
Massachusetts Cannabis Control Commission

Marijuana Cultivator

General Information:

License Number: MC282213

Original Issued Date: 09/18/2020

Issued Date: 08/12/2021

Expiration Date: 09/18/2022

ABOUT THE MARIJUANA ESTABLISHMENT

Business Legal Name: Turning Leaf Centers Otis, LLC

Phone Number: 732-406-1000 Email Address: david.turningleaf@gmail.com

Business Address 1: 1570 North Main Road Business Address 2: 

Business City: Otis Business State: MA Business Zip Code: 01253

Mailing Address 1: PO Box 1328 Mailing Address 2: 

Mailing City: East Otis Mailing State: MA Mailing Zip Code: 01029

CERTIFIED DISADVANTAGED BUSINESS ENTERPRISES (DBES)

Certified Disadvantaged Business Enterprises (DBEs): Not a 

DBE

PRIORITY APPLICANT

Priority Applicant: no

Priority Applicant Type: Not a Priority Applicant

Economic Empowerment Applicant Certification Number: 

RMD Priority Certification Number: 

RMD INFORMATION

Name of RMD: n/a

Department of Public Health RMD Registration Number: 

Operational and Registration Status: 

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

no

If no, describe the circumstances below: not applied for

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

Percentage Of Ownership: 5 Percentage Of Control: 

Role: Owner / Partner Other Role: 

First Name: John Last Name: Saccenti Suffix: 
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Gender: Male User Defined Gender: 

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

Specify Race or Ethnicity: White, Irish Italian

Person with Direct or Indirect Authority 2

Percentage Of Ownership: 5 Percentage Of Control: 

Role: Owner / Partner Other Role: 

First Name: Thomas Last Name: Gecewicz Suffix: 

Gender: Male User Defined Gender: 

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

Specify Race or Ethnicity: white and American Indian

Person with Direct or Indirect Authority 3

Percentage Of Ownership: 60 Percentage Of Control: 70

Role: Owner / Partner Other Role: 

First Name: David Last Name: Reiner Suffix: 

Gender: Male User Defined Gender: 

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

Specify Race or Ethnicity: white, 

Person with Direct or Indirect Authority 4

Percentage Of Ownership: 30 Percentage Of Control: 30

Role: Owner / Partner Other Role: 

First Name: Leonard Last Name: Littman Suffix: 

Gender: Male User Defined Gender: 

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

Specify Race or Ethnicity: 

ENTITIES WITH DIRECT OR INDIRECT AUTHORITY
No records found

CLOSE ASSOCIATES AND MEMBERS
No records found

CAPITAL RESOURCES - INDIVIDUALS
Individual Contributing Capital 1

First Name: Leonard Last Name: Littman Suffix: 

Types of Capital: Monetary/

Equity

Other Type of 

Capital: 

Total Value of the Capital Provided: 

$10000000

Percentage of Initial Capital: 

100

Capital Attestation: Yes

CAPITAL RESOURCES - ENTITIES
No records found

BUSINESS INTERESTS IN OTHER STATES OR COUNTRIES
No records found

DISCLOSURE OF INDIVIDUAL INTERESTS
No records found
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MARIJUANA ESTABLISHMENT PROPERTY DETAILS

Establishment Address 1: 1570 North Main Road

Establishment Address 2: 

Establishment City: Otis Establishment Zip Code: 01253

Approximate square footage of the Establishment: 60000 How many abutters does this property have?: 8

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

Cultivation Tier: Tier 07: 50,0001 to 60,000 sq. ft Cultivation Environment: Indoor

FEE QUESTIONS

Cultivation Tier: Tier 07: 50,0001 to 60,000 sq. ft Cultivation Environment: Indoor

HOST COMMUNITY INFORMATION
Host Community Documentation:

Document Category Document Name Type ID Upload 

Date

Certification of Host Community 

Agreement

Host-Community-Agreement-Certification-

Form - fully executed.pdf

pdf 5d3f9cf0385de033fc95d481 07/29/2019

Community Outreach Meeting 

Documentation

AI. 4 HC Comunity outreach 

documentation.pdf

pdf 5e9b9b60bddf0438d21df18c 04/18/2020

Plan to Remain Compliant with 

Local Zoning

MCN Plan to Remain Compliant.pdf pdf 5ebe9e4e7dc0413492816d2b 05/15/2020

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

zero, please enter zero and provide documentation explaining this number.: $-1

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

Document Category Document Name Type ID Upload Date

Plan for Positive Impact Positive Impact 5 31.pdf pdf 5ed44af84e781a4a7c39da70 05/31/2020

ADDITIONAL INFORMATION NOTIFICATION

Notification: I Understand

INDIVIDUAL BACKGROUND INFORMATION
Individual Background Information 1

Role: Other Role: 

First Name: John Last Name: Saccenti Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 2

Role: Other Role: 

First Name: Thomas Last Name: Gecewicz Suffix: 

RMD Association: Not associated with an RMD

Background Question: no
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Individual Background Information 3

Role: Other Role: 

First Name: David Last Name: Reiner Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

Individual Background Information 4

Role: Other Role: 

First Name: Leonard Last Name: Littman Suffix: 

RMD Association: Not associated with an RMD

Background Question: no

ENTITY BACKGROUND CHECK INFORMATION
No records found

MASSACHUSETTS BUSINESS REGISTRATION
Required Business Documentation:

Document Category Document Name Type ID Upload 

Date

Department of Revenue - Certificate of 

Good standing

mass tax Cert of Good Standing.pdf pdf 5d7677d832375f1de7f6eaa3 09/09/2019

Bylaws Turning Leaf Centers Otis LLC 

Operating Agreement.pdf

pdf 5d7c06ec816d7b225d15a6e0 09/13/2019

Articles of Organization otis Certificate of Amendment.pdf pdf 5d842de7271f0d1dcaf33da4 09/19/2019

Secretary of Commonwealth - 

Certificate of Good Standing

otis cert of good standing .pdf pdf 5d842df2d4b61e1ddc08f7ca 09/19/2019

Certificates of Good Standing:

Document Category Document Name Type ID Upload 

Date

Department of Revenue - Certificate of 

Good standing

Certificate of Good Standing - Dept 

of Revenue (1) copy.pdf

pdf 60e76e35308c7a02a1ffe647 07/08/2021

Secretary of Commonwealth - Certificate 

of Good Standing

Certificate of Good Standing 

6-16-21.pdf

pdf 60e76e4a84f3fe0296c4156b 07/08/2021

Department of Unemployment Assistance 

- Certificate of Good standing

2021-07-10.png png 60ec4cfc629ad9037af20018 07/12/2021

Massachusetts Business Identification Number: 001373871

Doing-Business-As Name: 

DBA Registration City: Otis

BUSINESS PLAN
Business Plan Documentation:

Document Category Document Name Type ID Upload 

Date

Plan for Liability 

Insurance

Turning Leaf Centers Otis MA - Supp Letter.pdf pdf 5d66fae70473c3226f35ab9a 08/28/2019
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Business Plan MOP. 2 Business Plan.pdf pdf 5e9b9cb8b014bf38e46d09b2 04/18/2020

Proposed Timeline TLC OTIS 2021 Updated Tabbed Timeline 

cultivation.pdf

pdf 60ec99277a4b3b034a68122a 07/12/2021

OPERATING POLICIES AND PROCEDURES
Policies and Procedures Documentation:

Document Category Document Name Type ID Upload 

Date

Separating recreational from 

medical operations, if applicable

Mass Cult Sep Rec Medical NA.pdf pdf 5d334f75ba40853412507334 07/20/2019

Restricting Access to age 21 and 

older

Mass Cult Restrict Access 21+.pdf pdf 5d334f866e3bd533dbcfc168 07/20/2019

Prevention of diversion Mass Cult Prevention of Diversion.pdf pdf 5d334fa36614633871922c04 07/20/2019

Storage of marijuana Mass Cult Storage.pdf pdf 5d334fb117ec6d33f1151282 07/20/2019

Inventory procedures Mass Cult Inventory Procedures.pdf pdf 5d334fe9385de033fc95c274 07/20/2019

Record Keeping procedures Mass Cult Record Keeping Procedures.pdf pdf 5d33502fa442c833e606882e 07/20/2019

Transportation of marijuana Mass Cult Transportation of 

Marijuana.pdf

pdf 5d3dab6f17ec6d33f11521ed 07/28/2019

Security plan Security Plan section of Application  

3-30-20.pdf

pdf 5e9b9d09b7c619391b8bc28f 04/18/2020

Quality control and testing QUALITY CONTROL AND TESTING 

OTIS.pdf

pdf 5e9b9d87b3c49635509ed6a7 04/18/2020

Personnel policies including 

background checks

MOP. 7 Personnel Policies.pdf pdf 5e9b9dbd961ad539052c08f6 04/18/2020

Maintaining of financial records MOP. 8 Maintaining Financial Records.pdf pdf 5e9b9ddd482e703583b7e0c2 04/18/2020

Policies and Procedures for 

cultivating.

OTIS RFI Policies and Procedures for 

Cultivation RFI may 11 2020 (1).pdf

pdf 5ebeb28dce51fd2d12e5dc1f 05/15/2020

Qualifications and training Qualifications and Training otis Final.pdf pdf 5ebf414f0f96d32d206705fc 05/15/2020

Diversity plan Diversity Plan (003) revised 5-22-20 

Final.pdf

pdf 5ec93fbd0f6f0d34840b4f41 05/23/2020

Energy Compliance Plan Energy.pdf pdf 60ec993923f3f9033f3767c3 07/12/2021

ATTESTATIONS

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

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

Commission.: I Agree

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

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

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

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

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

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

I Agree

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

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

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

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

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

ADDITIONAL INFORMATION NOTIFICATION

Notifcation: I Understand

COMPLIANCE WITH POSITIVE IMPACT PLAN
Progress or Success Goal 1

Description of Progress or Success: Turning Leaf Centers Otis, LLC has not received final licensure for Cultivation. Compliance with the Positive 

Impact Plan is not applicable at this point. 

COMPLIANCE WITH DIVERSITY PLAN
Diversity Progress or Success 1

Description of Progress or Success: Turning Leaf Centers Otis, LLC has not received final licensure for Cultivation. Compliance with the Diversity 

Plan is not applicable at this point. 

HOURS OF OPERATION

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

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

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

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

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

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

Sunday From: 9:00 AM Sunday To: 9:00 PM

Date generated: 09/24/2021 Page: 6 of 6















Host Community Information 
Plan to Remain Compliant with Local Zoning 

 
A Zoning Special Permit to erect and operate a Marijuana Product Cultivation facility at 
150 North Main Road, Otis MA. Case3 2019-06-01. Hearing date June 6, 2019. Granted 
June 6, 2019. 
 
Local Board of Health Septic Design approval and Disposal Work Construction Permit 
will be needed.  
 
Building Permit, specialty trade permits, for building construction, sign offs and approvals 
prior to issuance of Certificate of Occupancy. 
 
Local Mass DOT approval for curb cut, horizontal boring under road way. 
 
Mass DEP public water supply approval. 
 
Zoning Special Permit 2019-06-01 conditions.  1. Must be built to the plans submitted to 
and approved by the board at its 06/03/19 meeting.  2. Prior to issuance of a building 
permit the applicant shall submit a detailed odor mitigation plan for peer review by an 
independent consultant selected by the Building Commissioner at the applicant’s 
expense.  The plan shall be subject to satisfaction of the Building Commissioner. 
 
Ongoing Compliance 
 
Turning Leaf Centers Otis, LLC is committed to remaining in compliance with all local 
codes, ordinances, and bylaws. We will engage the services of a compliance consultant 
who will make periodic assessments of our operation for compliance with all applicable 
local, state and federal laws and regulations, including zoning and special permit 
compliance. 
 
TLCO owners will remain in contact with municipal officials including the Town Clerk, 
Board of Selectmen, Planning Board, Inspector and other applicable officials to ensure 
that there is an open line of communication. We will remain up to date with all zoning 
ordinance changes and requirements to ensure that Turing Leaf Centers Otis, LLC 
remains in compliance.   
 
 



































The Commonwealth of Massachusetts 
William Francis Galvin 

Minimum Fee: $100.00 

Secretary of the Commonwealth, Corporations Division 
One Ashburton Place, 17th floor 

Boston, MA 02108-1512 
Telephone: (617) 727-9640   

Certificate of Amendment      
(General Laws, Chapter ) 

  

Identification Number:  001373871 

The date of filing of the original certificate of organization:   3/18/2019 

1.a. Exact name of the limited liability company:  TURNING LEAF CENTERS OTIS, LLC 

1.b. The exact name of the limited liability company as amended, is:  TURNING LEAF CENTERS OTIS, 
LLC  

2a. Location of its principal office: 
No. and Street:  1570 NORTH MAIN ROAD  
City or Town: OTIS State: MA   Zip:  01253 Country: USA 

3. As amended, the general character of business, and if the limited liability company is organized to render 
professional service, the service to be rendered:  
 

4. The latest date of dissolution, if specified:  

5. Name and address of the Resident Agent: 
Name: CHARLES J. FERRIS 
No. and Street:  500 MAIN STREET - SUITE 1  
City or Town: GREAT BARRINGTON State: MA   Zip:  01230 Country: USA 

6. The name and business address of each manager, if any:  
 

 

Title Individual Name 
First, Middle, Last, Suffix 

Address (no PO Box) 

Address, City or Town, State, Zip Code 
MANAGER  DAVID REINER          1570 NORTH MAIN ROAD 

OTIS, MA 01253 USA  

7. The name and business address of the person(s) in addition to the manager(s), authorized to execute 
documents to be filed with the Corporations Division, and at least one person shall be named if there are no 
managers.  
 

 

Title Individual Name 
First, Middle, Last, Suffix 

Address (no PO Box) 

Address, City or Town, State, Zip Code 
SOC SIGNATORY  CHARLES J. FERRIS          500 MAIN STREET - SUITE 1 

GT. BARRINGTON, MA 01230 USA  

8. The name and business address of the person(s) authorized to execute, acknowledge, deliver and record 
any recordable instrument purporting to affect an interest in real property:  
 

MA SOC   Filing Number: 201924958600     Date: 9/9/2019 10:32:00 AM



 

 

Title Individual Name 
First, Middle, Last, Suffix 

Address (no PO Box) 

Address, City or Town, State, Zip Code 
REAL PROPERTY  DAVID REINER          1570 NORTH MAIN ROAD 

OTIS, MA 01253 USA  

9. Additional matters:  

10. State the amendments to the certificate:  
REMOVED TOM GECEWICZ AND JOHN SACCENTI AS MANAGERS 

11. The amendment certificate shall be effective when filed unless a later effective date is specified:  

SIGNED UNDER THE PENALTIES OF PERJURY, this 9 Day of September, 2019,  
DAVID REINER , Signature of Authorized Signatory. 
 

 
© 2001 - 2019 Commonwealth of Massachusetts  
All Rights Reserved    



 
 
 

 

THE COMMONWEALTH OF MASSACHUSETTS 

 

I hereby certify that, upon examination of this document, duly submitted to me, it appears 

that the provisions of the General Laws relative to corporations have been complied with, 

and I hereby approve said articles; and the filing fee having been paid, said articles are 

deemed to have been filed with me on: 

 

 

 

 

 

WILLIAM FRANCIS GALVIN 

Secretary of the Commonwealth 

September 09, 2019 10:32 AM
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6225 SMITH AVENUE, BALTIMORE, MD 21209 
PH 410-602-2000 / FAX 410-602-1160 

 
 
 

Named Insured: Turning Leaf Centers Otis, LLC 

Operation Type: Grow Facility 

Carrier:  James River Insurance Company 

A.M. Best Rating: A, X 

Policy Term: Annual 
 
 

GENERAL LIABILITY:   
Claims-Made and Reported Form 

 
General Aggregate Limit $3,000,000 

Products / Completed Operations Aggregate Limit $3,000,000 

Each Occurrence Limit $1,000,000 

Personal / Advertising Injury Limit $1,000,000 

Damage to Premises Rented to You $     50,000 

Deductible  $5,000 Per Claim 

Retroactive Date:  Policy Inception 

 
 
 
 
 
 
 

Coverage based on annual revenue and to be increased as revenue dictates. 
 
 
 
 
 
 
 
 
 
 





 
 

6225 SMITH AVENUE, BALTIMORE, MD 21209 
PH 410-602-2000 / FAX 410-602-1160 

 
Named Insured: Turning Leaf Centers Otis, LLC 

Operation Type: Dispensary 

Carrier:  James River Insurance Company 

A.M. Best Rating: A, X 

Policy Term: Annual 
 
 

GENERAL LIABILITY:   
Claims-Made and Reported Form 

 
General Aggregate Limit $3,000,000 

Products / Completed Operations Aggregate Limit $3,000,000 

Each Occurrence Limit $1,000,000 

Personal / Advertising Injury Limit $1,000,000 

Damage to Premises Rented to You $     50,000 

Deductible  $5,000 Per Claim 

Retroactive Date:  Policy Inception 

 
 
 
 
 
 
 

Coverage based on annual revenue and to be increased as revenue dictates. 
 
 
 
 
 
 
 
 
 
 
 
August 6, 2019 





 
 

6225 SMITH AVENUE, BALTIMORE, MD 21209 
PH 410-602-2000 / FAX 410-602-1160 

 
 
 

Named Insured: Turning Leaf Centers Otis, LLC 

Operation Type: Processing Facility 

Carrier:  James River Insurance Company 

A.M. Best Rating: A, X 

Policy Term: Annual 
 
 

GENERAL LIABILITY:   
Claims-Made and Reported Form 

 
General Aggregate Limit $3,000,000 

Products / Completed Operations Aggregate Limit $3,000,000 

Each Occurrence Limit $1,000,000 

Personal / Advertising Injury Limit $1,000,000 

Damage to Premises Rented to You $     50,000 

Deductible  $5,000 Per Claim 

Retroactive Date:  Policy Inception 

 
 
 
 
 
 
 

Coverage based on annual revenue and to be increased as revenue dictates. 
 
 
 
 

 
 

 





Business Plan  
Turning Leaf Centers Otis, LLC's founders and assembled team of marijuana experts 

are committed to delivering consistent, quality marijuana products to purchasers in a 
manner that sets the standard for regulatory compliance, produced using industry-leading 
best practices to ensure efficient production in a cost-effective manner. 

Turning Leaf Centers Otis, LLC intends to offer each category of product (dry 
flower, lozenges, topicals, edibles) in varied THC/CBD ratios. Turning Leaf Centers 
Otis, LLC will price these products at its dispensary at a significant discount to the 
current market, in which prices are exorbitantly high compared to the cost of production 
for an efficient marijuana producer.  

Turning Leaf Centers Otis, LLC will be able to execute on the above plan because it 
has done extensive preparation and analysis of the marijuana industry, and has consulted 
with industry experts and current operators. Thus, Turning Leaf Centers Otis, LLC 
knows what it should cost to produce these products and knows how to produce them at 
low prices that will significantly benefit’ Massachusetts purchasers. As a demonstration 
of its commitment to positively impact the marijuana market and bring affordability to 
users, Turning Leaf Centers Otis, LLC has already invested in excess of $500,000 
engaging industry professionals, designing its facility and preparing this application. 

Financial Plan 
Market and Business Forecasting: While it is difficult to estimate the future size of 

a rapidly changing market, the history of Massachusetts to date, along with data from 
other states, provides guidance. Turning Leaf Centers Otis, LLC has developed a 
comprehensive financial model guided by rigorous market analysis and industry veterans 
in order to calculate the amount of funding needed to execute its plan.  

Approch to finicial modeling: Turning Leaf Centers Otis, LLC's approach to 
financial modeling includes robust sensitivity analysis of the key assumptions, using 
conservative projections. When uncertain, Turning Leaf Centers Otis, LLC estimated 
high on expenses, and low on revenues. Though Turning Leaf Centers Otis, LLC has 
settled on projections considered to be the most likely market conditions, by running 
numerous market scenarios with its financial model (by varying factors such as purchase 
volumes), Turning Leaf Centers Otis, LLC learned some revealing information. In a 
scenario in which sales rate is only half of what Turning Leaf Centers Otis, LLC 
conservatively anticipates it to be, the only adjustment Turning Leaf Centers Otis, LLC 
would make to operations would be to delay expansion of facilities. 
Because overwhelming economic success can also lead to business problems, Turning 
Leaf Centers Otis, LLC studied a scenario in which the sales rates are two times (200% 
of) anticipated levels. In this case, Turning Leaf Centers Otis, LLC achieves permanent 
positive cash flow earlier, but still has 2 years before needing to deploy its next phase of 
cultivation. 
Facility Planning: Having established the size of the facility needed to supply its anticipated 
share of the Massachusetts market, Turning Leaf Centers Otis, LLC worked with The Aztec 
Corporation/Aztec Architects LLC and planned its facility with future expansion in mind. 
Turning Leaf Centers Otis, LLC has chosen not to fully build out and cultivate in all 
cultivation space since full production will not be needed for years. Initially, Turning Leaf 
Centers Otis, LLC will refit an existing 110,000± square foot ("SF") building to serve as its 
cultivation, processing, and dispensary facilities. Phase 1 will consist of refitting 27,636 SF: 



15,500 SF for cultivation; 7,456 flowering canopy. Phase 2 will fit out an additional 
15,000 SF space for cultivation, adding another 8,300 SF for flowering. As the market 
grows, Turning Leaf Centers Otis, LLC has the ability to fit out more than 60,000 SF of 
additional space on site. Turning Leaf Centers Otis, LLC plans to phase in building to 
protect market stability, preserve capital, and potentially deploy newer technology, 
if/when available.  

Budget: Turning Leaf Centers Otis, LLC's plan will require $8,444,671 to execute, 
achieving positive cash flow in Month 6. Under a scenario where product demand is only 
50% of its forecast, Turning Leaf Centers Otis, LLC would delay hiring some staff (its 
top executives having already committed to delaying the start of their compensation until 
the business is profitable) and Turning Leaf Centers Otis, LLC will become positive cash 
in Month 10. In this scenario Turning Leaf Centers Otis, LLC uses more operating 
capital, as the plan would require $8,769,123. If sales are 200% of forecast, cash flow 
would be better, and its minimum cash position greater than forecast. In this instance, the 
plan would require less than $8.4M to execute, and Turning Leaf Centers Otis, LLC 
would accelerate the propagation of additional plants to more rapidly fill its existing 
flower rooms in order to meet the higher demand, and would fit out its additional space 
earlier than planned using cash generated from operations. In any case, Phase 2 
expansion can be accelerated and entirely funded by cash generated from operations. 

Projected Expenses: To provide a transparent presentation of the funds required to 
become financially sustainable (achieving permanent positive cash flow), Turning Leaf 
Centers Otis, LLC has broken down its planned spending into capital expenditures and 
operating expenses. It is important to note that once the business is operational, it will be 
several months before the company begins generating revenue; this period will require 
significant operating capital.  

Projected Capital Expenditures: Its cultivation, processing, and dispensary 
operations will be entirely housed in a newly refit 110,000± square foot. Initially, 
Turning Leaf Centers Otis, LLC will build out 27,636 SF; 15,000 SF of additional 
cultivation space is projected to be built out in Year 3. Turning Leaf Centers Otis, LLC 
anticipates construction taking between 6 and 9 months to complete.  
Capital Expenditure Summary  Pre-Operations Year 3 
Cultivation-Processing-Dispensary build out $5,227,358 $2,480,000 
Cultivation Equipment: lights, tables, racks, fertigation $697,500 $697,500 
Extraction, CO2 Extractor $220,000  
Closed loop ethanol extraction & distillation $55,000  
Processing: Sanitation, tables, scales, fume hood, ovens, lab ware $195,000  
QA/QC: moisture, potency & bio-contaminants $110,000  
Blending & bottling equipment $100,000  
Kitchen for edibles for minors $125,000  
Display cases, furniture, point of sale system, computers $95,000  
Security system equipment & installation $300,000  
Backup Industrial Power Generator  $125,000  
Total Capital Expenditure $7,264,858 $3,177,500 

Projected Revenues: Turning Leaf Centers Otis, LLC's revenue projections, below, are 
based on an analysis of the state's 2017 full-year data, recent program changes, current 
patient count and recent growth, and established patient adoption rates in other regulated 



states, combined with detailed pricing and consumption data across the United States 
dovetailed with its intention to help drive down marijuana prices in Massachusetts. The 
revenue assumptions below are based on a patient adoption rate of 0.80% by Fall 2019, 
and 1.50% by Fall 2022. Consumption per patient is expected to increase slightly over 
time due to the recently added qualifying conditions. Projected Operating 
Expenses: The company anticipates spending approximately $375,239  

in non-capital related expenses in order to become operational, in addition to the more 
than $500,000 the company has invested to date. After the company becomes operational 
and begins propagating plants, there will be a 3-month period without revenue, followed 
by an additional period of operating losses while revenues grow. In approximately Month 
6 of its operations, Turning Leaf Centers Otis, LLC forecasts that it will achieve 
permanent positive cash flow. At that point, Turning Leaf Centers Otis, LLC will be 
financially self-sufficient, generating revenue in excess of all expenses going forward. 
This is an important inflection point, as it helps to determine the true funding 
requirements to become a successful enterprise.   
     
 Projected Revenues (in thousands of $) Pre-Op+Year 1  Year 2  Year 3  Year 4  Year 5 
 Dry Flower   5,024 9,688 12,683 14,496 16,567 
 Lozenges   521 961 1,518 1,735 1,983 
 Topicals   579 1,068 1,686 1,927 2,203 
 Edibles   104 192 304 347 397 
 Total Projected Net Revenues  6,228  11,909  16,191  18,505  20,970 
 Projected Cost of Goods (in thousands of $)          
 Dry Flower, packaging   234 465 655 805 989 
 Lozenge, ingredients & packaging  52 103 175 216 265 
 Topicals, ingredients & packaging  77 153 260 319 393 
 Edibles, ingredients & packaging  17 34 58 72 88 
 Total Projected Cost of Goods Sold  381  756  1,149  1,412  1,735 
 Projected Gross Profit (in thousands of $)          
 Total Projected Gross Profit  5,847 11.153 15,042 17.093 19,235 
 Projected Operating Expenses   (in thousands of $)          
 Total Salary and Wages   2,865 3,809 4,338 4,869 5,308 
 Bank Fees   30 31 31 32 32 
 Clinical Research Funding  33 16 30 35 42 
 Charitable Giving   33 16 30 35 42 
 Cultivation & Processing Supplies  164 230 306 383 463 
 Employee Training & Continuing Education 113 3 3 3 3 
 Facility Expense   546 547 558 560 561 
 Insurance   56 104 131 134 136 
 Legal and Professional Fees  84 43 44 45 45 
 Licenses / Fees / Permits   40 20 20 20 20 
 Office, Travel/Auto, Website, Miscellaneous 86 33 34 34 35 
 Product Testing, Independent Lab  45 37 37 38 39 
 Quality Systems Development, SOPs  60 - - - - 



 Substance Abuse, Public Education Programs 18 18 19 19 19 
 Telephone, IT, Security System Monitoring  19 20 20 20 21 
 Utilities   338 481 626 724 855 
 
       
Projected Net Operating Profit before Taxes (in thousands of $)  Total Projected 

Net Operating Profit 696 4,555 7,194 8,291 9,675  
Job Creation: The following table illustrates the employment that Turning Leaf Centers 

Otis, LLC forecasts its business will bring to the local community, an underserved area; 
these well-paying jobs are added over time, as indicated, and the payroll expense as these 
positions are to be 
!

filled is included in the above table under "Total Salary and Wages":     
Projected Job Creation Summary  Year 1  Year 2  Year 3  Year 4  Year 5 
Total Number of Jobs Planned 48 59 67 75 78 
Total Salaries Paid  $2.73 M  $3.22 M  $3.63 M  $4.05 M  $4.29 M 
Plus Payroll Taxes & Benefits Paid  $0.70 M  $0.83 M  $0.93 M  $1.04 M  $1.10 M 
Average Paid per Job incl. taxes & benefits 71,413 68,620 68,051 67,890 69,196 
Minimum Salary 36,000 37,080 38,192 39,338 40,518 
Minimum Salary incl. taxes & benefits 45,252 46,610 48,008 49,448 50,932 
 
      

Local Economic Impact: All of the above activity will benefit the local economy, 
the impact 

of which is estimated below (in millions of $) using appropriate economic multipliers:   
Local Economic Impact  PreOp  Year 1  Year 2  Year 3  Year 4  Year 5 
Construction $5.23 M      $2.48 M     
Economic multiplier 1.70     1.70     
Sales of Products $0.0 M  $5.6 M  $10.7 M  $14.6 M  $16.7 M  $19.0 M 
Multiplier, manufacturing 1.32 1.32 1.32 1.32 1.32 1.32 
Salaries  $0.1 M  $2.3 M  $3.0 M  $3.5 M  $3.9 M  $4.2 M 
Multiplier, Salaries 1.40 1.40 1.40 1.40 1.40 1.40 
Total Economic Activity  $9.0 M  $10.6 M  $18.4 M  $28.3 M  $27.4 M  $31.0 M 

Funding: Turning Leaf Centers Otis, LLC has secured commitments of $10,000,000 to 
execute this business plan, which is anticipated to only require $8,444,671 to execute, with 
Turning Leaf Centers Otis, LLC achieving positive cash flow in Month 6 of operations, 
leading to a forecast surplus cash position of $1,555,329—21.4% of the capital expenditure 
budget and 18.4% of its entire budget. In the highly unlikely event that demand is only 50% 
of forecast, Turning Leaf Centers Otis, LLC will still be left with a cash cushion $1,230,877 
under this low-probability market condition. In this worse-case scenario, the company 
would delay hiring, defer executive compensation, and would still be cash-flow positive 
before the end of its first year of operations.  

Cash Flow Analysis: Turning Leaf Centers Otis, LLC closely examined the impacts to 
its cash flow under the various market scenarios it analyzed. The projected quarterly cash 
flow is summarized below with the approximate minimum forecast position highlighted.  



 
Projected Cash Flow (in thousands of $)   PreOp  Y1Q1  Y1Q2  Y1Q3  Y1Q4  Y2Q1 
Beginning Cash Balance 10,000 2,360 1,630 1,582 2,056 2,522 
+ Sales of Products - - 1,185 1,935 2,485 2,367 
- Property, Plant & Equipment Investment 7,265 - - - - - 
- Inventory Investment - - 150 50 25 25 
- Payroll, Expenses, Cost of Goods 375 730 1,083 1,292 1,432 1,428 
- Allowance for Income Taxes - - - 119 563 495 
= Ending Cash Balance   2,360  1,630  1,582  2,056  2,522  2,940 
Period Cash Flow (7,640) (2,189) (144) 1,423 1,396 1,256 
       
Risk Management: To manage risk, Turning Leaf Centers Otis, LLC has already 
secured its site with local approval and strong support; received all local approvals; 
engaged senior management willing to forgo compensation until profitable; developed 
facility floor plans to allow it to execute on the above plan; engaged professionals for 
quotes on capital expenditures; run exhaustive market scenarios to identify capital 
requirements in the worst-case scenario; secured capital commitments well in excess of 
its anticipated needs; and, will not have any debt obligations, which will help insulate it 
against unforeseen delays. Turning Leaf Centers Otis, LLC will maintain property, 
general liability, worker's comp, and product liability insurance and plans a state-of-the-
art security system and around-the-clock staffing, every day of the year.  

Putting it All Together: Turning Leaf Centers Otis, LLC's position of significant 
over-capitalization will directly benefit its purchasers. First, with more than $ 1.5 
million in excess starting capital on an $8.4 million plan, Turning Leaf Centers Otis, 
LLC is able to overcome any unforeseen expenses, delays, or slow patient uptake, 
and has the resources to ensure financial viability under any scenario. Second, 
patients will directly benefit from its ability to offer long-term pricing on day one, 
since Turning Leaf Centers Otis, LLC does not need to be profitable (or even 
breakeven) for quite some time. Consequently, Turning Leaf Centers Otis, LLC 
anticipates offering products for sale at prices far lower than typically seen in the 
early years of a new state marijuana program, and significantly lower that what 
purchasers in Massachusetts face today. Towards the end of its third year of 
operations, Turning Leaf Centers Otis, LLC plans to expand its cultivation facility. 
This expansion will satisfy the needs of a growing program. Its expansion can be 
accelerated or delayed, depending on market conditions, without any significant 
financial impact on its business, with cash generated from operations financing the 
expansion. Beyond its phase 2, Turning Leaf Centers Otis, LLC has the ability to fit 
out 60,000 SF of additional cultivation space at its current location for additional 
capacity, which ensures that it has the ability to provide marijuana to patients for the 
long term. 
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PERSONNEL POLICIES  
 
 
 
Turning Leaf Centers Otis, LLC (“TLCO”) strives to provide a safe, rewarding and ethical 
atmosphere for both customers and marijuana establishment agents alike. We hold marijuana 
establishment agents to the highest standards of professionalism while offering a multitude of 
opportunities, including but not limited to: 
 
Equal Employment Opportunity: We will offer fair and equal compensation and employment and 
will protect employees from discrimination based on any status enumerated under the laws 
enforced by federal EEOC or under the labor laws of the Commonwealth. 
 
Ethical Standards: We will provide an ethical and respectful workplace conduct, and will strictly 
prohibit any forms of workplace violence, intimidation or harassment. 
 
Compensation and Benefits: We will provide fair and appropriate compensation, along with 
benefits such as health insurance, paid time off, overtime and performance bonuses, workers 
compensation, and various forms of compensated personal and family medical leave. 
 
Safe and Secure Environment: Security will be operational 24/7/365. We will require all 
marijuana establishment agents to behave in a safe and responsible manner, consistent with 
workplace safety standards promulgated by US OSHA and Massachusetts division of 
occupational safety. 
 
Incentive Advancement: We prioritize the promotion and advancement of existing cultivating 
agents upon the availability of positions within the Marijuana Establishment. Performance-based 
evaluations will be conducted at least annually, as part of our effort to support marijuana 
establishment agents’ advancement, productivity and career objectives. 
 
TLCO’s Human Resources (“HR”) Director will maintain detailed personnel records for each 
employee, officer, director, board member, agent, or volunteer involved with the enterprise. 
 
Hiring Process Policy 
 
TLCO will strive to hire a diverse and talented workforce that the company can trust to uphold 
the highest standards of professionalism, regulatory compliance, and product care. TLCO will 
employ individuals from as many diverse groups as possible to meet internal diversity goals and 
operate the facility with maximum efficiency and talent. To recruit top-notch talent, the HR 
Director will create and maintain partnerships with recruiting agencies, educational institutions, 
and media networks that target specific demographics best suited to employment in this 
industry. Increasing the number of diverse and talented individuals that TLCO employs will allow 



TLCO to operate a successful establishment where employees, vendors, purchasing Marijuana 
Establishments and government authorities from all backgrounds feel welcome. 
 
Marijuana Establishment Agent Registration Policy 
 
The HR Director will ensure all of its board members, directors, employees, executives, 
managers, and volunteers associated with TLCO apply for registration as a Marijuana 
Establishment Agent. TLCO will not permit any principal officer, director, owner, board member, 
or employee to work at the enterprise until they have registered with and received an 
identification card from the Commission. All potential TLCO-affiliated Marijuana Establishment 
Agents will be 21 years of age or older; not convicted of an offense in the Commonwealth 
involving the distribution of controlled substances to minors, or like violation of the laws of 
another state, the United States or foreign jurisdiction, or a military territorial or Native American 
tribal authority; and be suitable for registration consistent with the provisions of 500.800 and 
500.802. Agents will renew their registration on an annual basis upon a determination by the 
Commission that the applicant for renewal continues to be suitable for registration. 
 
All potential TLCO-affiliated Marijuana Establishment Agent applicants for registration shall 
include their: full name; date of birth; address; all aliases used previously or currently in use by 
the individual, including maiden name, if any; a copy of the applicants drivers license, 
government issued identification card, liquor purchase identification card issued pursuant to 
M.G.L.c.138 §34B or other verifiable identity document acceptable to the commission; an 
attestation that the individual not engage in the diversion of marijuana products; and written 
acknowledgment by the applicant of any limitations on his or her authorization to cultivate, 
harvest, prepare, package, possess, transport and dispense marijuana in the Commonwealth. A 
TLCO executive registered with the Department of Criminal Justice Information Systems 
pursuant to 803 CMR 2.04: iCORI Registration, shall submit to the Commission a Criminal 
Offender Record Information (CORI) report and any other background check information 
required by the Commission for each individual for whom TLCO seeks a marijuana 
establishment agent registration, obtained within 30 days prior to submission. TLCO applicants 
will provide any other information the CCC so requests. Finally, TLCO will pay the 
nonrefundable application fee for marijuana establishment agent applications. 
 
TLCO is committed, after obtaining a registration card for a marijuana establishment agent, to 
notifying the Commission, in a form and manner determined by the Commission, as soon as 
possible, but in any event, within five business days, of any changes to the information that 
TLCO previously required to submit to the Commission or after discovery that a registration card 
has been lost or stolen. Prospective staff will be required to report any new or pending charges 
or convictions that occur during their employment with TLCO. If an employee is charged with or 
convicted of a felony or a drug-related offense, TLCO will report it immediately to the 
Commission. All TLCO marijuana establishment agents shall carry their registration card 
associated with TLCO at all times while in possession of marijuana products, including at all 
times while at the establishment or while transporting marijuana products. 



 
Termination Policy 
 
Upon termination of a staff member’s employment relationship with TLCO, the COO will revoke 
the former staff member’s access privileges and permissions to the facility and the inventory 
tracking system. When a principal officer, director, owner, board member, or employee ends 
his/her employment or affiliation with TLCO, notification will be sent to the Commission within 24 
hours. Said individual will be required to turn over his or her registration card to TLCO and 
TLCO will then surrender the individual’s registration card to the Commission. The HR Director 
will also document the reason(s) the individual is no longer associated with TLCO, provide any 
necessary documentation to the Commission, and keep a copy of this information in the 
individual’s personnel records. 
 
Personnel Records Policy 
 
TLCO, through its HR Director, will maintain detailed personnel records. Records will include, at 
a minimum: a copy of each staff member’s resume and application for employment; digital 
copies of the individual’s present and previous identification cards, and current, valid driver’s 
license or other state-issued photo identification card; documentation of each staff member 
consenting to the jurisdiction of the Commission and promising to adhere to and comply with the 
laws and regulations of the Commonwealth pertaining to marijuana; documentation of 
verification of references; detailed job descriptions and employment contracts, including duties, 
authority, responsibilities, and qualifications of the employee, and the identity of their supervisor; 
performance evaluation records; disciplinary records; and, drug test records, including the 
reason for the test and the results of the test. The HR Director will maintain all personnel 
records for each staff member electronically for at least 3 years after termination of the staff 
member’s affiliation with the enterprise. 
 
Substance Abuse Policy 
 
 
TLCO’s policy concerning substance abuse recognizes our responsibility to ensure that services 
rendered, employee conduct, and safety are not compromised by the use or abuse of drugs or 
alcohol. Employees are expected and required to report to work on time and in appropriate 
mental and physical condition for work. Employees are forbidden to report to work under the 
influence of alcohol or drugs. It is our intent and obligation to provide a drug-free, healthy, safe 
and secure work environment. 
 
Alcohol or drug use which adversely affects work will not be tolerated. Any employee using or 
under the influence of alcohol or drugs, including legal drugs used for non-medical purposes, 
while at work and/or on TLCO property or while conducting TLCO business will be subject to 
disciplinary action up to and including termination. Any employee having possession of, or who 
participates in the theft, diversion, sale, or distribution of drugs is subject to immediate 
discharge, and when appropriate, initiation of criminal proceedings. 
 
The use, possession, sale or transfer of alcoholic beverages and/or drugs on TLCO property or 
in TLCO vehicles is strictly forbidden. If a supervisor has reason to believe that an employee is 
not fit for work, that employee may be sent home or may be sent for a medical examination that 
may include a drug and/or an alcohol test. A positive test reading for drugs and/or alcohol may 
result in disciplinary action up to and including immediate termination. Failure to submit to a test 
may also result in disciplinary action up to and including immediate termination. 



 
TLCO has the right to require a medical examination and/or tests to determine an employee’s 
fitness for work based on reasonable suspicion of being under the influence of drugs or alcohol. 
Failure to submit to examination or testing is grounds for discharge. 
 
Employees using medication which may impact their ability to perform their job safely must 
notify their supervisor without disclosing the identity of their medication. The employee will be 
required to obtain documentation from his or her physician who provides that the medication will 
not interfere with the employee’s ability to perform his or her job safely or provides any work 
restrictions. An employee may continue to work if it is determined that the medication will not 
adversely affect the employee’s performance or if it is determined that a reasonable 
accommodation can be made. 
 
STATEMENT OF PURPOSE 
 
TLCO has a vital interest in ensuring a safe, healthy and efficient working environment for our 
employees and our members. The unlawful or improper presence or use of controlled 
substances or alcohol in the workplace presents a danger to everyone. For these reasons, we 
have established, as a condition of employment and continued employment with TLCO, the 
following substance abuse policy. Drug and/or alcohol testing is an integral part of our policy. 
This policy applies to all applicants and current employees of TLCO. 
 
Consistent with its fair employment policy, TLCO maintains a policy of non-discrimination and 
will endeavor to make reasonable accommodations to assist recovering addicts or alcoholics, 
and those having a medical history reflecting treatment for substance abuse conditions. 
 
We encourage employees to seek assistance before their drug and alcohol use renders them 
unable to perform their essential job functions or jeopardizes the health and safety of 
themselves or others. 
 
Our policy was designed to protect an individual's privacy, to ensure the integrity and reliability 
of testing procedures and to protect the confidentiality of individual test results and medical 
histories. Questions regarding the meaning or application of this policy should be directed to the 
Director of Human Resources or designate. 
 
This policy represents management guidelines only and should not be interpreted as a contract 
of employment. Failure to comply with this policy will result in disciplinary action, up to and 
including, immediate termination. 
 
DEFINITIONS 
 
"Alcohol" means the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular 
weight alcohols including methyl or isopropyl alcohol. 
 
"Alcohol Use" means the consumption of any beverage, mixture or preparation, including any 
medication, containing alcohol. 
 
"Alcoholic Beverage" means beer, wine and distilled spirits as defined by the Internal Revenue 
Code of 1954. 
 



"Applicant" means any individual seeking regular, full-time, part-time, temporary, or other 
employment with Somerset County YMCA. 
 
"Breath Alcohol Technician" means an individual who instructs and assists individuals in the 
alcohol testing process and operates an evidential breath testing device. 
 
"Canceled or Invalid Test" is neither a positive nor a negative test. In drug testing, this means a 
drug test that has been declared invalid by a medical review officer. A specimen that has been 
rejected for testing by a laboratory is treated the same as a canceled test. In alcohol testing, this 
means a test is deemed to be invalid under 49 CFR §§ 40.79 and 40.107. 
 
"Certified Laboratory" means a laboratory certified by the United States Department of Health 
and Human Services ("DHHS") which means the DHHS' "Mandatory Guidelines for Federal 
Workplace Drug Testing Programs," as amended. 
 
"Chain of Custody" means procedures to assure the integrity of each specimen by tracking its 
handling and storage from point of specimen collection to final disposition of the specimen. With 
respect to drug testing, these procedures require that a chain of custody form be used from time 
of collection to receipt by the laboratory. Upon receipt by the laboratory of the specimen, an 
appropriate chain of custody form will account for the sample within the laboratory. Chain of 
custody forms must, at a minimum, include an entry documenting the date the specimen was 
taken, the purpose of taking the specimen, when a specimen or portion of the specimen is 
handled or transferred and identifying every individual in the chain of custody. 
 
"Company Vehicle" means an automobile, truck, van, forklift, conveyor belts and any other 
power mechanized vehicle. 
 
"Confirmation Test" in drug testing, means a second test to identify the presence of a specific 
controlled substance or metabolite that is independent of the screening test and that uses a 
different technique from that of the screening test to ensure reliability and accuracy. We plan to 
use gas chromatography/mass spectrometry (GC/MS) or an equally reliable method to ensure 
reliability and accuracy of test results. For alcohol testing a confirmation test means a second 
test, following a screening test with a result of 0.02 or greater. 
 
"Controlled Substances" and "Drugs" are used interchangeably in this policy and mean 
marijuana, cocaine, opiates, amphetamines and phencyclidine (PCP) and their metabolites and 
any other substance included in Schedules I through V, of the Controlled Substances Act, 21 
U.S.C. § 812. The terms "controlled substances" and/or "drugs" include legal substances 
obtained illegally and/or used in an unauthorized manner, but does not refer to the proper use of 
substances authorized by law which do not affect job safety or performance. 
 
"Employee" means any individual currently employed by TLCO. 
 
"Evidential Breath Testing Device or EBT" means a device approved by the National Highway 
Traffic Safety Administration (NHTSA) for the evidential testing of breath and placed on 
NHTSA's "Conforming Products List of Evidential Breath Measurement Devices" (CPL), and 
identified on the CPL as conforming with the model specifications available from the NHTSA's 
Office of Alcohol and State Programs. 
 



"Licensed Medical Practitioner" means a person who is licensed, certified, and/or registered to 
prescribe controlled substances and other drugs in accordance with applicable federal, state, 
local or foreign laws and regulations. 
 
"Medical Review Officer or MRO" means a licensed physician (medical doctor or doctor of 
osteopathy) responsible for receiving laboratory results generated by an employer's drug testing 
program. The MRO must have knowledge of substance abuse disorders and appropriate 
medical training to interpret and evaluate an individual's confirmed positive test result, medical 
history and any other relevant biomedical information. 
 
"Negative Test Result" in drug testing means a result, reviewed by an MRO and determined to 
have no evidence of prohibited drug use. "Negative Test Result" in alcohol testing means a 
confirmation test result of less than 0.02. 
 
"Positive Test Result" in drug testing means a drug test result reviewed by an MRO and verified 
to have evidence of prohibited drug use. "Positive Test Result" in alcohol testing means a 
confirmation test result of 0.02 or greater. 
 
"Reasonable Suspicion" means that a manager or supervisor believes, based on specific 
observations, including but not limited to, the employee's appearance, behavior, speech or body 
odors, that the employee has violated the prohibitions of this policy concerning alcohol and 
drugs. These observations may include indications of the chronic or withdrawal effects of drugs 
and alcohol. 
 
"Refuse to Submit" means that the individual (1) fails to provide saliva and/or breath, or an 
adequate amount of saliva and/or breath, for testing without a valid medical explanation after he 
or she has received notice of the requirement for alcohol testing in accordance with the TLCO 
policy; (2) fails to provide urine or an adequate amount of urine, for drug testing without a valid 
medical explanation after he or she has received notice of the requirement for urine testing in 
accordance with the TLCO policy; (3) engages in conduct that clearly obstructs the testing 
process; (4) fails to complete the drug and/or alcohol testing forms; or (5) does not report 
directly to the collection site after notification or delays the collection or testing process. 
 
"Screening or Initial Test" means for drug testing, an immunoassay screen to eliminate 
"negative" urine specimens from further consideration. "Screening" or "Initial Test" means for 
alcohol testing, an analytic procedure to determine whether an individual has an alcohol 
concentration of 0.02 or greater. 
 
"Screening Test Technician or STT" means an individual who instructs and assists an individual 
in the alcohol screening testing process and operates a non-evidential screening device. 
 
"Workplace" means a site for the performance of work to be done in connection with TLCO 
business. This includes, but is not limited to, all structures and surrounding properties at which 
TLCO conducts its business, any Company vehicles or equipment whether owned, leased, or 
used, whether or not on Company premises, and any other location in which Company work or 
business is performed. 
 
PROHIBITED CONDUCT 
 
 Prohibited Conduct Concerning Alcohol and Illegal Drugs 
 



Employees are prohibited from reporting for duty or remaining on duty with an alcohol 
concentration of 0.02 or greater. 
 
Employees are prohibited from consuming alcohol during working hours, including meal and 
break periods. This does not include the authorized use of alcoholic beverages at Company-
sponsored functions or activities. 
 
Employees must submit to any drug and/or alcohol test required under the TLCO substance 
abuse policy. 
 
Employees are prohibited from engaging in the unlawful or unauthorized manufacture, 
distribution, dispensation, solicitation, sale, transfer or possession of controlled substances 
and/or alcoholic beverages while on Company paid time, on Company premises, in Company 
vehicles, or while engaged in Company activities. This does not include the authorized 
distribution or possession of alcoholic beverages at Company-sponsored functions or activities. 
Any employee who has diverted marijuana, engaged in unsafe practices, or been convicted or 
entered a guilty plea for a felony charge of distribution of a drug to a minor shall be terminated 
immediately. 935 CMR 500.105(1) 
 
Employees are prohibited from reporting for duty or remaining on duty when the employee uses 
any drugs, except when the use is pursuant to the instructions of a licensed medical practitioner 
and such use does not create a danger of injury to the employee or others. 
 
Employees using medication which may impact their ability to perform their job safely must 
notify their supervisor without disclosing the identity of their medication. The employee will be 
required to obtain documentation from his or her physician which provides that the medication 
will not interfere with the employee’s ability to perform his or her job safely or provides any work 
restrictions. An employee may continue to work if it is determined that the medication will not 
adversely affect the employee’s performance or if it is determined that a reasonable 
accommodation can be made. 
 
Employees are prohibited from continuing to work if they have tested positive for drugs and/or 
alcohol.  
 
Prohibition On Supervisor Or Manager Permitting an Employee to Work 
 
Any supervisor or manager who has actual knowledge that an employee has engaged or is 
engaging in conduct prohibited in Section III A above, shall not permit the employee to work. 
 
Prohibition Against Working While Using Any Medication Which Affect Safety Or Performance 
 
Use of any medication (therapeutic drugs) while engaged in Company activities is prohibited to 
the extent such use may affect the health or safety of the employee, co-workers, members 
and/or the public, or the employee’s performance of his or her job duties. In addition, use of 
over-the-counter medications and other substances may result in a positive test result. 
Employees will be given the opportunity to explain a positive test result to a licensed physician 
(“MRO”) responsible for receiving laboratory results generated by an employer’s drug testing 
program, including the identification of recently used prescription or over-the-counter 
medications or other substances. The MRO has knowledge of substance abuse disorders and 
appropriate medical training to interpret and evaluate an individual’s confirmed positive test 
result, medical history and any other relevant biomedical information. 



 
An employee using any medication that contains alcohol or a controlled substance has an 
obligation to inquire and determine whether the substance the employee is taking poses a 
significant risk of substantial harm to the health and safety of the employee or others in the 
workplace. If the employee is using such a medication, the employee is required to obtain from 
the employee’s licensed medical practitioner a written statement which provides either that the 
medication does not pose a significant risk of substantial harm to the health and safety of the 
employee or others in the workplace or advises of any work restrictions applicable to the 
employee. 
 
Any such information must be reported to the employee’s immediate supervisor prior to 
commencing any job duties, without disclosing the identity of the substance or the employee’s 
medical condition. The supervisor must then report this information to the Director of Human 
Resources or designate, who will contact the TLCO’s MRO. Employees using such a 
medication must have the medication in its original container which identifies the medication 
dosage and other pertinent information which will be reviewed by the TLCO MRO in 
consultation with the employee’s licensed medical practitioner. 
 
Depending upon the results of the review, the Director of Human Resources or designate will 
consider whether the safety or health risk can be eliminated or sufficiently reduced by a 
reasonable accommodation, if applicable. An employee may not be permitted to perform his or 
her job duties unless such a determination, or a reasonable accommodation, if any, has been 
made. 
 
IV. REQUIRED TESTS 
 
The requirements provided below apply to all current employees of TLCO. 
 
Additionally, the pre-employment drug and alcohol testing requirements apply to all applicants. 
 
Pre-Employment Drug and Alcohol Testing 
 
All applicants for full time positions to whom TLCO has extended a conditional offer of 
employment must submit to pre-employment drug and alcohol testing within 48 hours of 
receiving the Chain of Custody form and must receive negative test results as a condition of 
employment. Such testing will be conducted prior to the first time the individual performs any of 
his or her job duties. 
 
Reasonable Suspicion Drug and Alcohol Testing 
 
An employee must submit to reasonable suspicion drug and/or alcohol testing when a manager 
or supervisor believes that the employee has violated the drug and/or alcohol prohibitions 
contained in this policy. A reasonable suspicion determination must be based on specific, 
articulable observations, including but not limited to, the employee's appearance, behavior, 
speech, or body odors. In addition, these observations may include indications of the chronic or 
withdrawal effects of drugs and alcohol. 
 
The alcohol test should be administered within two hours, but no later than after eight hours, 
from the reasonable suspicion determination. 
 



The supervisor or manager who makes a reasonable suspicion determination will not conduct 
the drug and/or alcohol test. 
 
TLCO shall immediately transport or ensure transportation of the employee to and from the 
collection site for the collection of saliva, breath and/or urine samples. 
 
The employee must submit to reasonable suspicion drug and alcohol testing upon request. 
 
Documentation of the observations leading to a reasonable suspicion drug and/or alcohol test 
must be prepared and signed by the supervisor or manager making the observations. 
 
The employee will be suspended without pay after the completion of the drug and/or alcohol 
tests, pending the test results. If the test results are negative, the employee will be 
compensated for all time lost from work which is directly attributable to the request to take the 
test. However, no compensation shall be made to an employee already on suspension at the 
time the employee takes the test if the suspension is based upon conduct other than a 
suspected violation of the TLCO's substance abuse policy. TLCO also reserves the right to 
evaluate the conduct of the individual which warranted the reasonable suspicion drug and/or 
alcohol test to determine if the conduct in and of itself should warrant discipline, up to and 
including termination. 
 
SELF-DISCLOSURE OF SUBSTANCE ABUSE PROBLEM 
 
TLCO will refer an employee to a substance abuse professional for an evaluation and for 
counseling or an assistance or rehabilitation program if the employee voluntarily discloses that 
he or she has a drug and/or alcohol problem and voluntarily requests assistance for such a 
problem before being selected for drug and/or alcohol testing required by this policy or violating 
this policy in any way. The employee must satisfactorily complete any assistance or 
rehabilitation program. The cost of rehabilitation or treatment is the employee’s responsibility. 
The employee will be placed on a medical leave of absence in accordance with Company policy 
and applicable federal, state and local laws. (See the Company’s policies regarding leaves of 
absences and benefit entitlement). In addition, prior to such employee’s return to duty, he or she 
will be required to execute an agreement for rehabilitation and continued employment, submit to 
a drug test and receive negative result. Such employee also will be required to submit to follow-
up drug testing which may be scheduled or unscheduled. The determination of whether follow-
up testing is required will be based upon the nature of the employee’s position with appropriate 
medical consultation. 
 
VI. DRUG AND ALCOHOL TESTING PROCEDURES 
 
TLCO's drug and alcohol testing procedures are modeled after the Federal Procedures for 
Transportation Workplace Drug and Alcohol Testing Programs, 49 CFR Part 40, as amended 
and/or applicable state laws. These procedures ensure the integrity, confidentiality and reliability 
of the testing process, safeguard the validity of the test results and ensure that these results are 
attributed to the correct individual. Further, these procedures minimize the impact upon the 
privacy and dignity of persons undergoing such tests to every extent feasible. 
 
Drug Testing Procedures 
 
The drugs specifically being tested for include: Marijuana, Cocaine, PCP, Amphetamines, 
Opiates, Benzodiazepines, Barbiturates, Methadone, Methaqualone, and/or Propoxyphene. 



TLCO has established a chain of custody procedure for both drug sample collection and testing 
that will verify the identity of each sample and test result. All drug testing and collection 
procedures are modeled after the Federal Procedures For Transportation Workplace Drug and 
Alcohol Testing Programs, 49 CFR Part 40, as amended and/or in compliance with applicable 
state law requirements. All drug tests conducted pursuant to this policy shall be performed by 
laboratories which are DHHS certified. 
 
Confirmation and review of drug test results 
 
All positive drug test results will be confirmed by gas chromatography and mass spectrometry 
(GC/MS). All confirmed positive drug test results will be reviewed by an MRO to determine 
whether there is any legitimate explanation for the positive test result. This review may include a 
medical interview, review of the applicant's or employee's medical history, review of any other 
relevant biomedical factors or review of all medical records made available by the tested 
individuals. 
 
Applicants or employees testing positive will be given the opportunity to discuss with the MRO 
any legitimate explanation for the positive test result. If the MRO determines that there is a 
legitimate medical explanation for the confirmed positive test result, the MRO will report the test 
result to TLCO as negative. If the MRO determines that there are no legitimate explanations for 
the confirmed positive test result, the results will be verified by the MRO. 
 
 
The MRO may verify a test as positive without having communicated directly with the applicant 
or employee when: 
 
the applicant or employee expressly declines the opportunity to discuss the test; or 
 
neither the MRO nor the Director of Human Resources or his or her designated representative, 
after making all reasonable efforts, has been able to contact the individual within 14 days of the 
date on which the MRO receives the confirmed positive test result from the laboratory; or 
 
the Director Human Resources or his or her designated representative has successfully made 
and documented a contact with the applicant or employee and instructed the applicant or 
employee to contact the MRO and more than five days have passed since the applicant or 
employee was contacted by the Director of Human Resources or his or her designated 
representative. 
 
 
 
 
MRO may reopen verification 
 
If a test is verified positive under the circumstances specified in paragraph (c)(ii) or (iii) above, 
the individual may present to the MRO information documenting that serious illness, injury, or 
other circumstances unavoidably prevented the individual from being contacted by the MRO, 
the Director of Human Resources or his or her designated representative or from contacting the 
MRO within the times provided above. The MRO may reopen the verification, allowing the 
individual to present information concerning a legitimate explanation for the confirmed positive 
test. If the MRO concludes that there is a legitimate explanation, the MRO will declare the test to 
be negative. 



 
Right to have split specimen analyzed 
 
Within 72 hours of being notified by the MRO of a verified positive test result, all applicants and 
employees have the right to request that the split specimen be analyzed in a different DHHS 
certified laboratory for the presence of the drug(s) for which a positive result was obtained. If the 
split specimen does not confirm the presence of the drug(s) found in the primary specimen, or if 
the split specimen is unavailable, inadequate for testing or untestable, the MRO shall cancel the 
test and report the cancellation and the reasons for it to the Director of Human Resources or his 
or her designated representative and the tested individual. The MRO will also notify the Director 
of Human Resources or his or her designated representative and the tested individual if the split 
specimen confirms the presence of the drug(s) or drug metabolites. Any applicant or employee 
who requests that the split specimen be tested must pay for the cost of the split specimen 
unless the results are negative. 
 
Inability to provide adequate amount of urine specimen 
 
The applicant or employee must provide at least 45 milliliters of urine for a drug test. If the 
individual is unable to provide such a quantity of urine, the individual will be instructed to drink a 
set amount of fluids. The applicant must again attempt to provide a complete specimen after a 
set period of time. A refusal to drink the fluids as directed or to provide a new urine specimen 
will constitute a refusal to submit to a test and the applicant will be considered ineligible for 
employment with TLCO. A refusal to drink the fluids as directed or to provide a new urine 
specimen will constitute a refusal to submit to testing and the employee will be terminated. If the 
employee has not provided a sufficient specimen within a certain time period after the first 
unsuccessful attempt to provide the specimen, TLCO will direct the employee to obtain as soon 
as possible, a medical evaluation from a licensed physician selected by TLCO. A determination 
by the physician that no legitimate medical explanation exists for the employee's failure to 
provide an adequate amount of urine will constitute a refusal to test and the employee will be 
terminated. 
 
Altered or substituted urine specimens 
 
Procedures for collecting urine specimens allow an individual privacy unless there is a reason to 
believe that a particular individual may alter or substitute the specimen. In such cases, a 
specimen may be obtained under the direct observation of a same gender collection site person 
in accordance with such procedures. 
 
 Alcohol Testing Procedures 
 
The TLCO’s alcohol testing procedures are modeled after the Federal Procedures For 
Transportation Workplace Drug and Alcohol Testing Programs, 49 CFR Part 40, as amended 
and/or applicable state laws. Alcohol screening tests will be performed by a screening test 
technician ("STT") using a non-evidential screening device, or by a breath alcohol technician 
using an evidential breath testing device ("EBT"). In addition, TLCO ensures that the STTs are 
proficient in the operation of non-evidential screening devices and that the BATs are proficient in 
the operation of EBTs. Further, TLCO uses non-evidential alcohol screening devices that are on 
the National Highway Traffic Safety Administration's Conforming Products List for non-evidential 
screening devices and EBTs which are on NHSTA's CPL for evidential breath measurement 
devices. 
 



 Confirmation of alcohol test results 
 
A confirmation test will be performed using an EBT if the results of the screening test is an 
alcohol concentration of 0.02 or greater. The confirmation test will be conducted within 30 
minutes from the end of the screening test. TLCO shall base any discipline or other action upon 
the result of the confirmation test. 
 
Inability to provide adequate amount of sample for alcohol testing 
 
TLCO will require an employee or applicant to be evaluated by a physician if the employee or 
applicant fails to provide or claims that he or she is unable to provide a sufficient amount of 
breath sample to permit a valid breath test because of a medical condition. A determination by 
the physician that the employee's alleged medical condition could not preclude the employee 
from providing an adequate amount of breath sample will constitute a refusal to test and the 
employee will be terminated. A determination by the physician that the applicant's alleged 
medical condition could not preclude the applicant from providing an adequate amount of breath 
sample will constitute a refusal to test and the applicant will be considered ineligible for 
employment with TLCO. 
 
The STT shall conduct a new test using a new device if the employee is unable to provide 
sufficient saliva to complete a test on a saliva screening device. A refusal to complete the new 
test by an employee will constitute a refusal to submit to a test and the employee will be 
terminated. A refusal to complete the new test by an applicant will constitute a refusal to submit 
to a test and the applicant will be considered ineligible for employment with TLCO. The 
employee or applicant shall immediately take an alcohol test using an EBT if the new test is 
completed, but there is an insufficient amount of saliva to activate the device. The employee will 
be terminated if the employee refuses to submit to the test using an EBT. The applicant will be 
considered ineligible for employment with TLCO if the applicant refuses to submit to the test 
using an EBT. 
 
VII. CONSEQUENCES FOR REFUSAL TO SUBMIT TO TESTS AND POLICY 
VIOLATIONS 
 
TLCO has established the following consequences for applicants and employees found to have 
violated this policy. 
 
Positive Test Results 
 
Any employee who receives a confirmed positive drug and/or alcohol test result will be 
terminated. Any applicant who receives a confirmed positive drug and/or alcohol test result will 
be ineligible for employment with TLCO. 
 
Refusal to Submit 
 
A refusal by an employee to complete the drug and alcohol testing forms, to provide an 
adequate specimen, to report directly to the collection site after notification, or otherwise 
cooperate with the testing process in a way that prevents the completion of the test will 
constitute a refusal to submit to a test and the employee will be terminated. A refusal by an 
applicant to complete the drug and alcohol testing forms, to provide an adequate specimen, to 
report directly to the collection site within 48 hours of notification or otherwise cooperate with the 



testing process in a way that prevents the completion of the test will constitute a refusal to 
submit and the applicant will be ineligible for employment with TLCO. 
 
Altered or Substituted Urine Specimens 
 
Any employee who alters or attempts to alter or substitute a urine specimen will be terminated. 
Any applicant who alters or attempts to alter or substitute a urine specimen will be ineligible for 
employment with TLCO. 
 
Policy Violations 
 
If an employee has violated this policy in any way (even for a first offense), other than for 
violations set forth in A, B, and C above, the employee will be immediately removed from his or 
her job duties and will be subject to discipline, up to and including, immediate termination. If an 
applicant violates this policy in any way, the applicant will be ineligible for employment with 
TLCO. 
 
VIII. NOTIFICATION OF TEST RESULTS 
 
TLCO will notify the applicant of the pre-employment drug and alcohol test results upon the 
applicant's written request for results within 60 days of being notified of the disposition of the 
employment application. Employees will be advised of drug test results if the results were 
verified as positive. In addition, the employee will be advised of which drug(s) were verified as 
positive. For alcohol tests, the STT and/or the BAT shall show the employee the results of the 
screening and confirmation test after the administration of each test. Immediately thereafter, the 
BAT will provide TLCO's designated representative the confirmed alcohol test results in a 
confidential manner. 
 
IX. TESTING EXPENSES AND COMPENSATIONS FOR TESTS 
 
TLCO will pay for all drug and/or alcohol tests required by TLCO, including confirmation tests. 
Any test taken at the applicant's or employee's request will be at his or her own expense, 
including the analysis of the split specimen for drug testing. TLCO will reimburse an employee 
or applicant if a test requested by an employee or applicant produces a negative result. 
 
All time spent providing a saliva, breath and/or urine sample, including travel time to and from 
the collection site in order to comply with reasonable suspicion, return-to-duty and follow-up 
from rehabilitation drug and/or alcohol testing shall be considered as work time and the 
employee will receive his or her regular compensation, including overtime, if applicable for such 
time. 
 
 
ACCESS TO RECORDS AND CONFIDENTIALITY OF TEST RESULTS 
 
TLCO will maintain records of its substance abuse program in a secure location with controlled 
access. 
 
The laboratory may disclose drug test results only to the MRO. The MRO, STT and BAT may 
disclose test results only to the individual tested, designated Company representatives, a 
treatment program, or a court of law or administrative tribunal to the extent required by law. 
 



In addition, an applicant or employee, upon written request, may obtain copies of any records 
pertaining to the applicant's or employee's drug and alcohol use, including test records. TLCO 
will promptly provide the records requested by the employee or applicant. TLCO shall not 
release such information to any outside party except as required by law or expressly authorized 
in writing by the employee. 
 
XI. CONSENT OF APPLICANTS AND EMPLOYEES 
 
All applicants and employees are required to consent to drug and/or alcohol testing and/or 
inspections pursuant to this policy as a condition of employment and continued employment. 
Consent to drug and/or alcohol testing and/or searches includes an applicant's or employee's 
obligation to fully cooperate. Upon request, such person must promptly complete any required 
forms and releases and promptly provide a sample for testing. An employee's refusal to sign the 
consent and acknowledgment forms will result in termination. An applicant's refusal to sign the 
consent and acknowledgment forms shall render the applicant ineligible for employment with 
TLCO. 
 
XII. COMPLIANCE WITH POLICY AS CONDITION OF EMPLOYMENT 
 
All applicants and employees are advised that full compliance with this substance abuse policy 
shall be a condition of employment and continued employment. See Section VII for the 
consequences for a refusal to submit to tests and policy violations. 
 
 
Drug abuse and alcoholism are recognized as diseases for which there is effective treatment 
and rehabilitation. Employees who suspect they may have a drug or alcohol problem, even in its 
early stages, are encouraged to seek diagnosis, and to follow through with the treatment 
prescribed by qualified professionals. 
 
Any employee having these diseases will receive the same careful consideration and offer of 
treatment that is presently extended to all employees having any other disease, under existing 
benefit plans. The same benefits and insurance coverage that are provided for all other 
diseases under established benefit plans will be available to employees who accept medically 
approved treatment for drug or alcohol abuse. 
 
An employee's refusal to accept referral for diagnosis or to follow prescribed treatment may 
result in termination of employment. TLCO referral for diagnosis and treatment will be based 
solely on job performance and other employment related factors. 
 
Employees participating in a rehabilitation program are assured that neither job security nor 
promotional opportunities will be jeopardized, as long as the employee continues to meet 
existing job performance requirements, complies with established work rules and follows 
prescribed medical treatment. The confidential nature of any rehabilitation program will be 
strictly preserved. 
 
Smoking Policy  
 
Purpose: TLCO is a smoke-free work environment. In support of its mission to improve and 
promote health and wellness, all facilities are tobacco free environments. In regard to this 
mission and the The Massachusetts Smoke-free Workplace Law (MGL chapter 270, section 
22), this policy was established.  



 
Policy Overview: The health hazards of smoking and secondary smoke are well documented. 
For health and safety reasons, all buildings of TLCO are smoke free. No smoking or other use 
of tobacco products (including, but not limited to, cigarettes, pipes, cigars, snuff, or chewing 
tobacco) is permitted in any part of TLCO buildingS or in vehicles owned, leased, or rented by 
TLCO, or during TLCO-sponsored events.  
 
Designated Smoking Areas/Designated Smoking Breaks: Smoking is not permitted within 20 
feet of any TLCO building entryways. Employees may smoke outside in designated areas only 
during breaks. No additional breaks beyond those allowed under TLCO break policy may be 
taken for the purpose of using tobacco or similar products. Dispose of any litter properly in the 
receptacles provided for that purpose.  
 
Smoking Cessation Programs: TLCO’s Human Resources Department has identified smoking 
cessation programs offered through health insurance providers. Faculty and staff are 
encouraged to contact Human Resources to obtain all appropriate information entitled to them 
as part of their employee benefits. 
 
Complaints: Employee complaints of violations of this policy should be made to Human 
Resources. 
 
Confidentiality: HIPAA Medical Privacy Policy:  Basic Requirements 
 
Purpose: TLCO has adopted a policy that protects the privacy and confidentiality of protected 
health information (PHI) whenever it is used by company representatives. The private and 
confidential use of such information will be the responsibility of all individuals with job duties 
requiring access to PHI in the course of their jobs.  
Protected Health Information Defined: PHI refers to individually identifiable health information 
received by the company’s group health plans or received by a health care provider, health plan 
or health care clearinghouse that relates to the past or present health of an individual or to 
payment of health care claims. PHI information includes medical conditions, health status, 
claims experience, medical histories, physical examinations, genetic information and evidence 
of disability.  
The HIPAA Compliance Officer: The company has designated the Director Human Resources 
as the HIPAA compliance officer (HCO), and any questions or issues regarding PHI should be 
presented to the HCO for resolution. The HCO is also charged with the responsibility for:  
Issuing procedural guidelines for access for PHI.  
Developing a matrix for personnel who will need access to PHI.  
Developing guidelines for describing how and when PHI will be maintained, used, transferred or 
transmitted.  
Annual Activities Necessitating Use of PHI: Annually or more frequently as necessary, TLCO 
performs enrollment, changes in enrollment and payroll deductions; provides assistance in 
claims problem resolution and explanation of benefits issues; and assists in coordination of 
benefits with other providers. Some or all of these activities may require the use or transmission 
of PHI. Thus, all information related to these processes will be maintained in confidence, and 
employees will not disclose PHI from these processes for employment-related actions, except 
as provided by administrative procedures approved by the HCO. General rules follow: 
Disclosures that do not qualify as PHI-protected disclosures include:  
Disclosure of PHI to the individual to whom the PHI belongs.  
Requests by providers for treatment or payment.  
Disclosures requested to be made to authorized parties by the individual PHI holder.  



Disclosures to government agencies for reporting or enforcement purposes.  
Disclosures to workers’ compensation providers and those authorized by the workers’ 
compensation providers.  
Information regarding whether an individual is covered by a plan for claims processing purposes 
may be disclosed.  
Information external to the health plan is not considered PHI if the information is being furnished 
for claims processing purposes involving workers’ compensation or short- or long-term disability 
and medical information received to verify Americans with Disabilities Act (ADA) or Family and 
Medical Leave Act (FMLA) status. 
Records Retention Policy 
Personnel records and disclosures of PHI will be maintained for a period of six years as 
required by federal law, unless a state law requires a longer retention period. Records that have 
been maintained for the maximum interval will be destroyed in a manner to ensure that such 
data are not compromised in the future in accordance with the company record destruction 
policy. 
Cameras in the Workplace Policy 
 
Purpose: TLCO prohibits employee use of audio and video recording in the workplace, including 
camera-equipped phones, tablets and other devices, when necessary to secure patient/client 
privacy and/or to protect trade secrets and other proprietary business information.  
The state of Massachusetts prohibits the recording of conversations or meetings unless the 
consent of all parties involved is obtained. As such, secret recordings or recordings without 
permission of the employer are prohibited in all TLCO locations within Massachusetts. 
 
Restrictions on Employee Recording 
 
Employees are prohibited from bringing audio or video recording devices into areas where 
patient or client privacy may be compromised.  
Employees are prohibited from bringing audio or video recording devices into areas and/or 
meetings where company trade secrets or proprietary business information could be disclosed.  
Employees may record workplace activities that are not prohibited by law or do not compromise 
confidential information as described above. 
Company Monitoring: TLCO reserves the right to install security cameras in work areas for 
specific business reasons, such as security, theft protection or protection of proprietary 
information. 
 
TLCO may find it necessary to monitor work areas with security cameras when there is a 
specific job- or business-related reason to do so. The company will do so only after first 
ensuring that such action is in compliance with state and federal laws. 
Employees should not have any expectation of privacy in work-related areas. 
Employee TLCO reasonable suspicion of onsite drug use, physical abuse, theft or similar 
circumstances would be possible exceptions. Legal advice will be sought in advance in such 
rare cases where nonwork-area privacy must be compromised.  
Employees should contact their supervisor or the human resource (HR) department if they have 
questions about this policy. 
 
Employee Records Policy 
The company philosophy is to safeguard personal employee information in its possession to 
ensure the confidentiality of the information. Additionally, the company will only collect personal 
information that is required to pursue its business operations and to comply with government 
reporting and disclosure requirements. Personal information collected by the company includes 



employee names, addresses, telephone numbers, e-mail addresses, emergency contact 
information, EEO data, social security numbers, date of birth, employment eligibility data, 
benefits plan enrollment information, which may include dependent personal information, and 
school/college or certification credentials. All pre-employment inquiry information and reference 
checking records conducted on employees and former employee files are maintained in locked, 
segregated areas and are not used by the company in the course of its business operations. 
Personal employee information will be considered confidential and as such will be shared only 
as required and with those who have a need to have access to such information. All hard copy 
records will be maintained in locked, secure areas with access limited to those who have a need 
for such access. Personal employee information used in business system applications will be 
safeguarded under company proprietary electronic transmission and intranet policies and 
security systems. Participants in company benefit plans should be aware that personal 
information will be shared with plan providers as required for their claims handling or record 
keeping needs.  
Company-assigned information, which may include organizational charts, department titles and 
staff charts, job titles, department budgets, company coding and recording systems, telephone 
directories, e-mail lists, company facility or location information and addresses, is considered by 
the company to be proprietary company information to be used for internal purposes only. The 
company maintains the right to communicate and distribute such company information as it 
deems necessary to conduct business operations. 
If an employee becomes aware of a material breach in maintaining the confidentiality of his or 
her personal information, the employee should report the incident to a representative of the 
human resources department. The human resources department has the responsibility to 
investigate the incident and take corrective action. Please be aware that a standard of 
reasonableness will apply in these circumstances. Examples of the release of personal 
employee information that will not be considered a breach include the following: 
Release of partial employee birth dates, i.e., day and month is not considered confidential and 
will be shared with department heads who elect to recognize employees on such dates. 
Personal telephone numbers or e-mail addresses may be distributed to department head in 
order to facilitate company work schedules or business operations. 
Employee identifier information used in salary or budget planning, review processes and for 
timekeeping purposes will be shared with department heads. 
Employee’s company anniversary or service recognition information will be distributed to 
appropriate department heads periodically. 
Employee and dependent information may be distributed in accordance with open enrollment 
processes for periodic benefit plan changes or periodic benefits statement updates. 
Computer Passwords Policy 
Purpose: Passwords are an important aspect of computer security. They are the front line of 
protection for user accounts. A poorly chosen password may result in the compromise of 
[Company Name]’s entire corporate network. As such, all TLCO  employees (including 
contractors and vendors with access to TLCO systems) are responsible for taking the 
appropriate steps, as outlined below, to select and secure their passwords.  
This policy establishes a standard for the creation of strong passwords, the protection of those 
passwords and the frequency of change. 
Scope: The scope of this policy includes all employees who have or are responsible for an 
account (or any form of access that supports or requires a password) on any system that 
resides at any TLCO facility, who have access to the TLCO network, or who store any nonpublic 
TLCO information. 
User Authentication: Every user must be assigned a unique user account (user ID) and a 
password for access to TLCO systems. Shared or group user IDs are prohibited for user-level 
access. Systems and applications must authenticate using a password or token entry. The use 



of non-authenticated user IDs (i.e., those without passwords) or user IDs not associated with a 
single identified user are prohibited. The account will lock a user out after six invalid login 
attempts within 30 minutes. Locked accounts shall remain locked for at least 30 minutes or until 
the System Administrator unlocks the account. Users may contact the IT Service Desk to have 
their account unlocked. Multifactor authentication is required for all users accessing TLCO 
systems remotely. 
Password Management: Passwords must be created and managed in accordance with this 
section. 
Password Requirements 
All user-level TLCO network passwords will expire every 90 days and must be changed. 
New passwords cannot be the same as the previous four passwords. 
Passwords must be at least eight characters in length. Longer is better. 
Passwords must contain both uppercase and lowercase characters (e.g., a-z and A-Z). 
Passwords must contain at least one number (e.g., 0-9). 
Accounts shall be locked after six failed login attempts within 30 minutes and shall remain 
locked for at least 30 minutes or until the System Administrator unlocks the account. 
 
To unlock an account or change a password without logging in, some TLCO systems require 
the Technology Department to provide a new temporary password to the user. In such cases, 
passwords must be provided verbally and the user must immediately log in and change the 
account password. 
Passwords should not be shared with anyone, including IT support personnel, unless approved 
by the IT Security Specialist.  
All passwords are to be treated as sensitive, confidential information. If someone requests your 
password(s), please inform him or her that you cannot provide that information per TLCO policy 
and contact the IT Security Specialist about the request. If you suspect an account or password 
has been compromised, report the incident immediately and change all related passwords. 
The Technology Department or authorized outside “penetration testers” may perform password 
cracking or guessing on a periodic or random basis to test the security of the TLCO network. If a 
password is guessed or cracked during one of these scans, the user will be required to change 
it. Password cracking and guessing are not to be performed by anyone outside of the 
Technology Department or an approved third-party auditor. 
The Technology Department strongly encourages the use of a password manager program to 
help ensure that all passwords are strong, unique and easily changed. Users should open an IT 
Service Desk ticket with a request for more information on password managers allowed on the 
TLCO network and for assistance in getting the password manager installed and configured on 
their computer. 
Guidelines for Password Construction 
A strong password:  
Contains both uppercase and lowercase characters (e.g., a-z and A-Z). 
Contains digits and punctuation characters (e.g., 0-9 and !@#$%^&*). 
Is at least 8-15 alphanumeric characters long and is a passphrase (e.g., 
“Ohmy1stubbedmyt0e”). 
Is not a single word in any language, slang, dialect or jargon (e.g., “password” or “Fluffy”). 
Is not based on personal information, names of family members, etc. 
Passwords should never be written down or stored online. Employees should try to create 
passwords that can be easily remembered. One way to do this is to create a password based 
on a song title, affirmation or other phrase. For example, the phrase might be “This may be one 
way to remember,” and the password could be “TmB1w2R!” or “Tmb1W>r~” or some other 
variation. 



Use of Passwords and Passphrases for Remote Access Users: Access to the TLCO network via 
remote access is to be controlled using either a one-time password authentication or a 
public/private key system with a strong passphrase. 
Passphrases 
Passphrases are generally used for public/private key authentication. A public/private key 
system defines a mathematical relationship between the public key that is known by all and the 
private key that is known only to the user. Without the passphrase to “unlock” the private key, 
the user cannot gain access. 
Passphrases are not the same as passwords. A passphrase is a longer version of a password 
and is, therefore, more secure. A passphrase is typically composed of multiple words. Because 
of this, a passphrase is more secure against “dictionary attacks.” 
A good passphrase is relatively long and contains a combination of uppercase and lowercase 
letters as well as numeric and punctuation characters. An example of a good passphrase is 
“Vaca@The#OBX!$MyDreamin!”  
All of the rules above that apply to passwords apply to passphrases. 
Enforcement: Any employee found to be in violation of, or to have violated, this policy may be 
subject to disciplinary action, up to and including termination of employment. 
 
Record-Keeping Policy - Record Maintenance, Retention and Destruction  
 
Purpose: The human resources (HR) department retains and destroys personnel records in 
accordance with [Company Name’s] corporate policies on business records retention, as well as 
federal and state laws governing record retention. Below is an outline of the HR department’s 
operating procedures for personnel record retention and destruction of documents when such 
retention periods have passed. If [Company Name’s] retention procedure is not of sufficient 
duration for any state in which the company does business, this procedure will be superseded 
by state requirements. 
 
The HR department maintains both employee record information and government compliance 
reports. Both are subject to the following retention requirements and destruction procedures. 
 
Maintenance of Employee Records: The following employee information records are maintained 
in segregated personnel files: 
1) Pre-employment testing results and background check information. 
2) I-9 forms. 
3) Benefits plan and employee medical records. 
4) Health and safety records. 
5) General employee personnel records. 
Government compliance reports are maintained in reverse chronological sequence and filed 
separately from the above employee information records. 
 
Destruction of Employee and Applicant Records: All paper personnel records and confidential 
employee data maintained by the HR department will be destroyed by shredding after retention 
dates have passed; this procedure pertains to all personnel records, not just those governed by 
the Fair and Accurate Credit Transactions Act (FACTA). 
 
Employment application materials submitted by applicants who were never employed are also 
to be shredded.  
 
When a confidential record must be discarded or destroyed, it shall be marked as confidential 
and given to the Administrative Services Department to be destroyed in accordance with the 



record destruction policies. Alternatively, hardcopy confidential records may be shredded using 
a locked shredder on the TLCO premises. In the case of remote employees, employees are 
discouraged from printing out or creating hard copies of confidential records where possible. If 
hard copies must be printed, created or kept, they should be stored in a locked cabinet, drawer 
or other secure location until they are no longer needed, or until the maximum retention period 
has ended. Remote employees must then destroy all confidential files by shredding them in a 
locked shredder on the TLCO premises, or otherwise rendering the documents unusable or 
unreadable. 
 
Personnel records include electronic as well as paper records. The HR department will work 
with the IT department periodically but no less than twice annually to review and ensure that the 
HR department’s electronic records relating to employee information and compliance reports 
are properly purged. 
 
Litigation Hold: When TLCO is involved in or anticipates that it may be involved in litigation, the 
General Counsel’s office will issue a litigation hold. This means that all documents relating to 
the litigation matter must be kept in order to preserve any potential evidence. If we fail to do so, 
TLCO can be sanctioned by the court for destroying evidence. A court has broad authority to 
impose these sanctions, which may include anything from unfavorable procedural rulings during 
a trial to payment of monetary damages. 
 
In the event that the TLCO General Counsel announces a litigation hold on any or all TLCO 
records as a result of pending or anticipated litigation, all records covered by such litigation hold 
MUST NOT be discarded, deleted or destroyed. Further, the IT department will suspend the 
automatic deletion of emails for all individuals covered by the litigation hold. Any questions 
about the litigation should be directed to the General Counsel. 
 
  
Retention of Terminated Employees’ Records Policy 
Record Types and Retention Periods 
 

Health & Benefits Records  

Health & Benefits Beneficiary Forms Termination + 3 yrs. 

Medical, Dental/Vision Plan Elections Termination + 3 yrs. 

Drug Test Results Termination + 3 yrs. 

Education Assistance Program Records Termination + 3 yrs. 

FMLA Leave Reports Termination + 3 yrs. 

USERRA Leave Records Permanent 

Toxic & Bloodborne Pathogens Records Termination + 30 yrs. 

Job Related Injuries & Illnesses Records Termination + 5 yrs. 

Reasonable Accommodation Records Termination + 3 yrs. 



Pre-Employment/Employment Documents*  

Job Description Termination + 3 yrs. 

Position Requisition Termination + 3 yrs. 

Recruitment Notice/Job Ads Termination + 3 yrs. 

Employment Application/Resume Termination + 3 yrs. 

Interview Evaluation Termination + 3 yrs. 

Assessment Results Termination + 3 yrs. 

Background Check Information Termination + 3 yrs. 

References/Verifications Termination + 3 yrs. 

New-Hire Action Form Termination + 3 yrs. 

Offer Letter Termination + 3 yrs. 

Form I-9 Termination + 3 yrs. 

EEO Data Form Termination + 3 yrs. 

Employee Policy Acknowledgements Termination + 3 yrs. 

Conflict of Interest Statement Termination + 3 yrs. 

Intellectual Property Ownership/Nondisclosure Termination + 5 yrs. 

Employee Change Action Documents Termination + 3 yrs. 

Disciplinary Records Termination + 3 yrs. 

Employee Development Records Termination + 3 yrs. 

Position/Pay History Records Termination + 3 yrs. 

Employee Performance Reviews Termination + 3 yrs. 

International Assignment Documents Termination + 3 yrs. 

Relocation Agreement Termination + 3 yrs. 

Resignation Letter Termination + 3 yrs. 

Termination Action Form Termination + 3 yrs. 



COBRA Election Notice Termination + 3 yrs. 

Separation Agreement Termination + 5 yrs. 

Exit Interview Form Termination + 3 yrs. 

Unemployment Claim Records Termination + 4 yrs. 

* Note: If an applicant is ultimately not hired, the above records should be retained for three (3) 
years after the no-hire decision is made. 
 

 
Retirement 

 

401(k) Allocation Records Termination + 4 yrs. 

401(k) Loan Payment Forms Termination + 3 yrs. 

Pension Eligibility Records Termination + 50 yrs. 

Request for Calculation Termination + 4 yrs. 

Retirement Beneficiary Form Termination + 50 yrs. 

Payroll/Tax  

Paychecks/stubs, W-2s, W-4s 4 yrs. 

Earnings Register 4 yrs. 

Employee Withholding 4 yrs. 

Expense Reports 3 yrs. 

Federal & State Payroll Tax Forms 4 yrs. 

Federal Forms 1099 4 yrs. 

Time Sheets/Cards 4 yrs. 

Other Payroll Records  

     Computer Loan Agreement Termination + 5 yrs. 

     Direct Deposit Records Termination + 4 yrs. 

     Garnishment Records Termination + 4 yrs. 

     Final Payroll Deduction Checklist  Termination + 4 yrs. 



HR Policies & Reports  

EEO-1 Reports Permanent 

HR Policies While current + 3 yrs. 

State New-Hire Reports 3 yrs. 

Affirmative Action Plans/Records 5 yrs. 

Form 5500 6 yrs. 

OSHA 300/300A Posting date + 5 yrs. 

VETS-4212 Reports 5 yrs. 

TLCO Ethics Hotline Reports* 3 yrs. 

* Note:  If a TLCO ethics hotline report is related to an employee disciplinary matter or other 
type of record listed herein, then staff should follow the retention period for that particular type of 
record. 

 
Conclusion 
 
Turning Leaf Centers Otis, LLC (“TLCO”) offers a company operating with the highest standards 
of professionalism to facilitate seamless presentation of and education about high-quality, 
medical grade marijuana. TLCO’s model, namely Equal Employment Opportunity; Ethical 
Standards; Compensation and Benefits; Safe and Secure Environment; and Incentive 
Advancement, models best practices and standards conducive to employee success in the 
marijuana industry. TLCO’s commitment to compliance and transparency ensure that our 
company policies, including Personnel, are accessible to employees and as well as the 
Commission. 





TLCO shall not acquire, purchase hold or sell any marijuana product containing nicotine or 
alcohol 
 
 
TLCO shall use a point of sale system approved by the Commission and the Department of 
revenue, that integrates with the METRC inventory tracking system, and that prevents the 
manipulation or alteration of sales data. 
 
 
 
 
Anti-Money Laundering Program Compliance 

 
It is the policy of the TLCO to prohibit and actively prevent money laundering and any activity 
that facilitates money laundering or the funding of terrorist or criminal activities by complying 
with all applicable requirements. TLCO has designated CAO as its Anti-Money Laundering 
Program Compliance Person (AML Compliance Person), with full responsibility for the firm’s 
AML program. CAO is qualified by experience, knowledge and training. The duties of the AML 
Compliance Person will include monitoring the firm’s compliance with AML obligations, 
overseeing communication and provision of training for employees. The AML Compliance 
Person will also ensure that TLCO keeps and maintains all of the required AML records and will 
ensure that Suspicious Activity Reports (SARs) are filed with the Financial Crimes Enforcement 
Network (FinCEN) when appropriate. The AML Compliance Person is vested with full 
responsibility and authority to enforce TLCO’s AML program. Automated Transaction Monitorini 



is now considered an essential facet of any useful AML system and will be one of the tools used 
by the TLCO, along with Smart Safes & Kiosks, Armored Courier Services, secure Accounts 
Receivable and secure Accounts Payable. 
 
Insurance 

 
Insurance liability coverage is paramount to solid business operations in any industry. TLCO will 
secure the following types of insurance: 
 

! Automobile, including Distribution (auto and cargo) if licensed to transport  
! Commercial General Liability  
! Crop (Indoor/Outdoor)  
! Crime Insurance  
! Disaster Coverage  
! Director and Officer Liability  
! Employment Practices Liability  
! Equipment Breakdown  
! Errors and Omissions  
! Excess/Umbrella  
! General Liability  
! Product Liability  
! Premises Liability  
! Property  
! Surety Bonds  
! Workers’ Compensation 

 
All insurance-related documents shall be entered into TLCO’s electronic record keeping system 
to ensure ease of access for purposes of compliance and transparency. TLCO shall train 
authorized employees to scan original documents into TLCO’s system as well as to input 
manually any relevant or requested information. TLCO shall maintain all insurance records for 
the life of the enterprise. 
 
Employment and Personnel 
 
Employee Records: 1, 3, or 6 Years  
TLCO will comply with U.S. Equal Employment Opportunity Commission (EEOC). Employee 
identification data includes the employee’s full name, Social Security number, address and ZIP 
code, birth date, gender, and occupation. 
 
Employment documents  
One Year  
A copy of the employee’s application, including a resume, transcripts, and other supporting 
documents will be maintained. A signed and updated copy of the W-4 form showing federal tax 



withholding will be included as well as a copy of any forms showing the employee’s 
authorization of pay deductions, including benefits and special donations (i.e., United Way). 
Records showing changes and the reasons for changes in the employee’s status, such as pay 
rates, promotions, demotions, terminations, etc.; disciplinary actions, with dates, reasons, and 
other details; and performance appraisals. 
 
Three Years  
A copy of all attendance information including vacation and sick time shall be kept and 
maintained for a period of three years. 
 
Benefits plan documents: 6 Years  
The Employee Retirement Income Security Act of 1974 (ERISA) requires all records to be kept 
for six years. Section 107 of ERISA states: “All records pertaining to agency filings or to 
participant or beneficiary disclosures must be retained and kept available for examination for at 
least six years after the filing date.” ERISA includes health, wellness and retirement. TLCO will 
comply with all ERISA requirements. 
 
Payroll 
 
TLCO will comply with the Fair Labor Standards Act (FLSA) which requires payroll records to be 
kept for three years. Records are retained for nonexempt, or hourly, employees. TLCO will 
comply with FLSA which sets the federal minimum wage, overtime pay rate and the youth 
employment standards. The U.S. Department of Labor enforces the FLSA, which is 
administered by the DOL’s Wage and Hour Division. The Equal Pay Act and Age Discrimination 
in Employment Act (ADEA) also cover payroll recordkeeping requirements. TLCO will securely 
maintain Payroll records include employee identification data (full name, Social Security 
number, address and ZIP code, birth date, gender, and occupation). TLCO will maintain all 
documentation in this regard for a period three years. 
 
Tax Records 

 
TLCO will ensure that all areas of tax adherence are sound and timely. Specifically, TLCO’s 
CAO will work with TLCO”S carefully chosen legal tax expert to ensure company compliance 
and understanding of this difficult to navigate legal area. Authorized, trained employees will 
scan and manually input any original documents and relevant information in the appropriate 
section of the system. All paper copies of documents shall be stored in a locked filing cabinet 
appropriately organized and labeled “Taxes”. Only authorized TLCO employees will maintain 
access to any documents—paper or electronic—under appropriate circumstances as authorized 
by law and TLCO Standard Operating Procedures and company policies. TLCO will ensure tax 
submissions and payments are timely and will store all tax return records for at least seven 
years in an electronic record keeping system. 
 
Work-related Illness & Injury 



TLCO will comply with The Occupational Safety and Health Administration (OSHA) to retain 
employee records of serious work-related illnesses and injuries. TLCO will securely maintain all 
injury reports. TLCO will keep illness and injury records for at least five years. TLCO will every 
April through February post a summary of the illnesses or injuries it recorded from the previous 
year, which could extend the retention time. 
 
Leases and Contracts, including Vendor and Merchant Service Contracts 

 
All leases and legal contracts, including those governing transactions between TLCO and third 
party merchants or vendors for sales of services or products necessary to complete TLCO 
business operations, will be stored in TLCO’s electronic record keeping system. Authorized, 
trained employees will scan and manually input any original documents and relevant information 
in the appropriate section of the system. All paper copies of documents shall be stored in a 
locked filing cabinet appropriately organized and labeled “Leases and Contracts”. Only 
authorized TLCO employees will maintain access to any documents—paper or electronic—
under appropriate circumstances as authorized by law and TLCO Standard Operating 
Procedures and company policies. 



















handbook, and copies of any written materials used in employee training. Training will be tailored 
to the roles and responsibilities of the job function of each employee. 
 
Training Intervals 
 
TLCO has divided company training plans into two training types: on-boarding and continuing 
education. To maintain 100% compliance with all regulatory requirements and ensure consistent 
operations, on-boarding training will be comprehensive and lengthy. Once employees have 
completed on-boarding, employees will be expected to complete regular continuing education 
and refresher training. Management will conduct mandatory retraining in response to changes in 
regulations, operational procedures, or other major updates. 
 
Hiring Process 
 
TLCO will strive to hire a diverse and talented workforce that the company can trust to uphold the 
highest standards of professionalism, regulatory compliance, and product knowledge. To meet 
diversity goals and operate the facility with maximum efficiency and talent, TLCO will employ 
individuals from as many diverse groups as possible. The HR Director will create and maintain 
partnerships with recruiting agencies, educational institutions, and media networks that have 
meaningful connections to specific demographics. Increasing the number of diverse and talented 
individuals that TLCO employs will allow TLCO to operate a successful establishment where 
employees and consumers from all backgrounds feel welcome. 
 
TLCO will apply for registration for all of its board members, directors, employees, executives, 
managers and volunteers associated with the establishment. All such individuals shall be 21 years 
of age or older and not convicted of an offense in the Commonwealth involving the distribution of 
controlled substances to minors, or like violation of the laws of another state, the United States or 
foreign jurisdiction, or a military territorial or Native American tribal authority. and be suitable for 
registration consistent with the provisions of 500.800 and 500.802 an application for registration 
shall include the full name, date of birth and address of the individual, all aliases used previously 
or currently in use by the individual, including maiden name, if any, a copy of the applicants drivers 
license, government issued identification card, liquor purchase identification card issued pursuant 
to M.G.L.c.138 §34B or other verifiable identity document acceptable to the commission, an 
attestation that the individual not engage in the diversion of marijuana products and written 
acknowledgment by the applicant of any limitations on his or her authorization to cultivate, 
harvest, prepare, package, possess, transport and dispense marijuana in the Commonwealth. 
The application shall also include background information including, a description of the relevant 
dates of any criminal action under the laws of the Commonwealth, or another state, the United 
States or foreign jurisdiction, or military, territorial or Native American tribal authority, whether for 
a felony or misdemeanor and which resulted in conviction, guilty plea, plea of nolo contendere or 
omission of sufficient facts; a description of the relevant dates of any civil or administrative action 
under the laws of the Commonwealth, another state, the United States or foreign jurisdiction, or 
a military, territorial or Native American tribal authority relating to any professional or occupational 
or fraudulent practices; a description and relevant dates of any past or pending denial, 
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