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August 20, 2018 
 
To whom it may concern, 
 
  
  Hoping summer has been treating you well. Starting up a new business can be tough. 
That is why the support of neighbors and town residents is much needed and appreciated. On 
behalf of Treeworks of Massachusetts, a start up cannabis product manufacturing company, 
our team of local individuals invites you to join our community outreach meeting. We are 
hoping for our new business to be located at 3 West Street West Hatfield MA 01088. The 
outreach meeting will be held at the Smith Academy High School on August 29th, at 6:00 PM. 
We will be giving a small presentation and answering questions. Please come to ask questions 
and support a local company.  
 
Thanks, 
Best regards 
 
Treeworks of MA 
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Plan to Remain Compliant with Local Zoning 
 
Treeworks of �0�D�V�V�D�F�K�X�V�H�W�W�V���/�/�&�����³�7�U�H�H�Z�R�U�N�V�´�����Z�L�O�O���U�H�P�D�L�Q���F�R�P�S�O�L�D�Q�W���D�W���D�O�O���W�L�P�H�V���Z�L�W�K��
the local zoning requirements set forth in the Hatfield Zoning Articles 11&12. In 
�D�F�F�R�U�G�D�Q�F�H���Z�L�W�K���=�R�Q�L�Q�J���$�U�W�L�F�O�H���������6�H�F�W�L�R�Q�������������8�V�H���5�H�J�X�O�D�W�L�R�Q�V���7�U�H�H�Z�R�U�N�V�¶���S�U�R�S�Rsed 
Product Manufacturing space is located in the Business Zoning District designated for 
Product Manufacturing. 
 
In compliance with CCC Regulation 935 CMR 500.110(3) and Hatfield Meeting Warrant 
Article 11 7B.5 (C) , the property is not located within 500 feet of an existing public or 
private school providing education to children in kindergarten or grades 1 through 12. 
 
In compliance with Hatfield Zoning �$�U�W�L�F�O�H�����������%�������%�����7�U�H�H�Z�R�U�N�V�¶���S�U�R�S�R�V�H�G���O�R�F�D�W�L�R�Q���L�V��
zoned in accordance with the bylaws in the Business Zoning District and with enough 
parking as required in Section 5.7.2 for buildings for manufacture, assembly, processing 
or packaging.  
 
As �U�H�T�X�L�U�H�G���E�\���+�D�W�I�L�H�O�G�¶�V���=�R�Q�L�Q�J���%�\-laws, Treeworks has received a Special Permit and 
Site Plan Approval, from the Planning Board: Hatfield Zoning By-Law 5.3.3 Special 
Permit Applications.  
 
Treeworks will apply for any other local permits required to operate a Product 
Manufacturing Business at the proposed location of 3 West Street, Hatfield MA. 
Treeworks will comply with all conditions and standards set forth in any local permit 
�U�H�T�X�L�U�H�G���W�R���R�S�H�U�D�W�H���D���3�U�R�G�X�F�W���0�D�Q�X�I�D�F�W�X�U�L�Q�J���%�X�V�L�Q�H�V�V���D�W���7�U�H�H�Z�R�U�N�V�¶���S�U�R�S�R�V�H�G���O�R�F�Dtion. 
 
Treeworks is in compliance with 5.3.6 Public Hearing Requirements as well as CCC 
Regulation 500.101 (7) Community Outreach Meetings and held a meeting on August, 
29th, 2018. 
 
Treeworks has already attended several meetings with the Planning Board and Board of 
�6�H�O�H�F�W�P�H�Q���W�R���G�L�V�F�X�V�V���7�U�H�H�Z�R�U�N�V�¶���S�O�D�Q�V���I�R�U���D���S�U�R�S�R�V�H�G��Product Manufacturer Business 
and has executed a Host Community Agreement with Hatfield. Treeworks will continue 
to work cooperatively with various municipal departments, boards, and officials to ensure 
�W�K�D�W���7�U�H�H�Z�R�U�N�V�¶���3�U�R�G�X�F�W���0�D�Q�X�I�D�F�W�X�U�H�U���%�X�V�L�Q�H�V�V���U�H�P�D�L�Q�V���F�R�P�S�O�L�D�Q�W���Z�L�W�K���D�O�O���O�R�F�D�O���O�D�Z�V����
regulations, rules, and codes with respect to design, construction, operation, and security.  
 
Treeworks has also retained the law firm Vicente Sederberg LLC to assist with ongoing 
compliance with local zoning requirements.  
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August 20, 2018 

To whom it may concern, 

 Hoping summer has been treating you well. Starting up a new business can be tough. 
That is why the support of neighbors and town residents is much needed and appreciated. On 
behalf of Treeworks of Massachusetts, a start up cannabis product manufacturing company, 
our team of local individuals invites you to join our community outreach meeting. We are 
hoping for our new business to be located at 3 West Street West Hatfield MA 01088. The 
outreach meeting will be held at the Smith Academy High School on August 29th, at 6:00 PM. 
We will be giving a small presentation and answering questions. Please come to ask questions 
and support a local company.  

Thanks, 
Best regards 

Treeworks of MA 
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Plan to Positively Impact Areas of Disproportionate Impact    

Overview  

Treeworks of Massachusetts LLC (“Treeworks”) is dedicated to serving and supporting the areas around 
it, particularly those that are classified as areas of disproportionate impact. Marijuana businesses have 
an obligation to the health and well-being of their customers as well as the communities that have had 
historically high rates of arrest, conviction, and incarceration related to marijuana crimes. It is 
Treeworks’ intention to be a contributing, positive force in areas of disproportionate impact and to 
assist in changing the perception and stigma associated with marijuana use.   

Treeworks’ Team   

Treeworks currently employs one individual, including executives and board members, who reside in an 
area of disproportionate impact. Treeworks’ team consists of 4 individuals who have previously held 
positions in organizations that primarily serve areas of disproportionate impact or where primary 
responsibilities included economic education, resource provision, or empowerment to 
disproportionately impacted individuals or communities.    

 Goal #1  

Treeworks’ goal will be to maintain a staff with 25% of individuals that currently reside in an area of 
disproportionate impact or have lived for five of the preceding ten years in an area of disproportionate 
impact. Treeworks will specifically target employees from local communities Greenfield, Holyoke, 
Amherst and Springfield. Treeworks will also strive to maintain a staff comprised of at least 10% of 
individuals that have a drug-related CORI but are otherwise legally employable in a cannabis-related 
enterprise.  

Programs instituted to achieve this goal:   

Treeworks will post job openings during initial hiring phase, and at a minimum of once annually each in 
the Daily Hampshire Gazette (Amherst, Holyoke), Springfield Republican (Springfield, W. Springfield, 
Holyoke) and Greenfield Recorder (Greenfield). Job postings will include the statement that Treeworks is 
seeking applicants who live in the towns determined as areas of disproportionate impact by the CCC. 
Specifically targeting Holyoke, Springfield, Greenfield, Amherst and West Springfield. Postings will also 
include that Treeworks is seeking applicants with a drug-related CORI.   

Treeworks will offer assistance in transportation for employees, including encouraging ride-sharing and 
purchasing bus passes for applicants without their own form of transportation.  Our 3 West St facility is 
located in very close proximity to a bus stop in Hatfield on the FRTA Route 31 (Northampton-Greenfield) 
Bus. This stop is easily accessible for employees from Greenfield or via transfer in Northampton from 
PVTA Route B43 (Amherst-Northampton) or PVTA Routes R41 and B48 (Holyoke-Northampton) .  

Measurements for this goal:  

Treeworks will count the number of employees who currently reside or have lived for 5 of the past 10 
years in areas of disproportionate impact. Treeworks will count the number of employees who have a 
drug-related CORI. These numbers will be assessed from the total number of individuals hired to ensure 
that Treeworks is meeting the stated goals.   



Goal #2  

Treeworks will partner with towns of disproportionate impact including Greenfield, Amherst, and 
Holyoke to volunteer staff hours for community service.  

Program instituted to achieve this goal  

Treeworks will create an employee volunteer program (EVP). This comprehensive EVP will provide 
employees a paid day’s work of company mandated volunteer hours. We have communicated initially 
with the town of Amherst, specifically the town’s program “Get Involved” to sign up for a clean-up day 
on the Mill River in Amherst upon licensing. We are currently in communication with Holyoke and 
Greenfield regarding the allocation of volunteer hours in their communities. Literature on other 
volunteer opportunities will be provided with total employee volunteer hours equaling 8 hrs./person 
employed/per year in any one of the areas of disproportionate impact listed above.  

Measurements for this goal:  

Treeworks will keep track of employee volunteer hours (EVH) annually. For each license renewal 
Treeworks will report statistics on number of persons employed during the year and total EVH. 
Employee census will be taken quarterly and averaged throughout the year to create this number.  

For example:  

If Treeworks has 4 employees (including owners) to start Q1 2020   6 employees (including owners) to 
start Q2 2020   8 employees (including owners) to start Q3 2020   12 employees (including owners) to 
start Q4 2020 4+6+8+12 /4 = 7.5 = average employee census So 7.5* 8 hours/employee = Minimum of 
60 total EVH in areas of disproportionate impact  

 Goal #3  

Treeworks will help promote restorative justice by working with the law offices of Marvin Cable and 
local communities of disproportionate impact to educate on expungement of records. Past arrests for 
possessing a small amount of marijuana can be expunged. This is no longer a crime and strong job 
candidates are being denied work as a result of background checks. Our goal for year 1 of partnership is 
to help 20 people fill out forms to have records expunged.  

Program instituted to achieve this goal  

Treeworks will partner with Extravaganja Holyoke and local counsel the law offices of Marvin Cable and 
provide annual clinic on expungements for individuals with past drug offenses on their record. These 
clinics will be held at the event in Holyoke annually, and seek to attract individuals from areas of 
disproportionate impact.   

  

Measurements for this goal: Treeworks will count the amount of people who have been helped to fill 
out expungement document. This number will be assessed against the stated goal of 20 people helped 
for year 1 and reported to the CCC during license renewal. Goals for future years will be derived from 
the success and experience during year 1 of partnering with the event.  

 



Goal #4 

Treeworks will pursue relationships with local community college Holyoke Community College, including 
but not limited to, supporting scholarship funds, providing internships for business students and offering 
educational seminars.  

Program instituted to achieve this goal  

Treeworks is contributing $4,000.00 towards two scholarships at Holyoke Community College. The 
scholarships are specifically targeting students from disproportionately impacted communities or 
students with prior drug convictions  

The Cannabis Workforce Training Program is offered by Holyoke Community College and the Cannabis 
Community Care and Research Network, an approved Social Equity Vendor. The culinary portion is 
launching this fall. The remaining sections will begin in the Spring 2020 semester.   

Treeworks will donate $4,000 towards the 2 scholarships.  

Measurements for this goal  

Scholarships given to 2 students from areas of disproportionate impact or students with prior drug 
convictions.  Treeworks will report back to CCC annually with reports about scholarships. 

 Progress   

Progress and success of this plan will be documented and provided for the CCC upon renewal (one year 
from provisional licensure, and each year thereafter).  

Treeworks 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.  

Any actions taken, or programs instituted by Treeworks, will not violate the Commission’s regulations 
with respect to limitations on ownership or control or other applicable state laws.  
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Plan for Obtaining Liability Insurance  
  

1.) �7�U�H�H�Z�R�U�N�V���R�I���0�D�V�V�D�F�K�X�V�H�W�W�V���/�/�&�����³�7�U�H�H�Z�R�U�N�V�´�����S�O�D�Q�V���W�R���S�X�U�F�K�D�V�H���Y�L�D���L�W�V��
insurance agent, Corcoran & Havlin Insurance 287 Linden Street, Wellesley MA 
02482, to maintain general liability insurance coverage for no less than 
$1,000,000 per occurrence and $2,000,000 in aggregate annually and product 
liability coverage for no less than $1,000,000 per occurrence & $2,000,000 in 
aggregate annually. The policy deductible will be no higher than $5,000 per 
occurrence. Corcoran and Havlin has received a completed application for all 
required insurance.  

  
Contact at Corcoran and Havlin: Mark Sawyer, SVP                                                       
781-566-5103  

  
 

2.) Letter from Mark Sawyer, Contact at Corcoran and Havlin, SVP: 
 
This letter is provided as evidence to the Massachusetts governing authority for Cannabis 
licensing that our insurance firm has been engaged by Treeworks of Massachusetts, 
LLC  to provide all necessary and required insurances for your operations and the process 
to secure these insurance coverages are underway. We are in the process of securing the 
following: 
  

�x Commercial General Liability and Products Liability insurance in the amounts of 
$1,000,000 per occurrence and $2,000,000 aggregate limits 

�x �:�R�U�N�H�U�V�¶���&�R�P�S�H�Q�V�D�W�L�R�Q���,�Q�V�X�U�D�Q�F�H 
�x Property and all other related business insurance customary to this type of 

operation. (below is a cargo quote) 
  
Once the policies are secured and bound our offices will provide formal binders of 
insurance as evidence to the MA cannabis governing authority 
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Plan for Restricting Access to Age 21 and Older 
 
Pursuant to 935 CMR 500.050(5)(b), Treeworks of Massachus�H�W�W�V���/�/�&�����³�7�U�H�H�Z�R�U�N�V�´����
will only be accessible to consumers 21 years of age or older with a verified and valid, 
government-issued photo ID or in possession of a Program ID Card demonstrating the 
individual is a registered qualifying patient with the Medical Use of Marijuana Program. 
Upon entry into the premises of the marijuana establishment by an individual, a 
�7�U�H�H�Z�R�U�N�V���D�J�H�Q�W���Z�L�O�O���L�P�P�H�G�L�D�W�H�O�\���L�Q�V�S�H�F�W���W�K�H���L�Q�G�L�Y�L�G�X�D�O�¶�V���S�U�R�R�I���R�I���L�G�H�Q�W�L�I�L�F�D�W�L�R�Q���D�Q�G��
determ�L�Q�H���W�K�H���L�Q�G�L�Y�L�G�X�D�O�¶�V���D�J�H�����L�Q���D�F�F�R�U�G�D�Q�F�H���Z�L�W�K�����������&�0�5��������.140(2). 
 
In the event Treeworks discovers any of its agents intentionally or negligently sold 
marijuana to an individual under the age of 21, the agent will be immediately terminated 
and the CCC will be promptly notified, pursuant to 935 CMR 500.105(1)(l).  Treeworks 
will not hire any individuals who are under the age of 21 or who have been convicted of 
distribution of controlled substances to minors, pursuant to 935 CMR 500.030(1). 
 
Pursuant to 935 CMR 500.105(4), Treeworks will not engage in any marketing, 
advertising or branding practices that are targeted to, deemed to appeal to or portray 
minors under the age of 21. Treeworks will not engage in any advertising, marketing and 
branding by means of television, radio, internet, mobile applications, social media, or 
other electronic communication, billboard or other outdoor advertising, including 
charitable, sporting or similar events, unless at least 85% of the audience is reasonably 
expected to be 21 years of age or older as determined by reliable and current audience 
composition data. Treeworks will not manufacture or sell any edible products that 
resemble a realistic or fictional human, animal or fruit, including artistic, caricature or 
cartoon renderings, pursuant to 935 CMR 500.150(1)(b). In accordance with 935 CMR 
500.105(4)(a)(5), any marketing, advertising and branding materials for public viewing 
�Z�L�O�O���L�Q�F�O�X�G�H���D���Z�D�U�Q�L�Q�J���V�W�D�W�L�Q�J�����³For use only by adults 21 years of age or older.  Keep 
out of the reach of children. Marijuana can impair concentration, coordination and 
judgment. Do not operate a vehicle or machinery under the influence of marijuana.�´��
Pursuant to 935 CMR 500.105(6)(b), Treeworks packaging for any marijuana or 
marijuana products will not use bright colors, resemble existing branded products, feature 
cartoons or celebrities commonly used to market products to minors, feature images of 
minors or other words that refer to products commonly associated with minors or 
otherwise be attractive t�R���P�L�Q�R�U�V�����7�U�H�H�Z�R�U�N�V�¶���Z�H�E�V�L�W�H���Z�L�O�O���U�H�T�X�L�U�H���D�O�O���R�Q�O�L�Q�H���Y�L�Vitors to 
verify they are 21 years of age or older prior to accessing the website, in accordance with 
935 CMR 500.105(4)(b)(13). 
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Quality Control and Testing 
 
Quality Control 

Treeworks of Massachusetts LLC (�³�7�U�H�H�Z�R�U�N�V�´�����Z�L�O�O���F�R�P�S�O�\���Z�L�W�K���W�K�H���I�R�O�O�R�Z�L�Q�J���V�D�Qitary 
requirements: 

1. Any Treeworks agent whose job includes contact with marijuana or nonedible 
marijuana products, production, or packaging, is subject to the requirements for 
food handlers specified in 105 CMR 300.000, and all edible marijuana products 
will be prepared, handled, and stored in compliance with the sanitation 
requirements in 105 CMR 500.000, and with the requirements for food handlers 
specified in 105 CMR 300.000. 

2. Any Treeworks agent working in direct contact with preparation of marijuana or 
nonedible marijuana products will conform to sanitary practices while on duty, 
including: 

a. Maintaining adequate personal cleanliness; and 
b. Washing hands thoroughly in an adequate hand-washing area before 

starting work, and at any other time when hands may have become soiled 
or contaminated. 

3. �7�U�H�H�Z�R�U�N�V�¶���K�D�Q�G-washing facilities will be adequate and convenient and will be 
furnished with running water at a suitable temperature. Hand-washing facilities 
will be located �L�Q���7�U�H�H�Z�R�U�N�V�¶���S�U�R�G�X�F�W�L�R�Q���D�U�H�D�V���D�Q�G���Z�K�H�U�H���J�R�R�G���Vanitary practices 
require employees to wash and sanitize their hands, and will provide effective 
hand-cleaning and sanitizing preparations and sanitary towel service or suitable 
drying devices; 

4. �7�U�H�H�Z�R�U�N�V�¶���I�D�F�Llity will have sufficient space for placement of equipment and 
storage of materials as is necessary for the maintenance of sanitary operations; 

5. Treeworks will ensure that litter and waste is properly removed and disposed of 
so as to minimize the development of odor and minimize the potential for the 
waste attracting and harboring pests. The operating systems for waste disposal 
will be maintained in an adequate manner pursuant to 935 CMR 500.105(12); 

6. �7�U�H�H�Z�R�U�N�V�¶���I�O�R�R�U�V�����Z�D�O�O�V�����D�Q�G���F�H�L�O�L�Q�J�V���Z�L�O�O���E�H���F�R�Q�V�W�U�X�F�W�H�G in such a manner that 
they may be adequately kept clean and in good repair; 

7. �7�U�H�H�Z�R�U�N�V�¶���I�D�F�L�O�L�W�\���Z�L�O�O���K�D�Y�H���D�G�H�T�X�D�W�H���V�D�I�H�W�\���O�L�J�K�W�L�Q�J���L�Q���D�O�O���S�U�R�F�H�V�V�L�Q�J���D�Q�G��
storage areas, as well as areas where equipment or utensils are cleaned; 

8. �7�U�H�H�Z�R�U�N�V�¶���E�X�L�O�G�L�Q�J�V�����I�L�[�W�X�U�Hs, and other physical facilities will be maintained in 
a sanitary condition; 

9. Treeworks will ensure that all contact surfaces, including utensils and equipment, 
will be maintained in a clean and sanitary condition. Such surfaces will be cleaned 
and sanitized as frequently as necessary to protect against contamination, using a 
sanitizing agent registered by the US Environmental Protection Agency (EPA), in 
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accordance with labeled instructions. Equipment and utensils will be so designed 
and of such material and workmanship as to be adequately cleanable; 

10. All  toxic items will be identified, held, and stored in a manner that protects 
against contamination of marijuana products; 

11. Treeworks will ensure that its water supply is sufficient for necessary operations, 
and that such water supply is safe and potable; 

12. Tre�H�Z�R�U�N�V�¶���S�O�X�P�E�L�Q�J���Z�L�O�O���E�H���R�I���D�G�H�T�X�D�W�H���V�L�]�H���D�Q�G���G�H�V�L�J�Q�����D�Q�G���D�G�H�T�X�D�W�H�O�\��
installed and maintained to carry sufficient quantities of water to required 
locations throughout the marijuana establishment. Plumbing will properly convey 
sewage and liquid disposable waste from the marijuana establishment. There will 
be no cross-connections between the potable and waste water lines; 

13. Treeworks will provide its employees with adequate, readily accessible toilet 
facilities that are maintained in a sanitary condition and in good repair; 

14. Treeworks will hold all products that can support the rapid growth of undesirable 
microorganisms in a manner that prevents the growth of these microorganisms; 
and 

15. Treeworks will store and transport finished products under conditions that will 
protect them against physical, chemical, and microbial contamination, as well as 
against deterioration of finished products or their containers. 

 
�7�U�H�H�Z�R�U�N�V�¶���Y�H�K�L�F�O�H�V���D�Q�G���W�U�D�Q�V�S�R�U�W�D�W�L�R�Q���H�T�X�L�S�P�H�Q�W���X�V�H�G���L�Q��the transportation of marijuana 
products or edibles requiring temperature control for safety will be designed, maintained, 
and equipped as necessary to provide adequate temperature control to prevent the 
marijuana products or edibles from becoming unsafe during transportation, consistent 
with applicable requirements pursuant to 21 CFR 1.908(c). 
  
�7�U�H�H�Z�R�U�N�V���Z�L�O�O���H�Q�V�X�U�H���W�K�D�W���7�U�H�H�Z�R�U�N�V�¶���I�D�F�L�O�L�W�\���L�V���D�O�Z�D�\�V���P�D�L�Q�W�D�L�Q�H�G���L�Q���D���V�D�Q�L�W�D�U�\���I�D�V�K�L�R�Q��
and will comply with all applicable sanitary requirements. 
 
Treeworks will follow established policies and procedures for handling voluntary and 
mandatory recalls of marijuana products. Such procedures are sufficient to deal with 
recalls due to any action initiated at the request or order of the CCC, and any voluntary 
action by Treeworks to remove defective or potentially defective marijuana products 
from the market, as well as any action undertaken to promote public health and safety. 
 
Any inventory that becomes outdated, spoiled, damaged, deteriorated, mislabeled, or 
contaminated will be disposed of in accordance with the provisions of 935 CMR 
500.105(12), and any such waste will be stored, secured, and managed in accordance 
with applicable state and local statutes, ordinances, and regulations. 
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Treeworks will process marijuana in a safe and sanitary manner. Treeworks will process 
the leaves and flowers of the female marijuana plant only, which will be: 

�” Well-cured and generally free of seeds and stems; 
�” Free of dirt, sand, debris, and other foreign matter; 
�” Free of contamination by mold, rot, other fungus, and bacterial diseases; 
�” Prepared and handled on food-grade stainless steel tables; and 
�” Packaged in a secure area. 

  
All edible products will be prepared, handled, and stored in compliance with the 
sanitation requirements in 105 CMR 590.000: Minimum Sanitation Standards for Food 
Establishments. 
  
Testing 

Treeworks will not sell or otherwise market marijuana or marijuana products that are not 
capable of being tested by Independent Testing Laboratories, except as allowed under 
935 CMR 500.000. No marijuana product will be sold or otherwise marketed for adult 
use that has not first been tested by an Independent Testing Laboratory and deemed to 
�F�R�P�S�O�\���Z�L�W�K���W�K�H���V�W�D�Q�G�D�U�G�V���U�H�T�X�L�U�H�G���X�Q�G�H�U�����������&�0�5���������������������7�H�V�W�L�Q�J���R�I���7�U�H�H�Z�R�U�N�V�¶��
marijuana products will be performed by an Independent Testing Laboratory in 
compliance with the Protocol for Sampling and Analysis of Finished Medical Marijuana 
Products and Marijuana-infused Products, as amended in November 2016, published by 
the DPH. Testing of T�U�H�H�Z�R�U�N�V�¶���H�Q�Y�L�U�R�Q�P�H�Q�W�D�O���P�H�G�L�D���Z�L�O�O���E�H���S�H�U�I�R�U�P�H�G���L�Q���Fompliance 
with the Protocol for Sampling and Analysis of Environmental Media for Massachusetts 
Registered Medical Marijuana Dispensaries published by the DPH. 
  
�7�U�H�H�Z�R�U�N�V�¶���S�R�O�L�F�\���R�I���U�H�V�S�R�Q�G�L�Q�J���W�R���O�D�E�R�U�D�W�Rry results that indicate contaminant levels are 
above acceptable limits established in the DPH protocols identified in 935 CMR 
500.160(1) include notifying the CCC within 72 hours of any laboratory testing results 
indicating that the contamination cannot be remediated and disposing of the production 
batch. Such notification will describe a proposed plan of action for both the destruction of 
the contaminated product and the assessment of the source of contamination. 
  
Treeworks will maintain testing results in compliance with 935 CMR 500.000 et seq and 
the record keeping policies described herein, and will maintain the results of all testing 
for no less than one year. 
  
All transportation of marijuana to and from Independent Testing Laboratories providing 
marijuana testing services will comply with 935 CMR 500.105(13). All storage of 
�7�U�H�H�Z�R�U�N�V�¶���P�D�U�L�M�X�D�Q�D���D�W���D���O�D�E�R�U�D�W�R�U�\���S�U�R�Y�L�G�L�Q�J���P�D�U�L�M�X�D�Q�D���W�H�V�W�L�Q�J���V�H�U�Y�L�F�H�V���Z�L�O�O���F�R�P�S�O�\��
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with 935 CMR 500.105(11). All excess marijuana will be disposed in compliance with 
935 CMR 500.105(12), either by the Independent Testing Laboratory returning excess 
marijuana to Treeworks for disposal or by the Independent Testing Laboratory disposing 
of it directly. 
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Recordkeeping Procedures 
 
General Overview 

�7�U�H�H�Z�R�U�N�V���R�I���0�D�V�V�D�F�K�X�V�H�W�W�V���/�/�&�����³�7�U�H�H�Z�R�U�N�V�´�����K�D�V���H�V�W�D�E�O�L�V�K�H�G���S�R�O�L�F�L�H�V���U�H�J�D�U�G�L�Q�J��
recordkeeping and record-retention in order to ensure the maintenance, safe keeping, and 
accessibility of critical documents. Electronic and wet signatures are accepted forms of 
execution of Treeworks documents. Records will be stored at Treeworks in a locked 
room designated for record retention. All written records will be available for inspection 
by the CCC upon request. 
 
Recordkeeping 

To ensure that Treeworks is keeping and retaining all records as noted in this policy, 
reviewing Corporate Records, Business Records, and Personnel Records to ensure 
completeness, accuracy, and timeliness of such documents will occur as part of 
�7�U�H�H�Z�R�U�N�V�¶��quarter-�H�Q�G���F�O�R�V�L�Q�J���S�U�R�F�H�G�X�U�H�V�����,�Q���D�G�G�L�W�L�R�Q�����7�U�H�H�Z�R�U�N�V�¶���R�S�H�U�D�W�L�Q�J���S�U�R�F�H�G�X�U�H�V��
will be updated on an ongoing basis as needed and undergo a review by the executive 
management team on an annual basis.  

�” Corporate Records: are defined as those records that require, at a minimum, 
annual reviews, updates, and renewals, including: 

�|  Insurance Coverage: 
�v Directors & Officers Policy 
�v Product Liability Policy 
�v General Liability Policy       
�v Umbrella Policy 
�v Workers Compensation Policy 
�v Employer Professional Liability Policy 

�|  Third-Party Laboratory Contracts 
�|  CCC Requirements: 

�v  Annual Agent Registration 
�v  Annual Marijuana Establishment Registration 

�|  Local Compliance: 
�v Certificate of Occupancy 
�v Special Permits 
�v Variances 
�v Site Plan Approvals 
�v As-Built Drawings 

�|  Corporate Governance: 
�v Annual Report 
�v Secretary of State Filings 



2 

�” Business Records: Records that require ongoing maintenance and updates. These 
records can be electronic or hard copy (preferably electronic) and at minimum 
include: 

�|  Assets and liabilities; 
�|  Monetary transactions; 
�|  Books of accounts, which will include journals, ledgers, and supporting 

documents, agreements, checks, invoices, and vouchers; 
�|  Sales records including the quantity, form, and cost of marijuana products; 
�|  Salary and wages paid to each agent, and any executive compensation, 

bonus, benefit, or item of value paid to any individual affiliated with 
Treeworks, including members, if any. 

�” Personnel Records: At a minimum will include: 
�|  Job descriptions for each agent and volunteer position, as well as 

organizational charts consistent with the job descriptions; 
�|  A personnel record for each marijuana establishment agent. Such records 

will be maintained for at least twelve (12) months after termination of the 
agent�¶�V���D�I�I�L�O�L�D�W�L�R�Q���Z�L�W�K���7�U�H�H�Z�R�U�N�V���D�Q�G���Z�L�O�O���L�Q�F�O�X�G�H, at a minimum, the 
following: 

�v All materials submitted to the CCC pursuant to 935 CMR 
500.030(2); 

�v Documentation of verification of references; 
�v The job description or employment contract that includes duties, 

authority, responsibilities, qualifications, and supervision; 
�v 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; 

�v Documentation of periodic performance evaluations; and 
�v A record of any disciplinary action taken. 
�v Notice of completed responsible vendor and eight-hour related 

duty training. 
�|  A staffing plan that will demonstrate accessible business hours and safe 

cultivation conditions; 
�|  Personnel policies and procedures; and 
�|  All background check reports obtained in accordance with 935 CMR 

500.030. 
�” Handling and Testing of Marijuana Records 

�|  Treeworks will maintain the results of all testing for a minimum of one (1) 
year. 
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�” Inventory Records 
�|  The record of each inventory will include, at a minimum, the date of the 

inventory, a summary of the inventory findings, and the names, signatures, 
and titles of the agents who conducted the inventory. 

�” Seed-to-Sale Tracking Records 
�|  Treeworks will use [POS Software] to maintain real-time inventory. [POS 

Software] inventory reporting meets the requirements specified by the 
CCC and 935 CMR 500.105(8)(c) and (d), including, at a minimum, an 
inventory of marijuana plants; marijuana plant-seeds and clones in any 
phase of development such as propagation, vegetation, flowering; 
marijuana ready for dispensing; all marijuana products; and all damaged, 
defective, expired, or contaminated marijuana and marijuana products 
awaiting disposal. 

�|  Inventory records will include, at a minimum, the date of the inventory, a 
summary of the inventory findings, and the names, signatures, and titles of 
the individuals who conducted the inventory. 

�” Incident Reporting Records 
�|  Within ten (10) calendar days, Treeworks will provide written notice to 

the CCC of any incident described in 935 CMR 500.110(7)(a), by 
submitting an incident report, detailing the incident, the investigation, the 
findings, resolution (if any), confirmation that the Police Department and 
CCC were notified within twenty-four (24) hours of discovering the 
breach, and any other relevant information. Reports and supporting 
documents, including photos and surveillance video related to a reportable 
incident, will be maintained by Treeworks for no less than one year or the 
duration of an open investigation, whichever is longer, and made available 
to the CCC and law enforcement authorities upon request. 

�” Visitor Records 
�|  A visitor sign-in and sign-out record will be maintained at the security 

�R�I�I�L�F�H�����7�K�H���U�H�F�R�U�G���Z�L�O�O���L�Q�F�O�X�G�H���W�K�H���Y�L�V�L�W�R�U�¶�V���Q�D�P�H�����D�G�G�U�H�V�V�����R�U�J�D�Q�L�]�D�W�L�R�Q���R�U��
firm, date, time in and out, and the name of the authorized agent who will 
be escorting the visitor. 

�” Waste Disposal Records 
�|  When marijuana or marijuana products are disposed of, Treeworks will 

create and maintain a written record of the date, the type and quantity 
disposed of or handled, the manner of disposal or other handling, the 
location of disposal or other handling, and the names of the two 
Treeworks agents present during the disposal or handling, with their 
signatures. Treeworks will keep disposal records for at least three (3) 
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years. This period will automatically be extended for the duration of any 
enforcement action and may be extended by an order of the CCC. 

�” Security Records 
�|  A current list of authorized agents and service personnel that have access 

to the surveillance room will be available to the CCC upon request. 
�|  Twenty-four (24) hour recordings from all video cameras that are 

available for immediate viewing by the CCC upon request and that are 
retained for at least ninety (90) calendar days. 

�” Transportation Records 
�|  Treeworks will retain all shipping manifests for a minimum of one (1) 

year and make them available to the CCC upon request. 
�” Agent Training Records 

�|  Documentation of all required training, including training regarding 
privacy and confidentiality requirements, and a signed statement of the 
individual indicating the date, time, and place he or she received the 
training, the topics discussed and the name and title of the presenter(s). 

�” Closure 
�|  In the event Treeworks closes, all records will be kept for at least two (2) 

�\�H�D�U�V���D�W���7�U�H�H�Z�R�U�N�V�¶���H�[�S�H�Q�V�H���L�Q���D���I�R�U�P�����H�O�H�F�W�U�R�Q�L�F�����K�D�U�G���F�R�S�L�H�V�����H�W�F�������D�Q�G��
location acceptable to the CCC. In addition, Treeworks will communicate 
with the CCC during the closure process and accommodate any additional 
requests the CCC or other agencies may have. 

�” Written Operating Policies and Procedures: Policies and Procedures related to 
�7�U�H�H�Z�R�U�N�V�¶���R�S�H�U�Dtions will be updated on an ongoing basis as needed and 
undergo a review by the executive management team on an annual basis. Policies 
and Procedures will include the following: 

�|  Security measures in compliance with 935 CMR 500.110; 
�|  Agent security policies, including personal safety and crime prevention 

techniques; 
�|  �$���G�H�V�F�U�L�S�W�L�R�Q���R�I���7�U�H�H�Z�R�U�N�V�¶���K�R�X�U�V���R�I���R�S�H�U�D�W�L�R�Q���D�Q�G���D�I�W�H�U-hours contact 

information, which will be provided to the CCC, made available to law 
enforcement officials upon request, and updated pursuant to 935 CMR 
500.000. 

�|  Storage of marijuana in compliance with 935 CMR 500.105(11); 
�|  Description of the various strains of marijuana to be cultivated, processed 

or sold, as applicable, and the form(s) in which marijuana will be 
dispensed; 

�|  Procedures to ensure accurate recordkeeping, including inventory 
protocols in compliance with 935 CMR 500.160; 
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�|  Plans for quality control, including product testing for contaminants in 
compliance with 935 CMR 500.160; 

�|  A staffing plan and staffing records in compliance with 935 CMR 
500.105(9); 

�|  Emergency procedures, including a disaster plan with procedures to be 
followed in case of fire or other emergencies; 

�|  Alcohol, smoke, and drug-free workplace policies; 
�|  A plan describing how confidential information will be maintained; 
�|  Policy for the immediate dismissal of any dispensary agent who has: 

�v Diverted marijuana, which will be reported the Police Department 
and to the CCC; 

�v Engaged in unsafe practices with regard to Treeworks operations, 
which will be reported to the CCC; or 

�v Been convicted or entered a guilty plea, plea of nolo contendere, or 
admission to sufficient facts of a felony drug offense involving 
distribution to a minor in the Commonwealth, or a like violation of 
the laws of another state, the United States or a foreign 
jurisdiction, or a military, territorial, or Native American tribal 
authority. 

�|  A list of all executives of Treeworks, and members, if any, of the licensee 
must be made available upon request by any individual.  935 CMR 
500.105(1)(m) requirement may be fulfilled by placing this information on 
�7�U�H�H�Z�R�U�N�V�¶���Z�H�E�V�L�W�H�� 

�|  Policies and procedures for the handling of cash on Treeworks premises 
including but not limited to storage, collection frequency and transport to 
financial institution(s). 

�|  Policies and procedures to prevent the diversion of marijuana to 
individuals younger than 21 years old. 

�|  Policies and procedures for energy efficiency and conservation that will 
include: 

�v Identification of potential energy use reduction opportunities 
(including but not limited to natural lighting, heat recovery 
ventilation and energy efficiency measures), and a plan for 
implementation of such opportunities; 

�v Consideration of opportunities for renewable energy generation, 
including, where applicable, submission of building plans showing 
where energy generators could be placed on site, and an 
explanation of why the identified opportunities were not pursued, 
if applicable; 



6 

�v Strategies to reduce electric demand (such as lighting schedules, 
active load management and energy storage); and 

�v Engagement with energy efficiency programs offered pursuant to 
M.G.L. c. 25 § 21, or through municipal lighting plants. 

 
Record-Retention 

Treeworks will meet CCC recordkeeping requirements and retain a copy of all records 
for two (2) years, unless otherwise specified in the regulations. 
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Maintaining of Financial Records 
 
�7�U�H�H�Z�R�U�N�V���R�I���0�D�V�V�D�F�K�X�V�H�W�W�V���/�/�&�
�V�����³�7�U�H�H�Z�R�U�N�V�´�����R�S�H�U�D�W�L�Q�J���S�R�O�L�F�L�H�V���D�Q�G���S�U�R�F�H�G�X�U�H�V��
�H�Q�V�X�U�H���I�L�Q�D�Q�F�L�D�O���U�H�F�R�U�G�V���D�U�H���D�F�F�X�U�D�W�H���D�Q�G���P�D�L�Q�W�D�L�Q�H�G���L�Q���F�R�P�S�O�L�D�Q�F�H���Z�L�W�K���W�K�H���&�&�&�¶�V���$�G�X�O�W��
Use of Marijuana regulations (935 CMR 500). Financial records maintenance measures 
include policies and procedures requiring that: 

�” Confidential information will be maintained in a secure location, kept separate 
from all other records, and will not be disclosed without the written consent of the 
individual to whom the information applies, or as required under law or pursuant 
to an order from a court of competent jurisdiction; provided however, the CCC 
may access this information to carry out its official duties.   

�” All recordkeeping requirements under 935 CMR 500.105(9) are followed, 
including: 

�|  Keeping written business records, available for inspection, and in 
accordance with generally accepted accounting principles, which will 
include manual or computerized records of: 

�v Assets and liabilities; 
�v Monetary transactions; 
�v Books of accounts, which will include journals, ledgers, and 

supporting documents, agreements, checks, invoices, and 
vouchers; 

�v Sales records including the quantity, form, and cost of marijuana 
products; and 

�v Salary and wages paid to each employee and any executive 
compensation, bonus, benefit, or item of value paid to any 
individual affiliated with a marijuana establishment, including 
members, if any. 

�” All sales recording requirements under 935 CMR 500.140(6) are followed, 
including: 

�|  Utilizing a point-of-sale (POS) system approved by the CCC, in 
consultation with the DOR, and a sales recording module approved by 
DOR; 

�|  Conducting a monthly analysis of its equipment and sales date, and 
maintaining records, available to the CCC upon request, that the monthly 
analysis has been performed; 

�|  Complying with 830 CMR 62C.25.1: Record Retention and DOR 
Directive 16-1 regarding recordkeeping requirements; 

�|  Adopting separate accounting practices at the point-of-sale for marijuana 
and marijuana product sales, and non-marijuana sales; 
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�|  Maintaining such records that would allow for the CCC and the DOR to 
audit and examine the point-of-sale system used in order to ensure 
compliance with Massachusetts tax laws and 935 CMR 500; and 

�” Additional written business records will be kept, including, but not limited to, 
records of: 

�|  Compliance with liability insurance coverage or maintenance of escrow 
requirements under 935 CMR 500.105(10) and all bond or escrow 
requirements under 935 CMR 500.105(16); 

�|  �)�H�H�V���S�D�L�G���X�Q�G�H�U�����������&�0�5�������������������R�U���D�Q�\���R�W�K�H�U���V�H�F�W�L�R�Q���R�I���W�K�H���&�&�&�¶�V��
regulations; and 

�|  Fines or penalties, if any, paid under 935 CMR 500.550 or any other 
�V�H�F�W�L�R�Q���R�I���W�K�H���&�&�&�¶�V���U�H�J�X�O�D�W�L�R�Q�V�� 
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Qualifications and Training 
 
Treeworks will ensure that all employees hired to work at a Treeworks facility will be 
qualified to work as a marijuana establishment agent and properly trained to serve in their 
respective roles in a compliant manner.  
 
Qualifications 

In accordance with 935 CMR 500.030, a candidate for employment as a marijuana 
establishment agent must be 21 years of age or older. In addition, the candidate cannot 
have been convicted of a criminal 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.  
 
Treeworks will also ensure that its employees are suitable for registration consistent with 
the provisions of 935 CMR 500.802. In the event that Treeworks discovers any of its 
agents are not suita�E�O�H���I�R�U���U�H�J�L�V�W�U�D�W�L�R�Q���D�V���D���P�D�U�L�M�X�D�Q�D���H�V�W�D�E�O�L�V�K�P�H�Q�W���D�J�H�Q�W�����W�K�H���D�J�H�Q�W�¶�V��
employment will be terminated, and Treeworks will notify the CCC within one (1) 
business day that the agent is no longer associated with the establishment.  
 
Training 

As required by 935 CMR 500.105(2), and prior to performing job functions, each of 
�7�U�H�H�Z�R�U�N�V�¶���D�J�H�Q�W�V���Z�L�O�O���V�X�F�F�H�V�V�I�X�O�O�\���F�R�P�S�O�H�W�H���D���F�R�P�S�U�H�K�H�Q�V�L�Y�H���W�U�D�L�Q�L�Q�J���S�U�R�J�U�D�P��that is 
�W�D�L�O�R�U�H�G���W�R���W�K�H���U�R�O�H�V���D�Q�G���U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V���R�I���W�K�H���D�J�H�Q�W�¶�V���M�R�E���I�X�Q�F�W�L�R�Q�����$�J�H�Q�W���W�U�D�L�Q�L�Q�J���Z�L�O�O���D�W��
least include the Responsible Vendor Program and eight (8) hours of on-going training 
annually.  
 
�2�Q���R�U���D�I�W�H�U���-�X�O�\���������������������D�O�O���R�I���7�U�H�H�Z�R�U�N�V�¶���F�X�U�U�H�Q�W���R�Z�Qers, managers, and employees will 
have attended and successfully completed a Responsible Vendor Program operated by an 
education provider accredited by the CCC to provide the annual minimum of two hours 
of responsible vendor training to marijuana establish�P�H�Q�W���D�J�H�Q�W�V�����7�U�H�H�Z�R�U�N�V�¶���Q�H�Z�����Q�R�Q-
administrative employees will complete the Responsible Vendor Program within 90 days 
�R�I���W�K�H���G�D�W�H���W�K�H�\���D�U�H���K�L�U�H�G�����7�U�H�H�Z�R�U�N�V�¶���R�Z�Q�H�U�V�����P�D�Q�D�J�H�U�V�����D�Q�G���H�P�S�O�R�\�H�H�V���Z�L�O�O���W�K�H�Q��
successfully complete the program once every year thereafter. Treeworks will also 
encourage administrative employees who do not handle or sell marijuana to take the 
responsi�E�O�H���Y�H�Q�G�R�U���S�U�R�J�U�D�P���R�Q���D���Y�R�O�X�Q�W�D�U�\���E�D�V�L�V���W�R���K�H�O�S���H�Q�V�X�U�H���F�R�P�S�O�L�D�Q�F�H�����7�U�H�H�Z�R�U�N�V�¶��
records of responsible vendor training program compliance will be maintained for at least 
four (4) years and made available during normal business hours for inspection by the 
CCC and any other state licensing authority upon request. 
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�$�V���S�D�U�W���R�I���W�K�H���5�H�V�S�R�Q�V�L�E�O�H���9�H�Q�G�R�U���S�U�R�J�U�D�P�����7�U�H�H�Z�R�U�N�V�¶���D�J�H�Q�W�V���Z�L�O�O���U�H�F�H�L�Y�H��training on a 
variety of topics relevant to marijuana establishment operations, including but not limited 
to the following: 

1. Ma�U�L�M�X�D�Q�D�¶�V���H�I�I�H�F�W���R�Q���W�K�H���K�X�P�D�Q���E�R�G�\�����L�Q�F�O�X�G�L�Q�J���S�K�\�V�L�F�D�O���H�I�I�H�F�W�V���E�D�V�H�G���R�Q���G�L�I�I�H�U�H�Q�W��
types of marijuana products and methods of administration, and recognizing the 
visible signs of impairment;  

2. Best practices for diversion prevention and prevention of sales to minors; 
3. Compliance with tracking requirements;  
4. Acceptable forms of identification, including verification of valid photo 

identification and medical marijuana registration and confiscation of fraudulent 
identifications;  

5. Such other areas of training determined by the CCC to be included; and 
6. Other significant state laws and rules affecting operators, such as: 

�” Local and state licensing and enforcement; 
�” Incident and notification requirements; 
�” Administrative and criminal liability and license sanctions and court sanctions; 
�” Waste disposal and health and safety standards; 
�” Patrons prohibited from bringing marijuana onto licensed premises; 
�” Permitted hours of sale and conduct of establishment; 
�” Permitting inspections by state and local licensing and enforcement authorities; 
�” Licensee responsibilities for activities occurring within licensed premises; 
�” Maintenance of records and privacy issues; and 
�” Prohibited purchases and practices.  
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Personnel Policies Including Background Checks 
 

Overview 

�7�U�H�H�Z�R�U�N�V���R�I���0�D�V�V�D�F�K�X�V�H�W�W�V���/�/�&�����³�7�U�H�H�Z�R�U�N�V�´�����Z�L�O�O���P�D�L�Q�W�D�L�Q���S�H�U�V�R�Q�Q�H�O���U�H�F�R�U�G�V���D�V���D���V�H�S�D�U�D�W�H��
category of records due to the sensitivity and importance of information concerning agents, 
including registration status and background check records. Treeworks will keep, at a minimum, 
the following personnel records: 

�” Job descriptions for each employee and volunteer position, as well as organizational 
charts consistent with the job descriptions; 

�” A personnel record for each marijuana establishment agent; 
�” A staffing plan that will demonstrate accessible business hours and safe conditions; 
�” Personnel policies and procedures; and 
�” All background check reports obtained in accordance with 935 CMR 500.030. 

 
Job Descriptions 

Director of Security: Under the supervision of the Chief Executive Officer, the Director of 
Security is responsible for the development and overall management of the Security Policies and 
Procedures for Treeworks, while implementing, administering, and revising the policies as 
needed. In addition, the Director of Security will perform the following duties: 

�” Provide general training to Treeworks agents during new hire orientation or re-current 
trainings throughout the year; 

�” Provide training specific for Security Agents prior to the Security Agent commencing job 
functions; 

�” Review and approve incident reports and other reports written by Security Agents prior to 
submitting to the executive management team�² follow up with security agent if needed; 

�” Maintain lists of agents authorized to access designated areas of the Treeworks facility, 
including cash and product storage vaults, the surveillance and network equipment room, 
and other highly sensitive areas of the Treeworks facility; 

�” Lead a working group comprised of the Chief Executive Officer, Chief Operating 
Officer, and any other designated advisors to ensure the current policies and procedures 
are properly implemented, integrated, effective, and relevant to ensure the safety of 
Treeworks agents and assets; 

�” Ensure that all required background checks have been completed and documented prior 
to an agent performing job functions; ensure agent is granted appropriate level of access 
to the facility necessary to complete his/her job functions; 

�” Maintain all security-related records, incident reports and other reports written by 
security agents; 

�” Evaluate and determine the number of security agents assigned to each shift and proper 
shift change times; and 

�” Maintain frequent contact with local law enforcement authorities. 
 
Security Agent�����6�H�F�X�U�L�W�\���$�J�H�Q�W�V���P�R�Q�L�W�R�U���7�U�H�H�Z�R�U�N�V�¶���V�H�F�X�U�L�W�\���V�\�V�W�H�P�V���L�Q�F�O�X�G�L�Q�J��alarms, video 
surveillance, and motion detectors. Security Agents are responsible for ensuring that only 
authorized individuals are permitted access to the Treeworks facility by verifying appropriate ID 



cards and other forms of identification. In addition, Security Agents perform the following duties 
and other duties upon request: 

�” Investigate, communicate, and provide leadership in the event of an emergency such as 
an intrusion, fire, or other threat that jeopardizes customers, authorized visitors, and 
Treeworks agents; 

�” Respond and investigate security situations and alarm calls; clearly document the incident 
and details surrounding the incident in a written report for the Director of Security; 

�” Oversee the entrance to the facility and verify credentials of each person seeking access 
to the Treeworks facility; 

�” Answer routine inquiries; 
�” Log entries, and maintain visitor log; 
�” Escort authorized visitors in restricted access areas; and 
�” Escort Treeworks agents from the facility during non-business hours and perform 

security checks at designated intervals. 
 
Inventory Manager: The Inventory Manager is responsible for inventory on a day-to-day basis as 
well as the weekly and monthly inventory counts and waste disposal requirements. The inventory 
manager will perform the comprehensive annual inventory in conjunction with the executive 
management team. Additional duties include, but are not limited to: 

�” Implementing inventory controls to track and account for all dispensary inventory; 
�” Implementing procedures and notification policies for proper disposal; 
�” Maintaining records, including operating procedures, inventory records, audit records, 

storage and transfer records; 
�” �0�D�L�Q�W�D�L�Q�L�Q�J���G�R�F�X�P�H�Q�W�V���Z�L�W�K���H�D�F�K���G�D�\�¶�V���E�H�J�L�Q�Q�L�Q�J�����D�F�T�X�L�V�L�W�L�R�Q�V�����V�D�O�H�V�����G�L�V�S�R�V�D�O�� and 

ending inventory; and 
�” Proper storing, labeling, tracking, and reporting of inventory. 

 
Inventory Associate: Inventory Associates support the Inventory Manager during day-to-day 
operations. Responsibilities include, but are not limited to: 

�” Maintaining records, including operating procedures, inventory records, audit records, 
storage and transfer records; 

�” Mainta�L�Q�L�Q�J���G�R�F�X�P�H�Q�W�V���Z�L�W�K���H�D�F�K���G�D�\�¶�V���E�H�J�L�Q�Q�L�Q�J�����D�F�T�X�L�V�L�W�L�R�Q�V�����V�D�O�H�V�����G�L�V�S�R�V�D�O and 
ending inventory; 

�” Ensuring products are properly stored, labeled, and recorded in the [POS Software] 
system; 

�” Ensuring waste is properly stored; and 
�” Coordinating the waste disposal �V�F�K�H�G�X�O�H���D�Q�G���H�Q�V�X�U�L�Q�J���7�U�H�H�Z�R�U�N�V�¶���S�R�O�L�F�L�H�V���D�Q�G��

procedures for waste disposal are adhered to. 
 
Human Resources Manager: The Human Resources Manager at Treeworks will support the 
executive management team on a day-to-day basis to effectively implement all personnel policies 
and procedures for Treeworks, including hiring processes. The Human Resources Manager will: 

�” Oversee hiring and release of Treeworks agents; 
�” Review and revise Treeworks personnel policies and procedures in consultation with the 

executive management team and department managers; 



�” Develop training schedules and policies for Treeworks agents under the supervision of 
the executive management team and department managers; 

�” Handle any and all agent discipline as necessary; 
�” Ensure compliance with any and all workplace policy laws and requirements; and 
�” Be responsible for such additional human resources tasks as determined by the executive 

management team. 
 
 
Production Manager: Responsible for production of all concentrates and marijuana products 
created by Treeworks. This includes, but is not limited to: 

�” Managing inventory and par-levels of all concentrate and marijuana products, including 
integration into the [POS Software]; 

�” Creating raw Super Critical CO2 (SCCO2) concentrate; 
�” Creating distilled, high-purity concentrate for use in marijuana products and vaporizer 

cartridges; 
�” Creating all marijuana products; 
�” Organizing extraction schedule based on availability of cultivated material; 
�” Maintaining a rigid cleaning schedule that all lab agents must adhere to; 
�” Ensuring safety pursuant to established safety protocols; 
�” Coordinating facility repairs and maintenance; 
�” Supervising and training agents in an ongoing manner; and 
�” Providing mandatory training for new agents. 

 
Lab/Production Assistant: Responsible for supporting the Production Manager during day-to-day 
operations. This includes, but is not limited to: 

�” Drying and grinding cultivated material in preparation for SCCO2 extraction; 
�” Unpacking and cleaning the SCCO2 extractor; 
�” Cleaning and sanitization of all lab glassware; 
�” Cleaning and sanitization of all kitchen cookware and utensils; 
�” Cleaning and sanitization of the distillation still; 
�” Routine scheduled maintenance of all equipment; and 
�” Assisting with packaging of all concentrate and marijuana products to be sold. 

 
Agent Personnel Records 

 

Personnel records for each agent will be maintained for at least twelve (12) months after 
�W�H�U�P�L�Q�D�W�L�R�Q���R�I���W�K�H���D�J�H�Q�W�¶�V���D�I�I�L�O�L�D�W�L�R�Q���Z�L�W�K���7�U�H�H�Z�R�U�N�V���D�Q�G���Z�L�O�O���L�Q�F�O�X�G�H�����D�W���D���P�L�Q�L�P�X�P�����W�K�H��
following: 

�” All materials submitted to the Commission pursuant to 935 CMR 500.030(2); 
�” Documentation of verification of references; 
�” The job description or employment contract that includes duties, authority, 

responsibilities, qualifications, and supervision; 
�” 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; 



�” Documentation of periodic performance evaluations; 
�” A record of any disciplinary action taken; 
�” Notice of completed responsible vendor and eight-hour related duty training; 
�” Results of initial background investigation, including CORI reports; and 
�” Documentation of all security related events (including violations) and the results of any 

investigations and description of remedial actions, restrictions, or additional training 
required as a result of an incident. 

 
Personnel records will be kept in a secure location to maintain confidentiality and be only 
�D�F�F�H�V�V�L�E�O�H���W�R���W�K�H���D�J�H�Q�W�¶�V���P�D�Q�D�J�H�U���R�U���P�H�P�E�H�U�V���R�I���W�K�H���H�[�H�F�X�W�L�Y�H���P�D�Q�D�J�H�P�H�Q�W���W�H�D�P�� 

 
Staffing Plan and Business Hours 

 

Hiring and Recruitment 

�7�U�H�H�Z�R�U�N�V�¶���+�X�P�D�Q���5�H�V�R�X�U�F�H���0�D�Q�D�J�H�U���Z�L�O�O���H�Q�J�D�J�H���W�K�H���H�[�H�F�X�W�L�Y�H���P�D�Q�D�J�H�P�H�Q�W���W�H�D�P���D�Q�G��
management staff on a regular basis to determine if vacancies are anticipated of whether specific 
�S�R�V�L�W�L�R�Q�V���Q�H�H�G���W�R���E�H���F�U�H�D�W�H�G���L�Q���U�H�V�S�R�Q�V�H���W�R���F�R�P�S�D�Q�\���Q�H�H�G�V�����7�U�H�H�Z�R�U�N�V�¶���K�L�U�L�Q�J���Sractices will 
include but are not limited to the following and apply to all types of working situations including 
hiring, firing, promotions, harassment, training, wages and benefits: 

�” Equal Employment Opportunity Commission (EEOC) Compliance; 
�” �7�U�H�H�Z�R�U�N�V�¶���'�Lversity Plan and Community Initiatives; 
�” �7�U�H�H�Z�R�U�N�V�¶���3�O�D�Q���W�R���3�R�V�L�W�L�Y�H�O�\���,�P�S�D�F�W���$�U�H�D�V���R�I���'�L�V�S�U�R�S�R�U�W�L�R�Q�D�W�H Impact; 
�” Background Checks and References; 
�” Mandatory reporting of criminal convictions (and termination if necessary); 
�” State and Federal Family Leave Act; 
�” Workplace Safety Laws; 
�” State and Federal Minimum Wage Requirements; and 
�” Non-Disclosure and Non-Complete Agreements 

 
Standards of Conduct 

Treeworks is committed to maintaining an environment conducive to the health and wellbeing of 
�F�X�V�W�R�P�H�U�V���D�Q�G���H�P�S�O�R�\�H�H�V�����,�W���L�V���7�U�H�H�Z�R�U�N�V�¶���P�L�V�V�L�R�Q���W�R���S�U�R�Y�L�G�H���D���S�U�R�I�H�V�V�L�R�Q�D�O���Z�R�U�N�S�O�D�F�H���I�U�H�H��
from harassment and discrimination for employees. Treeworks will not tolerate harassment or 
discrimination on the basis of sex, race, color, national origin, age, religion, disability, sexual 
orientation, gender identity, gender expression, or any other trait or characteristic protected by 
any applicable federal, state, or local law or ordinance. Harassment or discrimination on the basis 
�R�I���D�Q�\���S�U�R�W�H�F�W�H�G���W�U�D�L�W���R�U���F�K�D�U�D�F�W�H�U�L�V�W�L�F���L�V���F�R�Q�W�U�D�U�\���W�R���7�U�H�H�Z�R�U�N�V�¶���Y�D�O�X�H�V���D�Q�G���L�V���D���Y�L�R�O�D�W�L�R�Q���R�I���W�K�H��
Company Code of Conduct. Harassment is a form of discrimination. There is a broad range of 
behavior that could constitute harassment. In general, harassment is any verbal or physical 
conduct that: 

�” Has the purpose or effect of creating an intimidating, hostile, or offensive working 
environment; 

�” Has the purpose or effect of unreasonably interfering �Z�L�W�K���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V work 
performance; or 

�” �$�G�Y�H�U�V�H�O�\���D�I�I�H�F�W�V���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���H�P�S�O�R�\�P�H�Q�W opportunities. 



 

Employees are expected to maintain the highest degree of professional behavior. All harassment 
or discrimination by employees is strictly prohibited. Further, harassing or discriminatory 
behavior of non-employees directed at Treeworks employees or customers also is condemned 
and will be promptly addressed. 

 
Violence and Weapons in the Workplace 

Any and all acts of violence in the workplace will result in immediate dismissal of the employee, 
customer, or parties involved. Law enforcement will be contacted immediately in the case of a 
violent event. Weapons are not permitted on site by employees, customers, or other parties. 
Employees found carrying weapons on Treeworks facilities will be immediately terminated. 
Customers found carrying weapons on the premises will be asked to leave and/or the police will 
be notified accordingly. 

 
At-Will Employment 

In the state of Massachusetts, employment is assumed to be at-will unless otherwise stated. At- 
will employment implies that employer and employee alike may terminate the work relationship 
at any given moment and for any legitimate purpose. Wrongful termination may be more 
difficult to prove in an at-will arrangement because of the freedom that each party has to end the 
employment. However, there are still many instances wherein a termination or discharge can be 
called wrongful, even in an at-will employment. 

 
Alcohol and drug policy 
Treeworks will be a 100% Alcohol, smoke, and drug-free work environment. Any employee of 
Treeworks who chooses to disobey our drug-free workplace will be terminated. 

 
Additional grounds for termination 
Any agent who diverts marijuana, engages in unsafe practices, or is convicted or enters a guilty 
plea for a felony change of distribution of a drug to a minor will be terminated immediately. 

 
Workplace Attire 

The required attire for registered agents at Treeworks varies based upon required duties. New 
hire training and the onboarding process will go over the workplace attire specific to each role 
and the department manager will be responsible for ensuring compliance with all requirements is 
met. 

Business Hours for Marijuana Product Manufacturer facility 

Monday: 8 a.m.- 6pm 
Tuesday: 8 a.m.- 6pm 
Wednesday: 8 a.m.- 6pm 
Thursday: 8 a.m.- 6pm 
Friday: 8 a.m.- 6pm 
Saturday:         8 a.m.- 6pm 
Sunday: CLOSED 



Overview of Personnel Policies and Procedures 

Standard Employment Practices 

Treeworks values the contributions of its management and staff positions. Treeworks will strive 
to be the industry leader in workplace satisfaction by offering highly competitive wage and 
benefits packages and developing a culture that values a proper work-life balance, boasts a 
transparent and accessible executive management team, and fosters a work ethic that focuses on 
the mission of the company and spirit of the adult-use marijuana program in Massachusetts. 

 
Advancement 

The organization will be structured in a relatively flat manner, with promotional opportunities 
within each department. Participation in training and bi-annual performance evaluations will be 
critical for any promotions or pay increases. 

 
Written Policies 

�7�U�H�H�Z�R�U�N�V�¶���Z�U�L�W�W�H�Q���S�R�O�L�F�L�H�V���Z�L�O�O���D�G�G�U�H�V�V�����L�Q�W�H�U���D�O�L�D�����W�K�H���)�D�P�L�O�\���D�Q�G���0�H�G�L�F�D�O���/�H�D�Y�H���$�F�W�����)�0�/�$������
the Consolidated Omnibus Budget Reconciliation Act (COBRA), equal employment 
opportunity, discrimination, harassment, the Employee Retirement Income Security Act 
(ERISA), disabilities, maintenance of personnel files, privacy, email policy, 935 CMR 500.000 
et. Sq., holidays, hours, sick time, personal time, overtime, performance reviews, disciplinary 
procedures, working hours, pay rates, overtime, bonuses, veteran preferences, drug testing, 
personnel policies, military leaves of absence, bereavement leave, jury duty, CORI checks, 
smoking, HIPAA, patient confidentiality, and compliance hotline. 

 
Investigations 

Treeworks will set forth policies and procedures to investigate any complaints or concerns 
identified or raised internally or externally in order to stay in compliance with 935 CMR 500.000 
et. seq. 

 
Designated Outside Counsel 

Treeworks may retain counsel specializing in employment law to assist the Human Resources 
Manager with any issues and questions. 

 
Job Status 

Job Classifications 

Positions at Treeworks are categorized by rank and by department. The executive management 
team oversees the overall success of mission of the company; the CEO is responsible for 
implementation of the mission and the executive management team as a whole is responsible for 
ensuring that all departments are properly executing their functions and responsibilities. Job 
classification is comprised of three rank tiers: Executive Management, Management, and Non- 
Management Employee. 

 
Work Schedules 

Work schedules will be either part-time, full-time, or salaried, depending of the specific position. 
Schedules will be set according to the needs of each department as determined by the department 



�P�D�Q�D�J�H�U���D�Q�G���W�K�H���H�[�H�F�X�W�L�Y�H���P�D�Q�D�J�H�U���W�K�H�\���U�H�S�R�U�W���W�R�����,�W���L�V���W�K�H���G�H�S�D�U�W�P�H�Q�W���P�D�Q�D�J�H�U�¶�V���U�H�V�S�R�Q�V�L�E�L�O�L�W�\��
to develop and implement a work schedule that provides necessary duty and personnel coverage 
but does not exceed what is required for full implementation of operations. It is also the 
�G�H�S�D�U�W�P�H�Q�W���P�D�Q�D�J�H�U�¶�V���U�H�V�S�R�Q�V�L�E�L�O�L�W�\���W�R���H�Q�V�X�U�H���W�K�D�W���D�G�H�T�X�D�W�H���F�R�Y�H�U�D�J�H���R�F�F�X�U�V���R�Q���D���G�D�L�O�\���E�D�V�L�V���D�Q�G��
does not lead to unnecessary utilization of overtime coverage. 

 
Mandatory Meetings and Community Service Days 

There will be a mandatory reoccurring company-wide meeting on a monthly basis. All required 
personnel will be notified of their required attendance. Certain personnel, such as house-keeping 
staff, may not be required to attend. Each department will have a mandatory weekly meeting 
schedule by the department manager. The department managers will provide agendas for all 
meeting and will report to their executive manager. 
Treeworks will provide 150 hours of community service yearly per Host Agreement signed with 
the town of Hatfield. 

 
Breaks 

Daily breaks, including lunch breaks, will comply with the laws of the Commonwealth. 
 
Performance Reviews 

Performance reviews will be conducted by executive or department managers. Reviews will be 
conducted at three-month intervals for new employees during the first year and at 6-month 
intervals thereafter. A written synopsis must be provided to, and signed by, the employee under 
�U�H�Y�L�H�Z�����5�H�Y�L�H�Z�V���P�X�V�W���E�H���U�H�W�D�L�Q�H�G���L�Q���H�D�F�K���H�P�S�O�R�\�H�H�¶�V���H�P�S�O�R�\�P�H�Q�W���I�L�O�H�����3�H�U�I�R�U�P�D�Q�F�H���U�H�Y�L�H�Z�V��
must take into account positive performance factors and areas requiring improvement. Scoring 
�V�\�V�W�H�P�V���P�D�\���E�H���X�W�L�O�L�]�H�G���W�R���K�H�O�S���U�H�I�O�H�F�W���W�K�H���H�P�S�O�R�\�H�H�¶�V���R�Y�H�U�D�O�O���S�H�U�I�R�U�P�D�Q�F�H�� 

 
Leave Policies 

Treeworks leave policies will comport with all state and federal statutes. 
All full -time employees will receive two 40-hour weeks of paid vacation per annum. Additional 
�O�H�D�Y�H���P�X�V�W���E�H���U�H�T�X�H�V�W�H�G���D�W���O�H�D�V�W�������Z�H�H�N�V���L�Q���D�G�Y�D�Q�F�H���D�Q�G���D�S�S�U�R�Y�H�G���E�\���W�K�H���H�P�S�O�R�\�H�H�¶�V���G�H�S�D�U�W�P�H�Q�W��
manager. Treeworks will determine which holidays will be observed and which departments will 
not be required to work. Treeworks will offer paid maternity leave. Additional leave will not be 
paid and must be approved by the department manager. 

 
Treeworks anticipates observing the following holidays: 

�” �1�H�Z���<�H�D�U�¶�V���'�D�\�� 
�” Martin Luther King Day; 
�” �3�U�H�V�L�G�H�Q�W�V�¶ Day; 
�” Memorial Day; 
�” Independence Day; 
�” Labor Day; 
�” Thanksgiving; and 
�” Christmas Day. 

 
Disciplinary Policies 



Purpose 

�7�U�H�H�Z�R�U�N�V�¶���G�L�V�F�L�S�O�L�Q�H���S�R�O�L�F�\���D�Q�G���S�U�R�F�H�G�X�U�H���L�V���G�H�V�L�J�Q�H�G���W�R���S�U�R�Y�L�G�H���D���V�W�U�X�F�W�X�U�H�G���F�R�U�U�H�F�W�L�Y�H���D�F�W�L�R�Q��
process to improve and prevent a recurrence of undesirable behavior and/or performance issues. 
�7�K�H���V�W�H�S�V���R�X�W�O�L�Q�H�G���E�H�O�R�Z���R�I���7�U�H�H�Z�R�U�N�V�¶���G�L�V�F�L�S�O�L�Q�H���S�R�O�L�F�\���D�Q�G���S�U�Rcedure have been designed 
�F�R�Q�V�L�V�W�H�Q�W���Z�L�W�K���7�U�H�H�Z�R�U�N�V�¶���R�U�J�D�Q�L�]�D�W�L�R�Q�D�O���Y�D�O�X�H�V�����E�H�V�W���S�U�D�F�W�L�F�H�V�����D�Q�G���H�P�S�O�R�\�P�H�Q�W���O�D�Z�V�� 

 
Treeworks reserves the right to combine or skip steps depending upon facts of each situation and 
the nature of the offense. The level of disciplinary intervention may also vary. Some of the 
factors that will be considered depend upon whether the offense is repeated despite coaching, 
counseling, and/or training; the employee's work record; and the impact the conduct and 
performance issues have on �7�U�H�H�Z�R�U�N�V�¶���R�U�J�D�Q�L�]�D�W�L�R�Q�� 

 
Procedure 

Step 1: Counseling and Verbal Warning 

Step 1 creates an opportunity for the immediate supervisor to schedule a meeting with an 
employee to bring attention to the existing performance, conduct, or attendance issue. 
The supervisor should discuss with the employee the nature of the problem or violation of 
company policies and procedures. The supervisor is expected to clearly outline 
expectations and steps the employee must take to improve performance or resolve the 
problem. 

 
Within five business days, the supervisor will prepare written documentation of a Step 1 
�P�H�H�W�L�Q�J�����7�K�H���H�P�S�O�R�\�H�H���Z�L�O�O���E�H���D�V�N�H�G���W�R���V�L�J�Q���W�K�H���Z�U�L�W�W�H�Q���G�R�F�X�P�H�Q�W�D�W�L�R�Q�����7�K�H���H�P�S�O�R�\�H�H�¶�V��
�V�L�J�Q�D�W�X�U�H���L�V���Q�H�H�G�H�G���W�R���G�H�P�R�Q�V�W�U�D�W�H���W�K�H���H�P�S�O�R�\�H�H�¶�V���X�Q�G�H�U�V�W�D�Q�G�L�Q�J���R�I���W�K�H���L�V�V�X�H�V���D�Q�G���W�K�H��
corrective action needed. 

 
Step 2: Written Warning 

While it is hoped that the performance, conduct, or attendance issues that were identified 
in Step 1 have been corrected, Treeworks recognizes that this may not always be the case. 
A written warning involves a more formal documentation of the performance, conduct, or 
attendance issues and consequences. 

 
During Step 2, the immediate supervisor and a department manager or director will meet 
with the employee and review any additional incidents or information about the 
performance, conduct, or attendance issues as well as any prior relevant corrective action 
plans. Management will outline the consequences for the employee of his or her 
continued failure to meet performance and/or conduct expectations. A formal 
�S�H�U�I�R�U�P�D�Q�F�H���L�P�S�U�R�Y�H�P�H�Q�W���S�O�D�Q�����3�,�3�����U�H�T�X�L�U�L�Q�J���W�K�H���H�P�S�O�R�\�H�H�¶�V���L�P�P�H�G�L�D�We and sustained 
corrective action will be issued within five business days of a Step 2 meeting. A warning 
outlining that the employee may be subject to additional discipline up to and including 
termination if immediate and sustained corrective action is not taken may also be 
included in the written warning. 

 
Step 3: Suspension and Final Written Warning 



There may be performance, conduct, or safety incidents so problematic and harmful that 
the most effective action may be the temporary removal of the employee from the 
workplace. When immediate action is necessary to ensure the safety of the employee or 
others, the immediate supervisor may suspend the employee pending the results of an 
investigation. 

 
Suspensions that are recommended as part of the normal progression of this progressive 
discipline policy and procedure are subject to approval from a next-level manager and the 
Human Resources Manager. 

 
Depending upon the seriousness of the infraction, the employee may be suspended 
without pay in full-day increments consistent with federal, state and local wage-and-hour 
employment laws. Nonexempt/hourly employees may not substitute or use an accrued 
paid vacation or sick day in lieu of the unpaid suspension. Due to Fair Labor Standards 
Act (FLSA) compliance issues, unpaid suspension of salaried/exempt employees is 
reserved for serious workplace safety or conduct issues. The Human Resources Manager 
will provide guidance so that the discipline is administered without jeopardizing the 
FLSA exemption status. 

 
Pay may be restored to the employee if an investigation of the incident or infraction 
absolves the employee. 

 
Step 4: Recommendation for Termination of Employment 

The last and most serious step in the progressive discipline procedure is a 
recommendation to terminate employment. Generally, Treeworks will try to exercise the 
progressive nature of this policy by first providing warnings, a final written warning, 
and/or suspension from the workplace before proceeding to a recommendation to 
terminate employment. However, Treeworks reserves the right to combine and skip steps 
depending upon the circumstances of each situation and the nature of the offense. 
Furthermore, employees may be terminated without prior notice or disciplinary action. 

 
�0�D�Q�D�J�H�P�H�Q�W�¶�V���U�H�F�R�P�P�H�Q�G�D�W�L�R�Q���W�R���W�H�U�P�L�Q�D�W�H���H�P�S�O�R�\�P�H�Q�W���P�X�V�W���E�H���D�S�S�U�R�Y�H�G���E�\���W�K�H��
Human Resources Manager and department manager or designee. Final approval may be 
required from the CEO or designee. 

 
Nothing in this policy provides any contractual rights regarding employee discipline or 
counseling nor should anything in this policy be read or construed as modifying or 
altering the employment-at-will relationship between Treeworks and its employees. 

 
Appeal Process 

Employees will have the opportunity to present information that may challenge information 
management has used to issue disciplinary action. The purpose of this process is to provide 
insight into extenuating circumstances that may have contributed to the employee performance 
and/or conduct issues while allowing for an equitable solution. 



If the employee does not present this information during any of the step meetings, he or she will 
have five business days after that meeting to present information. 

 
Performance and Conduct Issues Not Subject to Progressive Discipline 

Behavior that is illegal is not subject to progressive discipline and may be reported to local law 
enforcement. Theft, intoxication at work, fighting and other acts of violence are also not subject 
to progressive discipline and may be grounds for immediate termination. 

 
Documentation 

The employee will be provided copies of all progressive discipline documentation, including all 
performance improvement plans. The employee will be asked to sign copies of this 
documentation attesting to their receipt and understanding of the corrective action outlined in 
�W�K�H�V�H���G�R�F�X�P�H�Q�W�V�����&�R�S�L�H�V���R�I���W�K�H�V�H���G�R�F�X�P�H�Q�W�V���Z�L�O�O���E�H���S�O�D�F�H�G���L�Q���W�K�H���H�P�S�O�R�\�H�H�¶�V���R�I�I�L�F�L�D�O���S�H�U�V�R�Q�Q�H�O��
file. 

 
Separation of Employment 

Separation of employment within an organization can occur for several different reasons. 
Employment may end as a result of resignation, retirement, release (end of season or 
assignment), reduction in workforce, or termination. When an employee separates from 
Treeworks, his or her supervisor must contact the Human Resources Manager to schedule an exit 
interview, typically to take pla�F�H���R�Q���H�P�S�O�R�\�H�H�¶�V���O�D�V�W���Z�R�U�N�G�D�\�� 

 
Types of Separation 

1. Resignation 
Resignation is a voluntary act initiated by the employee to end employment with 
�7�U�H�H�Z�R�U�N�V�����7�K�H���H�P�S�O�R�\�H�H���P�X�V�W���S�U�R�Y�L�G�H���D���P�L�Q�L�P�X�P���R�I���W�Z�R�����������Z�H�H�N�V�¶���Q�R�W�L�F�H���S�U�L�R�U���W�R��
resignation. If an employee does not provide advance notice or fails to actually work the 
remaining two weeks, the employee will be ineligible for rehire and will not receive 
accrued benefits. The resignation date must not fall on the day after a holiday. 

 
2. Retirement 

An employee who wishes to retire is required to notify his or her department director and 
the Human Resources Manager in writing at least one (1) month before planned 
retirement date. It is the practice of Treeworks to give special recognition to employees at 
the time of their retirement. 

 
3. Job Abandonment 

An employee who fails to report to work or contact his or her supervisor for two (2) 
consecutive workdays will be considered to have abandoned the job without notice 
�H�I�I�H�F�W�L�Y�H���D�W���W�K�H���H�Q�G���R�I���W�K�H���H�P�S�O�R�\�H�H�¶�V���Q�R�U�P�D�O���V�K�L�I�W���R�Q���W�K�H second day. The department 
manager will notify the Human Resources Manager at the expiration of the second 
workday and initiate the paperwork to terminate the employee. Employees who are 
separated due to job abandonment are ineligible to receive accrued benefits and are 
ineligible for rehire. 



4. Termination 
Employees of Treeworks are employed on an at-will basis, and the company retains the 
right to terminate an employee at any time. 

 
5. Reduction in Workforce 

An employee may be laid off due to changes in duties, organizational changes, lack of 
funds, or lack of work. Employees who are laid off may not appeal the layoff decision 
through the appeal process. 

 
6. Release 

Release is the end of temporary or seasonal employment. The Human Resources 
Manager, in consultation with the department manager, will inform the temporary or 
�V�H�D�V�R�Q�D�O���Z�R�U�N�H�U���R�I���W�K�H�L�U���U�H�O�H�D�V�H���D�F�F�R�U�G�L�Q�J���W�R���W�K�H���W�H�U�P�V���R�I���W�K�H���L�Q�G�L�Y�L�G�X�D�O�¶�V���W�H�P�S�R�U�D�U�\��
employment. 

 
Exit Interview 

The separating employee will contact the HR department as soon as notice is given to schedule 
an exit interview. The interview will b�H���R�Q���W�K�H���H�P�S�O�R�\�H�H�¶�V���O�D�V�W���G�D�\���R�I���Z�R�U�N���R�U���R�W�K�H�U���G�D�\�����D�V��
mutually agreed upon. 

 
Return of Property 

The separating employee must return all company property at the time of separation, including 
but not limited to uniforms, cell phones, keys, computers, and identification cards. Failure to 
return some items may result in deductions from final paycheck. An employee will be required to 
sign the Wage Deduction Authorization Agreement to deduct the costs of such items from the 
final paycheck. 

 
Termination of Benefits 

An employee separating from Treeworks is eligible to receive benefits as long as the appropriate 
�S�U�R�F�H�G�X�U�H�V���D�U�H���I�R�O�O�R�Z�H�G���D�V���V�W�D�W�H�G���D�E�R�Y�H�����7�Z�R���Z�H�H�N�V�¶���Q�R�W�L�F�H���P�X�V�W���E�H���J�L�Y�H�Q�����D�Q�G���W�K�H���H�P�S�O�R�\�H�H��
must work the full two work weeks. Accrued vacation leave will be paid in the last paycheck. 
Accrued sick leave will be paid in the last paycheck. 

 
Rehire 

Former employees who left in good standing and were classified as eligible for rehire may be 
considered for reemployment. An application must be submitted to the Human Resources 
Manager, and the applicant must meet all minimum qualifications and requirements of the 
position, including any qualifying exam, when required. 



 

Department managers must obtain approval from the Human Resources Manager or designee 
prior to rehiring a former employee. Rehired employees begin benefits just as any other new 
employee. Previous tenure will not be considered in calculating longevity, leave accruals, or any 
other benefits. 

 
An applicant or employee who is terminated for violating policy or who resigned in lieu of 
termination from employment due to a policy violation will be ineligible for rehire. 

 
Compensation 

As an employer, Treeworks believes that it is in the best interest of both the organization and 
�7�U�H�H�Z�R�U�N�V�¶���H�P�S�O�R�\�H�H�V���W�R���I�D�L�U�O�\���F�R�P�S�H�Q�V�D�W�H���L�W�V���Z�R�U�N�I�R�U�F�H���I�R�U���W�K�H���Y�D�O�X�H���R�I���W�K�H���Z�R�U�N���S�U�R�Y�L�G�H�G�����,�W��
�L�V���7�U�H�H�Z�R�U�N�V�¶���L�Q�W�H�Q�W�L�R�Q���W�R���X�V�H���D���F�R�P�S�H�Q�V�D�W�L�R�Q���V�\�V�W�H�P���W�K�D�W���Z�L�O�O���G�H�W�H�U�P�L�Q�H���W�K�H���F�X�U�U�H�Q�W���P�D�U�N�H�W��
value of a position based on the skills, knowledge, and behaviors required of a fully-competent 
incumbent. The system used for determining compensation will be objective and non- 
discriminatory in theory, application and practice. The company has determined that this can best 
be accomplished by using a professional compensation consultant, as needed, and a system 
recommended and approved by the executive management team. 

 
Selection Criteria 

1. The compensation system will price positions to market by using local, national, and 
industry specific survey data. 

2. The market data will primarily include marijuana-related businesses and will include 
survey data for more specialized positions and will address significant market differences 
due to geographical location. 

3. The system will evaluate external equity, which is the relative marketplace job worth of 
every marijuana industry job directly comparable to similar jobs at Treeworks, factored 
for general economic variances, and adjusted to reflect the local economic marketplace. 

4. The system will evaluate internal equity, which is the relative worth of each job in the 
organization when comparing the required level of job competencies, formal training and 
experience, responsibility and accountability of one job to another, and arranging all jobs 
in a formal job-grading structure. 

5. Professional support and consultation will be available to evaluate the compensation 
system and provide on-going assistance in the administration of the program. 

6. The compensation system must be flexible enough to ensure that the company is able to 
recruit and retain a highly-qualified workforce, while providing the structure necessary to 
effectively manage the overall compensation program. 

 
Responsibilities 

The executive management team and will give final approval for the compensation system that 
will be used by Treeworks. 

1. On an annual basis the executive management team will review and approve, as 
appropriate, recommended changes to position-range movement as determined through 
the vendor's market analysis process. 

2. As part of the annual budgeting process, the executive management team will review and 
approve, as appropriate, funds to be allocated for total compensation, which would 



include base salaries, bonus, variable based or incentive-based pay, and all other related 
expenses, including benefit plans. 

 
Management Responsibility 

1. The CEO is charged with ensuring that Treeworks is staffed with highly-qualified, fully - 
competent employees and that all programs are administered within appropriate 
guidelines and within the approved budget. 

2. The salary budget will include a gross figure for the following budget adjustments, but 
the individual determinations for each employee's salary adjustment will be the exclusive 
domain of the CEO: determining the appropriate head count, titles, position levels, merit 
and promotional increases and compensation consisting of salary, incentive, bonus, and 
other discretionary pay for all positions. 

3. The CEO will ensure that salary ranges are updated at least annually, that all individual 
jobs are market priced at least once every two years, and that pay equity adjustments are 
administered in a fair and equitable manner. 

 
Agent Background Checks 

�” In addition t�R���F�R�P�S�O�H�W�L�Q�J���W�K�H���&�&�&�¶�V���D�J�H�Q�W���U�H�J�L�V�W�U�D�W�L�R�Q���S�U�R�F�H�V�V�����D�O�O���D�J�H�Q�W�V���K�L�U�H�G���W�R���Z�R�U�N��
for Treeworks will undergo a detailed background investigation prior to being granted 
access to a Treeworks facility or beginning work duties. 

�” Background checks will be conducted on all agents in their capacity as employees or 
volunteers for Treeworks pursuant to 935 CMR 500.100 and will be used by the Director 
of Security, who will be registered with the Department of Criminal Justice Information 
Systems pursuant to 803 CMR 2.04: iCORI Registration and the Commission for 
purposes of determining the suitability of individuals for registration as a marijuana 
establishment agent with the licensee. 

�” For purposes of determining suitability based on background checks performed in 
accordance with 935 CMR 500.101(1), Treeworks will consider: 

a. All conditions, offenses, and violations are construed to include Massachusetts 
law or like or similar law(s) of another state, the United States or foreign 
jurisdiction, a military, territorial or Native American tribal authority, or any other 
jurisdiction. 

b. All criminal disqualifying conditions, offenses, and violations include the crimes 
of attempt, accessory, conspiracy, and solicitation. Juvenile dispositions will not 
be considered as a factor for determining suitability. 

c. Where applicable, all look back periods for criminal conditions, offenses, and 
violations included in 935 CMR 500.802 commence upon the date of disposition; 
provided, however, that if disposition results in incarceration in any institution, 
the look back period will commence upon release from incarceration. 

�” Suitability determinations will be made in accordance with the procedures set forth in 
935 CMR 500.800. In addition to the requirements established in 935 CMR 500.800, 
Treeworks will:  

a. Comply with all guidance provided by the CCC and 935 CMR 500.802: Tables B 
through D to determine if the results of the background are grounds for 
Mandatory Disqualification or Presumptive Negative Suitability Determination. 



b. Consider whether offense(s) or information that would result in a Presumptive 
Negative Suitability Determination under 935 CMR 500.802. In the event a 
Presumptive Negative Suitability Determination is made, Treeworks will consider 
the following factors: 

i. Time since the offense or incident; 
ii.  Age of the subject at the time of the offense or incident; 
iii.  Nature and specific circumstances of the offense or incident; 
iv. Sentence imposed and length, if any, of incarceration, if criminal; 
v. Penalty or discipline imposed, including damages awarded, if civil 

or administrative; 
vi. Relationship of offense or incident to nature of work to be 

performed; 
vii.  Number of offenses or incidents; 
viii.  Whether offenses or incidents were committed in association with 

dependence on drugs or alcohol from which the subject has since 
recovered; 

ix. If criminal, any relevant evidence of rehabilitation or lack thereof, 
such as information about compliance with conditions of parole or 
probation, including orders of no contact with victims and 
�Z�L�W�Q�H�V�V�H�V�����D�Q�G���W�K�H���V�X�E�M�H�F�W�¶�V���F�R�Q�G�X�F�W���D�Q�G���H�[�S�H�U�L�H�Q�F�H���V�L�Q�F�H���W�K�H���W�L�P�H��
of the offense including, but not limited to, professional or 
educational certifications obtained; and 

x. Any other relevant information, including information submitted 
by the subject. 

c. Consider appeals of determinations of unsuitability based on claims of erroneous 
information received as part of the background check during the application 
process in accordance with 803 CMR 2.17: Requirement to Maintain a Secondary 
Dissemination Log and 2.18: Adverse Employment Decision Based on CORI or 
Other Types of Criminal History Information Received from a Source Other than 
the DCJIS. 

�” Upon adverse determination, Treeworks will provide the applicant a copy of their 
background screening report and a pre-adverse determination letter providing the 
applicant with a copy of their right to dispute the contents of the report, who to contact to 
do so and the opportunity to provide a supplemental statement. 

�|  After 10 business days, if the applicant is not disputing the contents of the report 
and any provided statement does not alter the suitability determination, an adverse 
action letter will be issued providing the applicant information on the final 
determination made by Treeworks along with any legal notices required. 

�” All suitability determinations will be documented in compliance with all requirements set 
forth in 935 CMR 500 et seq. and guidance provided by the CCC. 

�” Background screening will be conducted by an investigative firm holding the National 
Association of Professional Background Screeners (NAPBS®) Background Screening 
Credentialing Council (BSCC) accreditation and capable of performing the searches 
required by the regulations and guidance provided by the CCC. 

�” References provided by the agent will be verified at the time of hire. 



�” As deemed necessary, individuals in key positions with unique and sensitive access (e.g. 
members of the executive management team) will undergo additional screening, which 
may include interviews with prior employers or colleagues. 

�” As a condition of their continued employment, agents, volunteers, contractors, and 
subcontractors are required to renew their Program ID cards annually and submit to other 
background screening as may be required by Treeworks or the CCC. 



Diversity Plan  

Treeworks of Massachusetts LLC (“Treeworks”) believes in creating and sustaining a robust policy of 
inclusivity and diversity. Treeworks recognizes that diversity in the workforce is key to the integrity of a 
company’s commitment to its community. Treeworks is dedicated to creating a diverse culture in the 
workplace. Treeworks’ diversity plan is designed to promote equity among minorities, women, veterans, 
people with disabilities, and LGBTQ+. Treeworks will make every effort to employ and advance in 
employment qualified and diverse people at all levels within the company.   

Treeworks is looking to create strong diversity organizationally. We believe that we have an obligation 
to better serve our staff and community by creating diversity. The town of Hatfield in Hampshire County 
has low racial diversity, reporting over 95% white in the 2017 town census. By creating a diverse and 
vibrant staff, we enhance our ability to prosper as a business and bring a broader variety of experiences 
to a community in need of more diversity. A well-focused, comprehensive diversity plan is a core 
function to a healthy and successful business.  

Awareness of Diversity Plan goals and Treeworks’ efforts to create an open culture with zero tolerance 
for discrimination, harassment, or retaliation, is crucial to Treeworks’ success. Management, staff, 
associates, vendors, contractors, and the general public all benefit from being informed of the Diversity 
Plan objectives and procedures. Dissemination of information of the Diversity Plan includes the 
following:  

• Inclusion of Treeworks’ zero-tolerance policies for harassment, discrimination, bullying, and other 
actions which oppose Treeworks’ goal for a diverse workforce;  

• Postings in suitable areas for employee communication; 

 • Formal presentations made to management and employees on diversity initiatives.  

  

Goal #1  

Treeworks will promote diversity and support the local economy through purchasing goods and services 
from vendors, contractors, and professional service providers that are owned and operated by 
individuals that have cultural and ethnically diverse characteristics. In selecting potential contractors, 
subcontractors, vendors and suppliers, Treeworks will first contract with small and diverse businesses. 
Treeworks’ goal is to maintain diverse organization, vendor, and contractor spending at or above 20% of 
total related expenses.  

Program instituted to achieve this goal:  

Treeworks has established working business relationships with diverse cannabis businesses in the 
licensing phase. These include: Eagle Eye Transport (Transportation) and New England Craft Cultivators 
(Retail). Treeworks has hired consultants with diverse backgrounds. These include: Brendan Baker, 
Lauren Grahek, Daniel McCormick and Jacqueline McGrane.   

  

Treeworks will seek out diverse and minority-owned business relationships in considering all purchases.  



Measurements instituted to achieve this goal:  

Treeworks accountant will measure the businesses total spending and spending on goods and services 
from vendors, contractors and professional service providers that are owned and operated by diverse 
individuals, as defined by the commission. We will self-report upon applying for re-licensing what % 
total spending was with diverse businesses and compare to 20% stated goal.  

Goal #2  

Treeworks will promote diversity by hiring a diverse staff. Treeworks will hire 50% of its staff that are 
minorities, persons with disabilities, women, and members of the LGBTQ Community. Treeworks will 
specifically look to hire persons that fall under multiple diverse categories.   

Programs instituted to achieve this goal:  

Treeworks will specifically state that we are seeking to hire minorities, persons with disabilities, women, 
and members of the LGBTQ community with every job posting. Treeworks will post jobs in the Daily 
Hampshire Gazette, Springfield Republican and Greenfield Recorder during our initial hiring phase, and 
then at a minimum of once annually afterwards. 

Measurements instituted to achieve this goal:  

Treeworks will count the number of individuals hired who are women, minorities, persons with 
disabilities and members of the LGBTQ community. This number will be assessed from the total number 
of individuals hired to ensure that 50% of all individuals hired fall within the goal.  

Goal #3  

Treeworks will institute internal diversity training for staff.  

Programs instituted to achieve this goal  

Every employee will be required to attend Treeworks diversity training for 1 day annually. We have 
hired Meg Mott to run the training.   

Meg Mott has taught about restorative justice in her law classes at Marlboro College in Vermont since 
1999. She currently works as the temporary reentry coordinator at the Brattleboro Community Justice 
Center and is a Diversity Training Consultant. Her email is megmott@marlboro.edu  

Measurements instituted to achieve this goal:  

Treeworks will report to the commission on progress regarding our internal diversity training annually 
upon re licensing. Treeworks will offer a report on total employees, employees hired during year of 
review, and % of employees who have successfully attended and completed diversity training. 
Treeworks will aim to have at least 90% of employees hired prior to annual training complete the 
training.  

  

  

  



Treeworks 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.  

Any actions taken, or programs instituted by Treeworks will not violate the Commission’s regulations 
with respect to limitations on ownership or control or other applicable state laws.  

Treeworks will report the progress and success of our Diversity Plan with each license renewal through 
the CCC.  

The Operations Manager at Treeworks Timothy Kane will be responsible for auditing the Diversity Plan. 
The audit report setting forth the Company’s performance in fulfilling the goals of the Plan will contain:  

• Employment data, including information on minority, women, disabled, and veteran representation in 
the workforce in all job classifications; average salary ranges; recruitment and training information (all 
job categories); and retention and outreach efforts;  

•  The total number and value of all contracts and/or subcontractors awarded for goods and services;   
An identification of each subcontract actually awarded to a member of a diverse group and the actual 
value of such subcontract;   

•  A comprehensive description of all efforts made by Treeworks to monitor and enforce the Diversity 
Plan;   

• Information on diverse group investment, equity ownership, and other ownership or employment 
opportunities initiated or promoted by Treeworks; 

 •  Other information deemed necessary or desirable by the CCC to ensure compliance with the rules 
and regulations governing marijuana establishments in Massachusetts; and  

 
·���t�Z���v�����À���]�o�����o���U�������Á�}�Œ�l�(�}�Œ�������µ�š�]�o�]�Ì���š�]�}�v���Œ���‰�}�Œ�š���]�v���o�µ���]�v�P���š�Z�����(�}�o�o�}�Á�]�v�P���]�v�(�}�Œ�u���š�]�}�v���(�}�Œ���������Z���i�}����
category at Treeworks:  

The total number of persons employed  
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�Ñ���d�Z�����š�}�š���o���v�µ�u�����Œ���}�(���•���Œ�À�]����-disabled veterans   
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