
Massachusetts Cannabis Control Commission

Marijuana Retailer

General Information:

License Number: MR283094

Original Issued Date: 09/30/2021

Issued Date: 11/14/2024

Expiration Date: 12/11/2025

ABOUT THE MARIJUANA ESTABLISHMENT

Business Legal Name: Green River Cannabis Company Inc.

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

Business Address 1: 150 Hartford Ave Business Address 2: Unit C

Business City: Hopedale Business State: MA Business Zip Code: 01747

Mailing Address 1: 30 Washington Street Mailing Address 2: 

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

CERTIFIED DISADVANTAGED BUSINESS ENTERPRISES (DBES)

Certified Disadvantaged Business Enterprises (DBEs): Not a 

DBE

PRIORITY APPLICANT

Priority Applicant: no

Priority Applicant Type: Not a Priority Applicant

Economic Empowerment Applicant Certification Number: 

RMD Priority Certification Number: 

RMD INFORMATION

Name of RMD: 

Department of Public Health RMD Registration Number: 

Operational and Registration Status: 

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

standing?: 

If no, describe the circumstances below: 

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

Percentage Of Ownership: 100 Percentage Of Control: 100

Role: Owner / Partner Other Role: 

First Name: constant Last Name: poholek Suffix: Jr
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Gender: Male User Defined Gender: 

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

Specify Race or Ethnicity: Polish

ENTITIES WITH DIRECT OR INDIRECT AUTHORITY
No records found

CLOSE ASSOCIATES AND MEMBERS
No records found

CAPITAL RESOURCES - INDIVIDUALS
Individual Contributing Capital 1

First Name: Constant Last Name: Poholek Suffix: JR

Types of Capital: Monetary/Equity, 

Debt

Other Type of 

Capital: 

Total Value of the Capital Provided: 

$150000

Percentage of Initial Capital: 

40

Capital Attestation: Yes

Individual Contributing Capital 2

First Name: Angela Last Name: 

Consigli

Suffix: 

Types of Capital: Buildings, Land, Monetary/

Equity

Other Type of 

Capital: 

Total Value of the Capital Provided: 

$250000

Percentage of Initial Capital: 

60

Capital Attestation: Yes

CAPITAL RESOURCES - ENTITIES
No records found

BUSINESS INTERESTS IN OTHER STATES OR COUNTRIES
No records found

DISCLOSURE OF INDIVIDUAL INTERESTS
Individual 1

First Name: Constant Last Name: Poholek Suffix: Jr

Marijuana Establishment Name: Green River Cannabis Company Inc. Business Type: Marijuana Retailer

Marijuana Establishment City: Greenfield Marijuana Establishment State: MA

MARIJUANA ESTABLISHMENT PROPERTY DETAILS

Establishment Address 1: 150 Hartford Ave

Establishment Address 2: Unit C

Establishment City: Hopedale Establishment Zip Code: 01747

Approximate square footage of the establishment: 1000 How many abutters does this property have?: 15

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

HOST COMMUNITY INFORMATION
Host Community Documentation:

Document Category Document Name Type ID Upload 

Date

Community Outreach Meeting 

Documentation

20240730_Community Outreach Meeting 

Attestation Form.pdf

pdf 66a86c3d4e46b700091a87e4 07/30/2024
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Executed HCA Host Agreement Certification Form.pdf pdf 66a86d424e46b700091a881d 07/30/2024

Community Outreach Meeting 

Documentation

Attachments.pdf pdf 66a86f384e46b700091a88d5 07/30/2024

Plan to Remain Compliant with 

Local Zoning

Plan to Remain Compliant with Local 

Zoning.pdf

pdf 66a871db63faa9000901c084 07/30/2024

Executed HCA HCA EXECUTED 9-23-24.pdf pdf 66fae4d5e3da310009dabcf7 09/30/2024

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.: $

POSITIVE IMPACT PLAN
Positive Impact Plan:

Document Category Document Name Type ID Upload Date

Plan for Positive Impact Positive Impact Plan.pdf pdf 6040687979e02335ddb601b5 03/03/2021

ADDITIONAL INFORMATION NOTIFICATION

Notification: 

INDIVIDUAL BACKGROUND INFORMATION
Individual Background Information 1

Role: Other Role: 

First Name: constant Last Name: poholek Suffix: Jr.

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

Articles of Organization Articles of Organization.pdf pdf 5f94782a57d9d707ee4d590c 10/24/2020

Bylaws Bylaws.pdf pdf 5f94783f75aac308359aa2f4 10/24/2020

Department of Revenue - 

Certificate of Good standing

20201118_CERTIFICATE OF GOOD STANDING 

AND_OR TAX COMPLIANCE.pdf

pdf 5fb4b07f75aac308359aea4b 11/18/2020

Secretary of Commonwealth - 

Certificate of Good Standing

Letter of Good Standing SOS.pdf pdf 5fb4b0a6a75869080486dae5 11/18/2020

Department of Revenue - 

Certificate of Good standing

Unemployment Ins let.pdf pdf 5fb5d6c257d9d707ee4da429 11/18/2020

Certificates of Good Standing:

Document Category Document Name Type ID Upload 

Date

Department of Revenue - Certificate of Good standing DOR Good Standing.pdf pdf 66a8644b4e46b700091a84e3 07/29/2024

Secretary of Commonwealth - Certificate of Good Sec of State.pdf pdf 66a8646063faa9000901bce0 07/29/2024
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Standing

Department of Unemployment Assistance - 

Certificate of Good standing

UI Letter of Good 

Standing.pdf

pdf 66a864734e46b700091a8507 07/29/2024

Massachusetts Business Identification Number: 001364359

Doing-Business-As Name: 

DBA Registration City: 

BUSINESS PLAN
Business Plan Documentation:

Document Category Document Name Type ID Upload 

Date

Business Plan Business Plan Hopedale.pdf pdf 64e823a4832c6e000831cf7b 08/24/2023

Proposed Timeline 20240730_Green River Cannabis Company Inc. 

Proposed Timeline.pdf

pdf 66a86ac64e46b700091a8768 07/30/2024

Plan for Liability 

Insurance

Insurance Docs.pdf pdf 66a9293f4e46b700091b62a6 07/30/2024

OPERATING POLICIES AND PROCEDURES
Policies and Procedures Documentation:

Document Category Document Name Type ID Upload 

Date

Maintaining of financial records Maintaining Financial Records.pdf pdf 5f94809ddf85ec07dfb862fe 10/24/2020

Personnel policies including 

background checks

Personal Procedures.pdf pdf 5f9480a957d9d707ee4d591e 10/24/2020

Plan for obtaining marijuana or 

marijuana products

Plan for Obtaining Marijuana.pdf pdf 5f9480b675aac308359aa304 10/24/2020

Restricting Access to age 21 and 

older

Plan to Restrict Access to 21.pdf pdf 5f9480d03bf49c082a42379d 10/24/2020

Prevention of diversion Prevention of Diversion.pdf pdf 5f9480eb5b823307b79b3f93 10/24/2020

Qualifications and training Qualification and Training.pdf pdf 5f9480fadfcf9f07cd9420e3 10/24/2020

Record Keeping procedures Record Keeping Procedures.pdf pdf 5f94810c08242707d4a74ed1 10/24/2020

Transportation of marijuana Transportation of Marijuana.pdf pdf 5f948124df85ec07dfb86302 10/24/2020

Quality control and testing Quality Control and Testing.pdf pdf 5f9481d375aac308359aa308 10/24/2020

Storage of marijuana Storage of Marijuana.pdf pdf 5f9481e6a758690804869353 10/24/2020

Dispensing procedures Dispensing Procedures - GRCC Hopedale 

- 022020.pdf

pdf 5fa2da2a708362084028566f 11/04/2020

Inventory procedures Inventory Procedures - GRCC Hopedale - 

022020.pdf

pdf 5fa2da2adfcf9f07cd944098 11/04/2020

Security plan Security Plan - GRCC Hopedale - 

022020.pdf

pdf 5fa2da2c0daeb60847fab4d9 11/04/2020

Energy Compliance Plan Energy Compliance.pdf pdf 600998f09aa497082efbc52e 01/21/2021

Diversity plan DIVERSITY PLAN.pdf pdf 604068f2efe1e0359b95ad77 03/03/2021
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Dispensing procedures DELI SALES OPERATING 

PROCEDURE.pdf

pdf 66a8689d63faa9000901be15 07/30/2024

MARIJUANA RETAILER SPECIFIC REQUIREMENTS
No documents uploaded

No documents uploaded

ATTESTATIONS

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

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

Commission.: I Agree

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

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

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

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

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

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

I Agree

Notification: 

I 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

Notification: 

COMPLIANCE WITH POSITIVE IMPACT PLAN - PRE FEBRUARY 27, 2024
Progress or Success Goal 1

Description of Progress or Success: Progress:

Green River Cannabis Company attests that no progress has been made to on the Positive Impact Plan to develop a program for areas of 

disproportionate income as identified by the Commonwealth of Massachusetts areas of disproportionate impact.

Measurements:

As a result of Green River being unable to attain Zoning Approval by the Town of Hopedale MA such that Green River Cannabis Company Inc. 

would have an address to conduct business in the Town.  Green River was unable to achieve the results set out in the original goals.

Goal 1:

Green River Cannabis Company Goals are to further the Positive Impact plan regarding education and jobs within the community upon receipt of 

final license and address change by the Cannabis Control Commission.

Progress or Success Goal 2

Description of Progress or Success: Progress:

Green River Cannabis Company attest's to that no progress has been made to develop a program for people from areas of disproportionate 
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income as identified by the Commonwealth of Massachusetts areas of disproportionate impact guidelines.

Measurements:

As a result, Green River was unable to attain Zoning Approval by the Town of Hopedale MA Zoning Board in order for Green River Cannabis 

Company Inc.to have a physical address location to conduct business in the Town.  Green River would have been able to attain their goals if 

approvals were granted and the retail store was operational.

Goal 2:

Green River Cannabis Company Goals intends to further the Positive Impact plan upon receipt of a final license, and address change approval by 

the Cannabis Control Commission.

COMPLIANCE WITH DIVERSITY PLAN
Diversity Progress or Success 1

Description of Progress or Success: Progress:

Green River Cannabis Company has been unable to comply with the Diversity Plan as the Town of Hopedale MA failed to grant a special permit 

numerous times for Green River to operate a retail store and was denied at various locations by the Zoning Board in the Town.  A Final Approved 

location of 150 Hartford Avenue Unit C Hopedale MA was approved by the Town on June 28, 2023. A Change of Address was approved and 

granted by the Cannabis Control Commission on December 28, 2023.  Green River has since submitted Architectual plans that were approved on 

March 4, 2024.  Presently the retail store is under construction and awaiting approval and inspection from the Hopedale building department 

and the Cannabis Control Commission.  As a result of this Green River Cannabis Company was unable to hire a diverse workforce because of the 

timeline of approvals and the commence operations date to operate the retail cannabis store in the Town of Hopedale.

Metrics Attestation: No substantial progress has been made on the Diversity Plan.

Goals: Green River Cannabis Company intends to achieve the goals as stated in the Diversity Plan once retail store is built out and the final 

license is approved to commence operations by the Cannabis Control Commission.

HOURS OF OPERATION

Monday From: 9:00 AM Monday To: 10:00 PM

Tuesday From: 9:00 AM Tuesday To: 10:00 PM

Wednesday From: 9:00 AM Wednesday To: 10:00 PM

Thursday From: 9:00 AM Thursday To: 10:00 PM

Friday From: 9:00 AM Friday To: 10:00 PM

Saturday From: 9:00 AM Saturday To: 10:00 PM

Sunday From: 10:00 AM Sunday To: 8:00 PM
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1.1. Maintenance of Financial Records Plan 
Pursuant to 935 CMR 500.000, company records will be available for inspection 
by the Commission, upon request. All financial records will be maintained in 
accordance with generally accepted accounting principles. Green River Cannabis 
Company will maintain the following written records that are required and subject 
to inspection, as well as any additional documentation that it may be directed to 
record by the Commission: 
 

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

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

supporting documents, agreements, checks, invoices, and 
vouchers 

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

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

1.2. The company shall fully comply with 830 CMR 62C.25.1: Record Retention and 
DOR Directive 16-1 regarding recordkeeping requirements. 
 

1.3. Our point of sale systems and software are configured to separate accounting 
practices for marijuana products from non-marijuana products. 
 

1.4. Our retail store is not co-located with a medical dispensary and has no obligation 
to maintain an adequate supply of marijuana and marijuana products under 935 
CMR 500.140(10) and 935 CMR 500.140(6). 

 
1.4.1. General 

1.4.1.1. We are prohibited from utilizing software or other methods to 
manipulate or alter sales data. 

1.4.1.2. We will conduct a monthly analysis of equipment to determine that 
no software has been installed that could be utilized to manipulate 
or alter sales data. 

1.4.1.3. A record that this monthly analysis has been performed shall be 
maintained by us and made available to the Commission upon 
request. 

1.4.1.4. Should such analysis determine that software or other methods 
have been installed or utilized to manipulate or alter sales date, 
Senior management will immediately disclose this information to 
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the Commission, and cooperate in any investigation, and take 
such other action directed by the Commission. 
 

1.4.2. Inventory records include: 
1.4.2.1. Shipping manifests 
1.4.2.2. Delivery and unpacking video recordings 
1.4.2.3. Daily sales stock withdrawal and return reports 
1.4.2.4. Weekly inventory reports 
1.4.2.5. Product return reports 

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

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

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

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

1.4.7. The accounts will be reviewed monthly by a licensed CPA. 
1.4.8. The point of sale system software will automatically transfer all sales 

transactions to our accounting system for reconciliation by the 
bookkeeper. 

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

1.4.10. Expense records 
1.4.10.1. store managers and senior management may be provided with a 

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

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

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

Sales and Purchase agreements 
Loan agreements 

1 
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Rental agreements 
Lease agreements 
Franchise agreements 
Sale and lease back agreements 
Trading agreements with suppliers 
Insurance policies 
Legal documentation 
All such documentation must be digitized and a hard copy stored 
in the records cabinet. 

1.4.12. Other documents may include; 
Deposits with utility companies 
Contracts with telecommunications companies 
Business registration documents and certificates 
Business licensing documents 
Surety bonds 
Tax records 
 

All such documentation must be digitized and a hard copy stored in the records cabinet. 
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1. Introduction 
 

1.1. Changes in Policy 
1.2. Employment-At-Will 
1.3. Marijuana Establishment Agent 

 
2. Retail Store Roles, Qualifications, Training, and Selection 

 
2.1. Store Job Classifications and Requirements: 
2.2. Employee Training and Selection 
2.3. Staffing Plan 

 
3. Employment Policies 

 
3.1. Employee Classifications 
3.2. Equal Employment Opportunity & American with Disabilities Act. 
3.3. Diversity Plan  
3.4. Confidentiality. 
3.5. Employment of Relatives 
3.6. Introductory Period 
3.7. Personnel Records and Employee References 
3.8. Privacy  
3.9. Immigration Law Compliance  

3.10. Religious Accommodation  
3.11. Political Neutrality 

 
4. Hours of Work and Payroll Practices 

 
4.1. Pay Periods and Paydays 
4.2. Overtime 
4.3. Rest and Meal Periods 
4.4. Time Cards 
4.5. Payroll Deductions 
4.6. Wage Garnishment 

 
5. Standards of Conduct and Employee Performance 

 
5.1. Anti-Harassment and Discrimination 
5.2. Prohibited Conduct 
5.3. Complaint Procedure 
5.4. Attendance 
5.5. Discipline and Standards of Conduct. 
5.6. Dress Code  
5.7. Safety 
5.8. Substance and Abuse  
5.9. Workplace Searches. 

5.10. Social Media Policy.  

 



5.11. Cell Phone Policy  
 

6. Employee Benefits and Services 
 
6.1. General 
6.2. Group Health Insurance 
6.3. COBRA 
6.4. Worker's Compensation. 
6.5. Social Security Benefits (FICA)  
6.6. Unemployment Insurance 

 
7. Employee Leaves of Absence and Time Off 

 
7.1. General 
7.2. Sick Days 
7.3. Holidays 
7.4. Pregnancy-Disability Leave  
7.5. Workers' Compensation Leave 
7.6. Voting Time 
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1.1. This Employee Handbook ("Handbook"] is designed to summarize certain 
personnel policies and benefits of Alexsofia, LLC. (the "Company"] and to 
acquaint employees with many of the rules concerning employment with the 
Company. This Handbook applies to all employees, and compliance with the 
Company's policies is a condition of employment. This Handbook supersedes all 
previous employment policies, written and oral, express and implied. The 
Company reserves the right to modify, rescind, delete, or add to the provisions of 
this Handbook from time to time at its sole and absolute discretion. This 
Employee Handbook is not a binding contract between the Company and its 
employees, nor is it intended to alter the at-will employment relationship between 
the Company and its employees. The Company reserves the right to interpret the 
policies in this Handbook and to deviate from them when, in its discretion, it 
determines it is appropriate. 
 

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

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

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

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

 
1.3. Employment-At-Will 

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

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

 
1.4. Marijuana Establishment Agent - Background Checks 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

 
2.2. Employee Training and Selection 

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

● Cannabis Science 
● Horticultural & Organic Cultivation 
● Methods of Extraction 
● Methods of Ingestion 
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● Cooking with Cannabis 
● Medical marijuana use 
● Harm Reduction Methods 
● Sensible Cannabis Use 
● Customer Relations 
● Massachusetts Cannabis Law 

 
2.3. Staffing Plan 

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

● Sales associates 
● Packaging labeling and inventory 
● Sanitation and maintenance of the facility 
● Security of the facility and deliveries 
● Standard business and management roles such as, account 

management, administration, etc. 
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3. Employment Policies 

 
3.1. Employee Classifications 

3.1.1. The following terms are used to describe employees and their 
employment status: 

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

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

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

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

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

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

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

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

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

 
3.1.7. Temporary Employees - Employees who are hired as interim 

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

 
3.1.8. Independent Contractor or Consultant - These individuals are not 

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

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

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

 
3.2. Equal Employment Opportunity & American with Disabilities Act.  

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

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

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

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

To the extent permissible by law it is the policy of this company to promote equity 
among the following demographic groups: 

● Minorities; 
● Women; 
● Veterans; 
● People with disabilities; and 
● People of all gender identities and sexual orientations. 

 
3.3.2. Goals 

Our company has established specific goals to promote equity for the 
above-listed groups in the operations of our Marijuana Establishment 

● Providing employment opportunities to individuals falling into the 
above-listed demographic categories to help them achieve their 
goal of entering the adult-use marijuana industry; 

● Increasing the number of individuals falling into the above-listed 
demographic categories working in the establishment and 
providing tools to aid their success. 

● Increasing the number of individuals falling into the above-listed 
demographic categories working in management and executive 
positions in the establishment and providing tools to aid their 
success. 
 

3.3.3. Programs 
The following programs will help effectuate the above goals: 

● Employment opportunities will be published in diverse media with 
the objective of more effectively reaching the above demographic 
groups; 

● Distribute internal workplace information sheets aimed at 
encouraging current employees to recommend individuals falling 
into the above-listed demographic categories for employment; 

● Participate in job and recruitment fairs that specifically target 
individuals in the above-listed demographic categories. 

● Individuals falling into the above-listed demographic categories will 
be offered opportunities to shadow their immediate supervisor to 
help achieve a transfer of the skills, knowledge, and 
responsibilities that this role demands. 
 

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

● Have five employment positions been created since initial 
licensure? 
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● Have we advertised available positions in diverse media with the 
objective of more effectively reaching the above demographic 
groups? 

● Have we attended at least one job and recruitment fair that 
specifically target individuals in the above-listed demographic 
categories? 

● Have individuals falling into the above-listed demographic 
categories been hired and retained for at least 20% of the 
available positions? 

● Have individuals falling into the above-listed demographic 
categories been offered opportunities to engage in shadow 
training? 

● How many individuals falling into the above-listed demographic 
categories have chosen to engage in shadow training? 
 

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

 
3.4. Confidentiality. 

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

3.4.2. As a condition of employment with the Company, all employees must sign 
a Non- Disclosure Agreement. 
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3.5. Employment of Relatives 
3.5.1. The Company recognizes that the employment of relatives in certain 

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

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

 
3.6. Introductory Period 

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

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

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

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

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

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

 
3.8. Privacy  

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

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

 
3.9. Immigration Law Compliance  

3.9.1. In compliance with the Immigration Reform and Control Act of 1986, each 
new employee, as a condition of employment, must complete the 
Employment Eligibility Verification Form 1-9 on day of hire and present 
documentation establishing identity and employment eligibility within three 
business days of date of hire. Former employees who are rehired must 
also complete an 1-9 form if they have not completed an 1-9 form with the 

 
12 



Company within the past three years, or if their previous 1-9 form is no 
longer retained or valid. You may raise questions or complaints about 
immigration law compliance without fear of reprisal. 

 
3.10. Religious Accommodation  

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

3.11. Political Neutrality 
3.11.1. Maintenance of individual freedom and our political institutions 

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

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

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

 
4.2. Overtime 

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

 
4.3. Rest and Meal Periods 

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

 
4.4. Time Cards 

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

 
4.5. Payroll Deductions 

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

 
4.6. Wage Garnishment 

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

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

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

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

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

5.2.2. submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual's employment or engagement. 

 
5.2.3. submission to or rejection of such conduct by an individual is used as a 

basis for decisions concerning that individual's employment or 
engagement; or it creates a hostile or offensive work environment. 

 
5.2.4. Prohibited harassment includes unwelcome sexual advances, requests 

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

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

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

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

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

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

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

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

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

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

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

5.5.2. Any agent 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 subject to immediate dismissal. 

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

Company, a coworker, or member of the public; 
● Possession or control of illegal drugs, weapons, explosives, or 

other dangerous or unauthorized materials; 
● Fighting, engaging in threats of violence or violence, use of vulgar 

or abusive language, horseplay, practical jokes or other disorderly 
conduct that may endanger others or damage property; 

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

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

● Unauthorized and/or excessive absenteeism or tardiness; 
● Lack of teamwork, poor communication, unsatisfactory 

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

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

information; 
● Violation of any Company policy. 

 
5.6. Dress Code  

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

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

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

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

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

productive work environment. In keeping with this commitment, it 
maintains a strict policy against the use of alcohol and the unlawful use of 
drugs in the workplace. Consequently, no employee may consume or 
possess alcohol, or use, possess, sell, purchase or transfer illegal drugs 
at any time while on the Company's premises or while using the Company 
vehicles or equipment, or  
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5.8.2. No employee may report to work with illegal drugs (or their metabolites) or 
alcohol in his or her bodily system. The only exception to this rule is that 
employees may engage in moderate consumption of alcohol that may be 
served and/or consumed as part of an authorized Company social or 
business event.  

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

 
5.11. Cell Phone Policy  

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

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

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

Alexsofia, LLC. also offers additional benefits for its full-time employees.  
6.1.2. From time to time, benefits may be added or deleted from the benefits 

package.  
6.1.3. The Company reserves the right to make such changes.This Handbook 

does not contain the complete terms and/or conditions of any of the 
Company's current benefit plans. It is intended only to provide general 
explanations.  

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

 
6.2. Group Health Insurance 

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

 
6.3. COBRA 

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

 
6.4. Worker's Compensation. 

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

6.4.2. Alexsofia, LLC. carries Workers' Compensation Insurance for all 
employees and pays the entire cost of the insurance program.  

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

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

 
6.5. Social Security Benefits (FICA)  

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

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

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

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

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

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

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

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

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

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

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

7.3. Holidays 
7.3.1. Alexsofia, LLC. observes the following paid holidays: 

 
● New Year's Day 
● Memorial Day 
● Independence Day 
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● Labor Day 
● Thanksgiving Day 
● Christmas Day 

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

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

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

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

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

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

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

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

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

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

7.5. Workers' Compensation Leave 
7.5.1. Any employee who is unable to work due to a work related injury or illness 

and who is eligible for Workers' Compensation benefits will be provided 

 
25 



an unpaid leave for the period required. The first 12 weeks will be treated 
concurrently as a family and medical leave under the federal Family 
Medical Leave Act ("FMLA"} for eligible employees. 
 

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

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

 
Employee: ______________________________________ 

 
 

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

    IMPORTANT NOTE 
The retail sale of cannabis products is our reason for existence. We have been 
licensed by the state and local authorities to provide and sell inspected, quality 
cannabis products for adult use, and, where appropriate, to educate our clientele 
on any questions they might have about the safe use of these products. 
 
Inevitably, many customers will seek out cannabis for its perceived medical 
benefits. We are not doctors, and consequently, cannot give medical advice. 
We can offer guidance and share anecdotal stories of what customers have 
experienced from some of the different strains and delivery methods (tincture, 
edibles, etc…) that we offer, but we cannot give assurances that any 
cannabis product will work to alleviate the customer’s particular ailment or 
symptoms. 

 
As a licensed retail store we are mandated to follow the state’s requirements for 
tracking customer use, and providing educational materials. While the state does 
not require the tracking and recording of customer details we do so as an 
essential part of our company policy of rigorous compliance with all state and 
local legislation and by-laws, and a key component of our strategy to combat 
diversion. All customers must have their details, supported by valid ID, entered 
into the database. These details, together with their purchases, will be recorded 
and maintained for the benefit of state inspectors. 
 

NO customer may enter our retail premises without first producing a valid, 
recognized, photo ID.  Valid ID must be shown to security personnel at the 
entrance to the retail store and at the Point of Sale for data-entry purposes.  

There are NO EXCEPTIONS, and NO EXCUSES to this rule. 

 
1.1.1. Restricting Access to age 21 and older 

1.1.1.1. In accordance with 935 CMR 500.110 (1) (a) and 935 CMR 500.105 (14), 
NO person may enter our retail premises without first producing a valid, 
state or federal, photo ID.  

1.1.1.2. Valid ID must be presented to the responsible member of staff at the 
entrance to the retail store and at the Point of Sale for data-entry 
purposes.  

1.1.1.3. No person under 21 years of age may be employed at the premises. 
1.1.1.4. No person under 21 years of age may enter the premises. There are NO 

exceptions to this rule. 
1.1.1.5. While a person of legal age is welcome to accompany a customer into 

the store, loitering, in accordance with 935 CMR 500.110 (1) (b) is not 
permitted under any circumstances. 

 



1.1.1.6. Any person suspected of loitering should be politely questioned by a 
member of staff and, if unable to credibly account for their presence, be 
asked to wait outside the facility. Should the person refuse, the matter 
should be elevated to the store manager who may, if necessary, contact 
local law enforcement for assistance in removing the person from the 
facility. 
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1. Detailed Description of Qualification and Intended Trainings for Agents 
 

1.1. Store Job Classifications and Requirements: 
1.1.1. All employees must be trained on their job-specific duties prior to 

performing their job functions. 
1.1.1.1.1. All employees must receive a minimum of eight (8) hours 

job-specific training each year. 
1.1.1.1.2. All current owners, managers, and employees must 

complete the Responsible Vendor Program as soon as 
possible after this becomes available. Employees must 
complete the program within 90 days of being hired. 

1.1.1.1.3. Responsible Vendor Program documentation will be 
retained for four (4) years. 

 
1.1.2. Store Manager - The store manager is the face of the facility. The 

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

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

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

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

 
1.2. Employee Training and Selection 

1.2.1. Our retail store is constantly looking for motivated, friendly, articulate and 
passionate people to work with our customers to provide them with the 

 



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

1.2.1.1. Cannabis Science 
1.2.1.2. Horticultural & Organic Cultivation 
1.2.1.3. Methods of Extraction 
1.2.1.4. Methods of Ingestion 
1.2.1.5. Cooking with Cannabis 
1.2.1.6. Medical marijuana use 
1.2.1.7. Harm Reduction Methods 
1.2.1.8. Sensible Cannabis Use 
1.2.1.9. Customer Relations 

1.2.1.10. Massachusetts Cannabis Law 
 

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

1.3.1. Retails Sales 
1.3.2. Packaging labeling and inventory 
1.3.3. Sanitation and maintenance of the facility 
1.3.4. Security of the facility and deliveries 
1.3.5. Standard business and management roles such as, account 

management, administration, etc. 
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1.1. Recordkeeping procedures 
1.1.1. Pursuant to 935 CMR 500.000, company records will be available for 

inspection by the Commission, upon request.  
1.1.2. The following business records shall be properly maintained: 

1.1.2.1. Assets and liabilities; 
1.1.2.2. Monetary transactions 
1.1.2.3. Books of accounts; 
1.1.2.4. Sales records; and 
1.1.2.5. Salary and wages paid to each employee. 

 
1.1.3. The company will maintain these and the following written records that 

are required and subject to inspection, as well as any additional 
documentation that it may be directed to record by the Commission: 
 

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

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

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

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

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

1.1.4.1.5. Any material changes will be communicated to the 
Commission 

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

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

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

 



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

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

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

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

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

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

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

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

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

1.1.5.9. All goods pertaining to a specific manifest will be entered into the 
system as a batch. Where applicable, a report pertaining to these 
items will be generated on the seed-to-sale software, printed out, 
and securely attached to the manifest and stored in accordance 
with section 2 (b) of this operating procedure. 
 
\ 
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1.1.6. Personnel records:  
1.1.6.1. All personnel files are to be stored in the records cabinet 
1.1.6.2. The employee handbook contains a job description for each 

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

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

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

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

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

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

1.1.6.4.4. documentation of periodic performance evaluations;  
1.1.6.4.5. a record of any disciplinary action taken. 
1.1.6.4.6. notice of completed responsible vendor and eight-hour 

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

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

1.1.7. Personnel policies and procedures 
1.1.7.1. All personnel policies and procedures are clearly outlined in the 

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

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

2 
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1.1.7.4. All personnel files are to be stored in the records cabinet 
1.1.7.5. All employees will be subject to a state-mandated background 

check. Background check reports obtained in accordance with 935 
CMR 500.030 will be digitized and a hard copy placed into the 
individual personnel records 

1.1.7.6. All records of waste disposal must be maintained pursuant to 935 
CMR 500.105(12). 

1.1.7.7. All waste records should be maintained for at least three years. 
1.1.7.8. In the course of normal operations small amounts of marijuana 

waste may be generated from (for example) broken packaging, or 
customer returns. All marijuana waste must be disposed of in 
accordance with 935 CMR 500.105 (12). 

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

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

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

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

 
1.1.8. Security Device Log 

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

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

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

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

1.1.8.5. The issue of codes and combinations is acknowledged by signing 
the relevant entry in the security device log. On NO account may 
the actual code or combination be noted or written down, either in 
the security device log or elsewhere. See the security plan for 
additional details. 
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1.1.9. Following closure of a Marijuana Establishment, all records will be kept for 
at least two years at the expense of our Marijuana Establishment and in a 
form and location acceptable to the Commission. 
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1. Quality Control and Testing 
 
1.1. Incoming marijuana inventory 

1.1.1. In accordance with 935 CMR 500.160 (9), no marijuana product shall be sold or 
otherwise marketed for adult use that has not first been tested by an 
independent, state-licensed, testing laboratory and deemed to comply with the 
standards required under 935 CMR 500.160 

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

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

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

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

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

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

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

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

1.1.3.6. Once the products enter our inventory it is the Operations Manager’s 
responsibility to ensure that:  

1.1.3.6.1. Stock is efficiently rotated to ensure that older product is used 
before newer product. 

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

1.2. Outgoing marijuana inventory 
1.2.1. In accordance with 935 CMR 500.160 (9), no marijuana product shall be sold or 

otherwise marketed for adult use that has not first been tested by an 
independent, state-licensed, testing laboratory and deemed to comply with the 
standards required under 935 CMR 500.160 
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1.2.2. All of our products are sold pre-packaged and tested by a state-licensed, 
marijuana test laboratory. The final quality control and testing of our products is 
the responsibility of both the test laboratory and CCE CAT, LLC. There are 
certain steps that we must take to ensure that the products leaving our inventory 
for delivery to licensed retail establishments are tested, have achieved the 
correct quality, and are stored and rotated in a manner the best ensures their 
continued quality throughout their shelf-life. 

1.2.3. All products must be thoroughly checked prior to shipment from our facility in 
accordance with Transportation of marijuana and Inventory Control and 
Reconciliation protocols above. 

1.2.4. No production batch may be cleared for shipment before a sample has been 
submitted to the testing lab for analysis and the relevant test report has been 
received by us and entered into the database. 

1.2.5. Should the test report indicate contaminant levels in excess of those accepted by 
DPH protocols identified in 935 CMR 500. 160 (1), the Operations Manager will 
immediately notify senior management who will notify the commission within 72 
hours.  

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

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

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

1.2.9. Whilst our products remain in our inventory it is the Operations Manager’s 
responsibility to ensure that:  

1.2.9.1. Stock is efficiently rotated to ensure that older product is sold before 
newer product. 

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

1.3. Hygiene 
1.3.1. All agents whose job includes contact with marijuana is subject to the 

requirements for food handlers specified. 
1.3.2. Any agent working in direct contact with marijuana shall conform to sanitary 

practices while on duty, including: 
1.3.2.1. Maintaining adequate personal cleanliness; and 
1.3.2.2. Washing hands appropriately. 

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

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

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

1.3.6. Floors, walls, and ceilings shall be constructed in such a manner that they may 
be adequately kept clean and in good repair. 
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1.3.7. All contact surfaces shall be maintained, cleaned, and sanitized as frequently as 
necessary to protect against contamination. 

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

1.3.9. Water supply shall be sufficient for necessary operations. 
1.3.10. Plumbing shall be of adequate size and design and maintained to carry sufficient 

quantities of water to required locations throughout the establishment. 
1.3.11. The establishment shall provide it employees with adequate, readily accessible 

toilet facilities. 
1.3.12. Storage and transportation of finished products shall be under conditions that will 

protect them against physical, chemical, and microbial contamination. 
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