minimum, the following: 

1.1.3.4.1. all materials submitted to the Commission pursuant to 935 
CMR 500.030(2);  

1.1.3.4.2. documentation of verification of references; the job 
description or employment contract that includes duties, 
authority, responsibilities, qualifications, and supervision  

1.1.3.4.3. documentation of all required training, including training 
regarding privacy and confidentiality requirements, and the 
signed statement of the individual indicating the date, time, 
and place he or she received said training and the topics 
discussed, including the name and title of presenters;  

1.1.3.4.4. documentation of periodic performance evaluations;  
1.1.3.4.5. a record of any disciplinary action taken. 
1.1.3.4.6. notice of completed responsible vendor and eight-hour 

related duty training. 
1.1.3.4.7. records of any health and safety related incidents 

1.1.3.5. A staffing plan that will demonstrate accessible business hours 
and safe cultivation conditions for the current and following week 
will be clearly posted in the office area. A copy of each staffing 
plan will be stored for future reference in the appropriate 
ringbinder in the records cabinet. 
 

1.1.4. Personnel policies and procedures 
1.1.4.1. All personnel policies and procedures are clearly outlined in the 

employee handbook, a copy of which is available to all employees. 
1.1.4.2. Certain specialized procedures are contained in the security plan. 
1.1.4.3. All new employees will be required to read the employee 

handbook and security plan, undergo basic security training and 
sign a document acknowledging receipt of each and all of these 
elements. This acknowledgement will be stored with their 
individual personnel record. 

1.1.4.4. All personnel files are to be stored in the records cabinet 
1.1.4.5. All employees will be subject to a state-mandated background 

check. Background check reports obtained in accordance with 935 
CMR 500.030 will be digitized and a hard copy placed into the 
individual personnel records 
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1.1.4.6. All records of waste disposal must be maintained pursuant to 935 
CMR 500.105(12)​.  

1.1.4.7. In the course of normal operations small amounts of marijuana 
waste may be generated from (for example) broken packaging, or 
customer returns. All marijuana waste must be disposed of in 
accordance with 935 CMR 500.105 (12). 

1.1.4.8. All marijuana waste will be placed in a ziplock bag and deposited 
into the locked disposal container for inventory at the end of the 
day. Each item for disposal must be weighed, recorded, and 
entered into the inventory reconciliation report in accordance with 
the company’s security plan. 

1.1.4.9. The items disposed of and recorded in the inventory reconciliation 
report must also be entered in the seed-to-sale tracking software 
to ensure the completion of an unbroken chain of custody. 

1.1.4.10. At least two licensed marijuana agents must witness and 
document this process. 

1.1.4.11. Such documentation shall be retained for a minimum of three 
years or longer if so directed by the Commission. 

 
1.1.5. Security Device Log 

1.1.5.1. The issue and return of all security devices such as swipe cards, 
keys, codes and combinations must be noted in the security 
device log. 

1.1.5.2. Employees acknowledge the receipt or return of such devices by 
signing this log. 

1.1.5.3. Recording the issue and return of all security devices is the 
responsibility of the store manager or senior management as 
required in the security plan. 

1.1.5.4. The issue of security devices may only be authorized by the store 
manager or senior management as required in the security plan. 

1.1.5.5. The issue of codes and combinations is acknowledged by signing 
the relevant entry in the security device log. On NO account may 
the actual code or combination be noted or written down, either in 
the security device log or elsewhere. See the security plan for 
additional details. 
 

1.1.6. Following closure of a Marijuana Establishment, all records must be kept 
for at least two years at the expense of the Marijuana Establishment and 
in a form and location acceptable to the Commission. 
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Extract from Security Plan - GRCC - Retail Operations 
 

1.1. Quality Control and Testing 
1.1.1. In accordance with 935 CMR 500.160 (9), no marijuana product shall be sold or 

otherwise marketed for adult use that has not first been tested by an 
independent, state-licensed, testing laboratory and deemed to comply with the 
standards required under 935 CMR 500.160 

1.1.2. All of our products are sold pre-packaged and tested by our cultivation and 
manufacturing suppliers. The initial quality control and testing of these products 
is the responsibility of these suppliers. That being said, there are certain steps 
that we can take to ensure that the products entering our inventory are tested, 
have achieved the correct quality, and are stored and rotated in a manner the 
best ensures their continued quality throughout their shelf-life. 

1.1.2.1. All products must be thoroughly checked upon arrival at our facility in 
accordance with ​Transportation of marijuana​ and ​Inventory Control 
and Reconciliation​ protocols above. 

1.1.2.2. We will ensure that only the leaves and flowers of the female marijuana 
plant are processed accordingly in a safe and sanitary manner as 
described below: 

1.1.2.2.1. Well cured and generally free of seeds and stems; 
1.1.2.2.2. Free of dirt, sand, debris, and other freign matter; 
1.1.2.2.3. Free of contamination by mold, rot, other fungus, and bacterial 

diseases; 
1.1.2.2.4. Prepared and handled on food-grade stainless steel tables; and 
1.1.2.2.5. Packaged in a secure area. 935 CMR 500.105(3) (required for 

cultivators, product manufacturers, microbusiness, and craft 
marijuana cooperatives) 

1.1.2.3. Should the accompanying test report indicate contaminant levels in 
excess of those accepted by CCC protocols identified in 935 CMR 500. 
160 (1), the store manager will immediately notify senior management 
who will notify the commission within 72 hours.  

1.1.2.4. Together, the store manager, the testing laboratory, and the original 
producer will determine whether the product is suitable for remediation or 
whether the entire production batch must be destroyed in accordance 
with 935 CMR 500.105 (12).  

1.1.2.5. Each of the three parties should submit a report on the incident to the 
Commission. 

1.1.2.6. The store manager should check each item and identify any that are 
outdated, damaged, mislabeled, contaminated or compromised. Any 
such products should be set aside for disposal. 

1.1.2.7. Once the products enter our inventory it is the store manager’s 
responsibility to ensure that:  

1.1.2.7.1. Stock is efficiently rotated to ensure that older products are sold 
before newer products. 

1.1.2.7.2. All stock is appropriately stored to prevent spoiling and damage 
to the product. 

1.1.2.8. All agents whose job includes contact with marijuana is subject to the 
requirements for food handlers specified in 105 CMR 300.000. 
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Extract from Security Plan - GRCC - Retail Operations 
 

1.1.2.9. Any agent working in direct contact with marijuana shall conform to 
sanitary practices while on duty, including; 

1.1.2.9.1. Maintaining adequate personal cleanliness; and 
1.1.2.9.2. Washing hands appropriately. 

1.1.2.10. Hand-washing facilities shall be located in production areas and where 
good sanitary practices require employees to wash and sanitize their 
hands. 

1.1.2.11. There shall be sufficient space for placement of equipment and storage 
of materials as is necessary for the maintenance of sanitary operations. 

1.1.2.12. Litter and waste shall be properly removed so as to minimize the 
development of odor and the potential for the waste attracting and 
harboring pests, 

1.1.2.13. Floors, walls, and ceilings shall be constructed in such a manner that 
they may be adequately kept clean and in good repair. 

1.1.2.14. All contact surfaces shall be maintained, cleaned, and sanitized as 
frequently as necessary to protect against contamination. 

1.1.2.15. Al toxic items shall be identified, held, and stored in a manner that 
protects against contamination of marijuana. 

1.1.2.16. The water supply shall be sufficient for necessary operations. 
1.1.2.17. Our plumbing shall be of adequate size and design and maintained to 

carry sufficient quantities of water to required locations throughout the 
establishment. 

1.1.2.18. The establishment shall provide its employees with adequate, readily 
accessible toilet facilities. 

1.1.2.19. Storage and transportation of finished products shall be under conditions 
that will protect them against physical, chemical, and microbial 
contamination. 

1.1.2.20. The facility shall notify the commission within 72 hours of any laboratory 
testing results indicating contamination if contamination cannot be 
remediated and disposal of the production batch is necessary. 
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1.1. Financial Record Keeping 
Pursuant to 935 CMR 500.000, company records will be available for inspection 
by the Commission, upon request. All financial records will be maintained in 
accordance with generally accepted accounting principles. GRCC, will maintain 
the following written records that are required and subject to inspection, as well 
as any additional documentation that it may be directed to record by the 
Commission: 
 

1.1.1. The company will maintain business financial records, which shall include 
manual or computerized records of:  

1.1.1.1. Assets and liabilities. 
1.1.1.2. Monetary transactions. 
1.1.1.3. Books of accounts, which shall include journals, ledgers, and 

supporting documents, agreements, checks, invoices, and 
vouchers 

1.1.1.4. Sales records including the quantity, form, and cost of marijuana 
products; and 

1.1.1.5. Inventory records as required by 935 CMR 500.105(8) and as 
outlined in the General Record Keeping section of our standard 
operating procedures. 
 

1.1.2. Inventory records include: 
1.1.2.1. Shipping manifests 
1.1.2.2. Delivery and unpacking video recordings 
1.1.2.3. Daily sales stock withdrawal and return reports 
1.1.2.4. Weekly inventory reports 
1.1.2.5. Product return reports 

1.1.3. Salary and wages paid to each employee, stipends paid to each board 
member, and any executive compensation, bonus, benefit, or item of 
value paid to any individual affiliated with a Marijuana Establishment, 
including members of the nonprofit corporation, if any.  

1.1.4. All financial transactions and accounts will be entered into a proprietary 
accounting software by a bookkeeper specifically employed for the 
purpose. 

1.1.5. The accounting software used will provide security and backup 
capabilities in accordance with 935 CMR 500.000 and the company 
security plan. 

1.1.6. Daily sales reports will be generated by the bookkeeper and stored both 
digitally and as a hard copy in the records cabinet. 

1.1.7. The accounts will be reviewed monthly by a licensed CPA. 
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1.1.8. The point of sale system software will automatically transfer all sales 
transactions to our accounting system for reconciliation by the 
bookkeeper. 

1.1.9. A retailer is prohibited from utilizing software or other methods to 
manipulate or alter sales data. 

1.1.10. A retailer shall conduct a monthly analysis of equipment to determine that 
no software has been installed that could be utilized to manipulate or alter 
sales data in accordance with 935 CMR 500.140(6). 

1.1.11. If a retailer determines that software or other methods have been 
installed/utilized to manipulate or alter sales data: it shall immediately 
disclose the information to the Commission, cooperate in any 
investigation, and take such other action directed by the Commission. 

1.1.12. A retailer shall comply with 830 CMR 62C.25.1: Record Retention and 
DOR Directive 16-1 regarding recordkeeping requirements.  

1.1.13. A retailer shall adopt separate accounting practices at the point-of-sale for 
marijuana and non-marijuana sales. 

1.1.14. The store manager will generate a sales report from the point of sale 
system at the conclusion of each day. This report should be digitized and 
a hard copy stored in the records cabinet 

1.1.15. Expense records 
1.1.15.1. store managers and senior management may be provided with a 

company debit card and/or check-signing authorization. A receipt 
must be obtained and presented to the bookkeeper for all 
expenses paid through these means 

1.1.15.2. Documentation supporting business expenses such as statements 
and invoices, details of cash payments, receipts and the like must 
be securely stored in the records cabinet and presented to the 
bookkeeper for entry into the accounting software. 

1.1.16. Contracts and Agreements - Green River Cannabis Company, Inc, will 
likely enter into a number of contracts and agreements with the host 
municipality, service providers, financial institutions, property owners etc. 
Such contracts and agreements include, but are not limited to; 

Sales and Purchase agreements 
Loan agreements 
Rental agreements 
Lease agreements 
Franchise agreements 
Sale and lease back agreements 
Trading agreements with suppliers 
Insurance policies 
Legal documentation 
All such documentation must be digitized and a hard copy stored 
in the records cabinet. 
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1.1.17. Other documents may include; 
Deposits with utility companies 
Contracts with telecommunications companies 
Business registration documents and certificates 
Business licensing documents 
Surety bonds 
Tax records 
 

All such documentation must be digitized and a hard copy stored in the records cabinet. 
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Diversity Plan GRCC 
 
Introduction 
To the extent permissible by law it is the policy of this company to promote equity among the 
following demographic groups: 
 

1. Minorities; 
2. Women; 
3. Veterans; 
4. People with disabilities; and 
5. People who identify as LGBTQ+ 

 
The execution of the following plan will be documented and reviewed annually. The outcome of 
this review will be provided by our company to the Commission prior to the annual renewal of 
our license. 
 
Any action taken, or programs instituted, by our company for the execution of this plan will not 
violate the Commission’s regulations with respect to limitations on ownership or control or other 
applicable state laws. 
 
This plan will adhere to the requirements set forth in 935 CMR 500.105(4) which provides the 
permitted and prohibited advertising, branding, marketing, and sponsorship practices of 
Marijuana Establishments. 
 
Goals 
Our company has established the diversity goal of employing 20% or more women and/or 
veterans in retail and management positions to help them achieve their goal of entering the 
adult-use marijuana industry. 
 
Programs 
The following programs will help effectuate the above goals: 
 

1. Employment opportunities - when available - will be published no less frequently than 
annually - in diverse media including the Hampshire Gazette with the objective of more 
effectively reaching women and veterans; 

2. Distribute internal workplace information sheets, bi-annually, aimed at encouraging 
current employees to recommend women and veterans for employment; 

3. Participate in job and recruitment fairs- no less than annually when employees are 
needed- that specifically target women and veterans 

4. women and veterans will be offered opportunities to shadow their immediate supervisor 
to help achieve a transfer of the skills, knowledge, and responsibilities that this role 
demands. 



 
Measurement 
Ideally, a cross-section of the individuals that are employed by our company should reflect the 
demographic make-up of the community that we serve. To that end we intend to focus our 
efforts on the following metrics: 
 

1. Have five employment positions been created since initial licensure? 
2. Have we advertised available positions in diverse media with the objective of more 

effectively reaching women and veterans? 
3. Have we attended at least one job and recruitment fair that specifically targets women 

and or veterans? 
4. Have women and or veterans been hired and retained for at least 20% of the available 

positions? 
5. Have women and or veterans been offered opportunities to engage in shadow training? 
6. How many women and or veterans have chosen to engage in shadow training? 

 
None of the above shall prevent the company from hiring the most qualified candidates and 
complying with all employment laws and other legal requirements. In addition to direct hiring, the 
company will work in good faith, in a legal and non-discriminatory manner to consider the status 
of vendors, suppliers, contractors, and tradesmen when planning to employ such individuals 
from within the local municipality  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

GRCC 
Qualifications and Training  

An extract from our Employee Handbook 
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1. Retail Store Roles, Qualifications, Training, and Selection 

 
1.1. General 

1.1.1. Our facility will ensure that employees are trained on job specific duties 
prior to performing job functions. 

1.1.2. Our store will ensure that employees receive a minimum of eight (8) hours 
of ongoing training annually. 

1.1.3. All current owners, managers, and employees shall complete the 
Responsible Vendor Program after July1, 2019 or when available. 

1.1.4. All new employees shall complete the Responsible Vendor Program 
within 90 days of being hired. 

1.1.5. Responsible Vendor Program documentation must be retained for four (4) 
years. 
 

1.2. Store Job Classifications and Requirements: 
1.2.1. Store Manager​ - The store manager is the face of the facility. The 

manager must interface with staff, law enforcement, vendors, and others. 
The principal responsibility of the store manager is to coordinate and 
facilitate the transactions of the store. They must maintain records, have 
contact with suppliers and the grow site, embrace customer service and 
understand marketing. They will train employees and decide which 
product to carry and determine best pricing based on market conditions. 
They are responsible for keeping up with all changes in local and state 
law regarding operation of the facility. The most important job of the store 
manager is to ensure the security and integrity of our inventory. 

 
1.2.2. Retail Sales Agent ​- The store has a need for retail professionals who 

can communicate articulately and passionately with customers about a 
wide range of cannabis products. Desirable backgrounds include previous 
marijuana vertical experience, retail sales, pharmacy, education, and 
customer service. Knowledge of cannabis, the varieties of cannabis, and 
their effects is highly relevant. They must be keenly aware of the 
difference of Indica, Sativa and their hybrids. A retail sales agent will 
maintain records in accordance with the Operations Manual, serve 
customers, offering advice and recommendations, be mindful and vigilant 
in terms of security, diversion, and facility cleanliness. Retail Sales Agents 
will be trained by the store manager alongside whom the will work to learn 
the total operation of the retail store. This position may be full-, or 
part-time. 

1.2.3. Security Guards​ - Our retail store has an ongoing demand for trained 
law enforcement and security professionals. The store employs 24/7 
security protection. Duties include ensuring the integrity of the facility’s 
security systems and protecting the facility and its customers from outside 
criminal disturbance. Desired backgrounds include previous military, law 
enforcement, and security experience. 

 
1.3. Employee Training and Selection 
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1.3.1. Our retail store is constantly looking for motivated, friendly, articulate and 
passionate people to work with our customers to provide them with the 
best product for their recreational needs. We are looking for people with 
the above attributes and are willing to train others in order to have a 
diverse workforce. Some of the desirable backgrounds we are looking for 
include marijuana vertical experience, retail sales, pharmacy, education, 
and customer service. We tend to train all employees in the following 
subjects, but tailor each topic to meet the needs required by individual 
roles: 

1.3.1.1. Cannabis Science 
1.3.1.2. Horticultural & Organic Cultivation 
1.3.1.3. Methods of Extraction 
1.3.1.4. Methods of Ingestion 
1.3.1.5. Cooking with Cannabis 
1.3.1.6. Medical marijuana use 
1.3.1.7. Harm Reduction Methods 
1.3.1.8. Sensible Cannabis Use 
1.3.1.9. Customer Relations 

1.3.1.10. Massachusetts Cannabis Law 
 

1.4. Our company is looking for all types of help for our retail sales operation, both 
front-of-house, and in the back office. Typical responsibilities include: 

1.4.1. Retails Sales 
1.4.2. Packaging labeling and inventory 
1.4.3. Sanitation and maintenance of the facility 
1.4.4. Security of the facility and deliveries 
1.4.5. Standard business and management roles such as, account 

management, administration, etc. 
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