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Medicine Man Solutions, LLC 
Restricting Access to Age 21 and Older 
 
 
In accordance with 935 CMR 500.110(1)(1) and 935 CMR 500.105(14), no person may enter our 
premises without first producing a valid, state or federal, photo ID. Valid ID must be presented 
to the security personnel before checking in as a guest or being allowed in as an employee. No 
one under the age of 21 is allowed under any circumstances.  
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Medicine Man Solutions, LLC 

Quality Control and Testing Procedures 

 

935 CMR 500.105(3) 

�x All agents whose job includes contact with marijuana is subject to the requirements for 
food handlers specified in 105 CMR 300.000. 

�x Any agent working in direct contact with marijuana shall conform to sanitary practices 
while on duty, including: 

o Maintaining adequate personal cleanliness; and 
o Washing hands appropriately 

�x Hand-washing facilities will be in production areas and where good sanitary practices 
require employees to wash and sanitize their hands. 

�x The establishment will have sufficient space for placement of equipment and storage of 
materials as is necessary for the maintenance of sanitary operations. 

�x Litter and waste will be properly removed to minimize the development of odor and the 
potential for the waste attracting and harboring pests. 

�x Floors, walls, and ceilings will be constructed in a manner that they may be adequately 
kept in clean and in good repair. 

�x All contact surfaces will be maintained, cleaned, and sanitized as frequently as necessary 
to protect against contamination. 

�x Water supply will be sufficient for necessary operations. 
�x Plumbing will be adequate in size and design and maintained to carry enough water to 

required locations throughout the establishment. 
�x Our establishment will provide our employees with adequate, readily accessible toilet 

facilities. 
�x Storage and transportation of finished products will be under conditions which will 

protect them against physical, chemical, and microbial contamination. 
�x No marijuana will be sold or otherwise marketed for adult use that is not capable of being 

tested by Independent Testing Laboratory. 

 

As part of a �F�X�O�W�L�Y�D�W�R�U�¶�V license, they are to have all marijuana and marijuana products tested by 
an independent third-party before it leaves their facility. Under CMR 500.160(1) No marijuana 
product including marijuana, may be sold or otherwise marketed for adult use that is not 
capable of being tested by Independent Testing Laboratories. 

 

Medicine Man Solutions, LLC will be manufacturing and cultivating their marijuana and 
marijuana products and we will rely on the testing facilities printout of product quality and the 
product must be deemed to comply with the standards required under 935 CMR 500.160. 
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Periodic testing will be performed to ensure that stored product is free of contaminants. If 
Medicine Man Solutions, LLC receives laboratory results which indicate contaminant levels that 
are above acceptable limits, the Commission will be notified within 72 hours of any laboratory 
testing results indicating that the contamination cannot be remediated, and we will dispose of the 
batch according to our policy.  
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Medicine Man Solutions, LLC 

Personnel Policies 

 

A. Equal Employment Opportunity 

Medicine Man Solutions, LLC does not discriminate based on race, color, religious creed, 
national origin, gender, sexual orientation, gender identity, military service, veteran status, age, 
ancestry, genetic information, or disability in the provision of or access to services, employment, 
and activities. This is in accordance with all applicable Federal and State laws. 

More specifically, it is the policy of M.M.S. to make all employment decisions solely based on 
an �L�Q�G�L�Y�L�G�X�D�O�¶�V���P�H�U�L�W�����T�X�D�O�L�I�L�F�D�W�L�R�Q�V�����D�Q�G���D�E�L�O�L�W�L�H�V�����D�Q�G���Z�L�W�K�R�X�W���U�H�J�D�U�G to race, color, religious 
creed, national origin, gender, sexual orientation, gender identity, military service, veteran status, 
age, ancestry, genetic information, or disability. This policy applies to all aspects of employment, 
including hiring, training, performance reviews, promotions, discipline, and termination. 

B. Sexual and Other Unlawful Harassment 
a. Introduction 

It is the goal of M.M.S. to promote a workplace that is free of sexual harassment and harassment 
based on race, color, religious creed, national origin, gender, sexual orientation, gender identity, 
military service, veteran status, age, ancestry, genetic information, or disability. Harassment of 
employees occurring in the workplace or in other settings in which employees may find 
themselves in connection with their employment will not be tolerated by this organization. 
Further, any retaliation against an individual who has complained about harassment or retaliation 
against individuals for cooperating with an investigation of a harassment complaint will not be 
tolerated. To achieve our goal of providing a workplace free from harassment, the conduct that is 
described in this policy will not be tolerated, and we have provided a procedure by which 
inappropriate conduct will be dealt with, if encountered by employees. 

Because Medicine Man Solutions, LLC takes allegations of harassment seriously, we will 
respond promptly to complaints of harassment and, where it is determined that inappropriate 
conduct has occurred, we will act promptly to eliminate the conduct and impose such corrective 
action as is necessary, including disciplinary action where appropriate. 

Please note that our company has authority to discipline or take remedial action for all workplace 
conduct that we deem unacceptable, regardless of whether that conduct satisfies the definition of 
sexual harassment or harassment generally. 

b. Definitions of Sexual Harassment 

�,�Q���0�D�V�V�D�F�K�X�V�H�W�W�V�����W�K�H���O�H�J�D�O���G�H�I�L�Q�L�W�L�R�Q���I�R�U���³�V�H�[�X�D�O���K�D�U�D�V�V�P�H�Q�W�´���L�V���V�H�[�X�D�O���D�G�Y�D�Q�F�H�V�����U�H�T�X�H�V�W�V���I�R�U��
sexual favors, and verbal or physical conduct of a sexual nature when: 
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a. Submission to or rejection of such advances, requests, or conduct is made either 
explicitly or implicitly a term or condition of employment or as a basis for employment 
decisions; or 

b. Such advances, requests, or conduct have the purpose or effect of unreasonably 
�L�Q�W�H�U�I�H�U�L�Q�J���Z�L�W�K���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���Z�R�U�N���S�H�U�I�R�U�P�D�Q�F�H���E�\���F�U�H�D�W�L�Q�J���D�Q���L�Q�W�L�P�L�G�D�W�L�Q�J�����K�R�V�W�L�O�H����
humiliating, or sexually offensive work environment. 

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange 
for actual or promised job benefits such as favorable reviews, salary increases, promotions, 
increased benefits, or continued employment constitutes sexual harassment. 

The legal definition of sexual harassment is broad and in addition to the above examples, other 
sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of 
creating a workplace environment that is hostile, offensive, intimidating, or humiliating to male 
or female workers may also constitute sexual harassment. 

While it is not possible to list all additional circumstances that may constitute sexual harassment, 
the following are some examples of conduct which, if unwelcome, may constitute sexual 
harassment depending upon the totality of the circumstances, including the severity of the 
conduct and its pervasiveness: 

�x Unwelcome sexual advances, whether they involve physical touching or not; 
�x Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding 

�R�Q�H�¶�V���V�H�[���O�L�I�H�����F�R�P�P�H�Q�W���R�Q���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���E�R�G�\�����F�R�P�P�H�Q�W���D�E�R�X�W���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���V�H�[�X�D�O��
activity, deficiencies or prowess; 

�x Displaying sexually suggestive objects, pictures, cartoons; 
�x Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or 

insulting comments; 
�x �,�Q�T�X�L�U�L�H�V���L�Q�W�R���R�Q�H�¶�V���V�H�[�X�D�O���H�[�S�H�U�L�H�Q�F�H�V�����D�Q�G 
�x �'�L�V�F�X�V�V�L�R�Q���R�I���R�Q�H�¶�V���V�H�[�X�D�O���D�F�W�L�Y�L�W�L�H�V�� 

 
c. Other Forms of Harassment 

Harassment based on race, color, religious creed, national origin, gender, sexual orientation, 
gender identity, military service, veteran status, age, ancestry, genetic information, or disability 
may include conduct, whether it is intended or not, that is unwelcome and has the effect of 
creating a workplace environment that is hostile, offensive, intimidating, or humiliating. 

d. Complaints and Investigation of Harassment 

All employees should take special note that retaliation against an individual who has complained 
about harassment and retaliation against individuals for cooperating with an investigation of a 
harassment complaint will not be tolerated by this organization. 
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If any of our employees believe that he or she has been subjected to harassment, the employee 
has the right to file a complaint with our organization. This may be done in writing or orally. If 
you would like to file a complaint, you may do so by contacting the Human Resource Manager. 

When we receive a complaint, we will promptly investigate the allegation in a fair and 
expeditious manner. The investigation will be conducted in such a way as to maintain 
confidentiality to the extent practicable under the circumstances. Our investigation will include a 
private interview with the person filing the complaint and private interviews with witnesses. 
When we complete our investigation, we will, to the extent appropriate, inform the person filing 
the complaint and the person alleged to have committed the conduct of the results of that 
investigation. 

If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the 
offending conduct, and where it is appropriate, we will also impose disciplinary action. 

e. Disciplinary Action 

If it is determined that inappropriate conduct has been committed by one of our employees, we 
will take such action as is appropriate under the circumstances. Such action may range from 
counseling to termination of employment and may include other forms of disciplinary action as 
we deem appropriate under the circumstances. 

f. Federal and State Remedies 

In addition to the above, if you believe you have been subjected to sexual harassment or other 
harassment prohibited by this policy, you may file a formal complaint with either or both 
government agencies set forth below. Using our complaint process does not prohibit you from 
filing a complaint with these agencies. Each of the agencies has a 300-day time period for filing 
a claim.  

State Federal 
Massachusetts Commission Against 
Discrimination 
Ashburton Place     Boston, MA 02108 
(617) 994-6000 

U.S. Equal Employment Opportunity 
Commission 
1 JFK Federal Building, Government Center 
Boston, MA 02203      (617) 565-3200 

 

g. No Retaliation 

No adverse action will be taken against an employee for reporting or participating in the 
investigation of a violation of this policy. M.M.S. prohibits any form of retaliation against an 
individual for reporting any violation or participating in any investigation under this policy in 
good faith. Employees who believe they have been retaliated against in violation of this policy 
are urged to utilize the grievance procedure described above. 

h. Disciplinary Action 
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Medicine Man Solutions, LLC will not condone, permit, or tolerate harassment of employees in 
any manner whatsoever. Any employee who is found to have engaged in harassment or 
discrimination contrary to this policy will be subject to disciplinary action up to, and including, 
suspension or termination. In addition, M.M.S. reserves the right to discipline employees or take 
remedial action for workplace conduct which M.M.S. deems unacceptable, regardless of whether 
that conduct satisfies the definition of unlawful harassment. 

False accusations of sexual harassment will not be tolerated and will be treated by our company 
with the same severity as any violation of this policy. 

Likewise, retaliation is strictly prohibited and will result in disciplinary action, up to and 
including termination. 

C. Background Checks 

Once an offer of employment has been made, Medicine Man Solutions will conduct a criminal 
background check on the employee. M.M.S. will make every effort to expedite this check. 
Unsatisfactory results of the background check will result in the withdrawal of an offer of 
employment or the immediate termination of employment. 

D. Personal Data Changes 

It is the responsibility of each employee to promptly notify the Human Resource Manager of 
changes in personal information, including changes of name, address, telephone number, marital 
status, number of dependents, beneficiaries, person to contact in case of emergency and other 
personal data relating to payroll records and employee benefits. 

E. Protecting Client and Company Information 

All employees will be expected to execute a Confidentiality Agreement. The appropriate 
agreement will be discussed and presented by management at or before the time of hire. 

F. Conflict of Interests 

An actual or potential conflict of interest occurs when an employee can influence a decision that 
may result in a personal gain for that employee or for a relative as a result of �0���0���6�¶�V business 
dealings. For the purposes of this policy, a relative is any person who is related by blood or 
marriage, or whose relationship with the employee is like that of persons who are related by 
blood or marriage. 

Transactions with outside firms must be conducted within a framework established and 
controlled by the management of Medicine Man Solutions, LLC. Business dealings with outside 
firms should not results in unusual gains for those firms. Unusual gains refer to bribes, product 
bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to ultimately 
benefit either the employer, the employee, or a third party. Promotional plans that could be 
interpreted to involve unusual gain require specific management-level approval. 

If employees have any influence on transactions involving purchases, contracts, or leases, it is 
imperative that they disclose to the Human Resource Manager as soon as possible the existence 
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of any actual or potential conflict of interest so that safeguards can be established to protect the 
employee and our company. 

Personal gain may result not only in cases where an employee or relative has a significant 
ownership interest in a firm with which Medicine Man Solutions, LLC does business, but also 
when an employee or relative receives any kickback, bribe, substantial gift, or special 
consideration as a result of any transaction or business dealings involving M.M.S. If an 
employee has questions regarding this policy, contact the Human Resource Manage for more 
information. 

G. Non-Competition/Non-Solicitation Agreements 

All employees will be required to sign non-competition and/or non-solicitation agreements as a 
condition of employment with our company. The appropriate agreement will be presented by 
management at or before the time of hire. 

H. Personal Relationships 

This policy is implemented in order to avoid or reduce the risk of workplace disruption, morale 
problems, and actual or apparent conflicts of interest, favoritism, and discrimination. It applies to 
all categories of employment at Medicine Man Solutions, LLC, including full-time, temporary, 
and part-time classifications. In considering and addressing issues relating to personal 
relationships between employees, including the employment of relatives or significant others, the 
following guidelines apply: 

�x �)�R�U���S�X�U�S�R�V�H�V���R�I���W�K�L�V���S�R�O�L�F�\�����D���³�U�H�O�D�W�L�Y�H�´���L�V���G�H�I�L�Q�H�G���D�V���D���V�S�R�X�V�H�����F�K�L�O�G�����S�D�U�H�Q�W�����V�L�E�O�L�Q�J����
grandparents, grandchild, aunt, uncle, first cousin, or corresponding in-�O�D�Z���R�U���³�V�W�H�S�´��
�U�H�O�D�W�L�R�Q�����)�R�U���S�X�U�S�R�V�H�V���R�I���W�K�L�V���S�R�O�L�F�\�����D���³�V�L�J�Q�L�I�L�F�D�Q�W���R�W�K�H�U�´���L�V���G�H�I�L�Q�H�G���D�V���V�R�P�H�R�Q�H���Z�L�W�K��
whom an employee has a romantic or sexual relationship. 

�x Relatives or significant others are not allowed to work in positions in which M.M.S. 
believes an inherent conflict of interest would exist. This includes working as supervisor 
�D�Q�G���V�X�E�R�U�G�L�Q�D�W�H�����Z�L�W�K�L�Q���W�K�H���V�D�P�H���³�F�K�D�L�Q���R�I���F�R�P�P�D�Q�G���´���R�U���R�W�K�H�U�Z�L�V�H���V�X�F�K���W�K�D�W���W�K�H���Z�R�U�N��
responsibilities, compensation, or job or career progress of one could be influenced by 
the other. Employees who find themselves in such positions are required to promptly 
bring the matter to the attention of the Human Resource Manager. 

�x Dating is prohibited between employees when one of the employees could be able to 
influence the work responsibilities, compensation, and job or career progress of the other. 

�x Any exceptions to the above require management approval and may be subject to certain 
terms, conditions, and restrictions that management may impose. Management will take 
such action as it deems appropriate, in its sole discretion to address situations involving 
violations of the above guidelines, or that otherwise are considered to create issues of 
workplace disruption, negative employee morale, or actual or apparent conflicts of 
interest, favoritism, or discrimination. 
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I. Open Door Policy 

We encourage you to bring your questions, suggestions, and complaints to our attention. We are 
always interested in hearing constructive ideas and suggestions for improving our operations. 
Please forward your suggestions to your supervisor or the Human Resource Manager. 
Consideration will be given to each of these in our continuing effort to improve operations. 

If you feel you have a problem, you should present the situation to your supervisor so the 
problem can be settled by examination and discussion of the facts. We hope that he/she will be 
able to satisfactorily resolve most matters. 

If you find that you still have questions after meeting with your supervisor or that you would like 
further clarification on the matter, you may request a meeting with the Human Resource 
Manager. They will review the issues and may meet with you to discuss possible solutions. 

Your suggestions and comments on any subject are important to us, so we encourage you to take 
every opportunity to discuss them with us. Your job will not be adversely affected in any way 
because you choose to use this procedure. 

J. Work Schedules, Overtime, and Time Records 

�$�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���Q�R�U�P�D�O���Z�R�U�N�Z�H�H�N���D�Q�G���G�D�L�O�\���V�F�K�H�G�X�O�H���D�U�H���G�H�S�H�Q�G�H�Q�W���X�S�R�Q���K�L�V���K�H�U��job and the 
need to provide adequate coverage and allow for timely completion of responsibilities and 
�D�V�V�L�J�Q�H�G���W�D�V�N�V�����$�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���G�D�L�O�\���D�Q�G���Z�R�U�N�Z�H�H�N���V�F�K�H�G�X�O�H�V���Z�L�O�O���E�H���D�G�M�X�V�W�Hd by his/her 
supervisor each week. 

There may be times when you will need to work overtime so that we may successfully meet the 
needs of our clients. All overtime must be approved in advance by your supervisor and must be 
recorded on your time record. 

Nonexempt employees will be paid at a rate of time and one-half their regular hourly rate for 
hours worked over 40 in a week. Only actual hours worked count toward computing weekly 
overtime. Exempt employees are not eligible for overtime pay. 

All employees, regardless of exempt or non-exempt status are required to maintain daily time 
sheets in order to report time worked and time off accurately and properly. Failure to do so or 
falsification of such information is a serious offense which will result in appropriate disciplinary 
action up to and including immediate dismissal. 

K. Time Records and Accountability 

All employees are expected to maintain a daily time sheet so Medicine Man Solutions, LLC will 
have an accurate accounting of all hours worked. All employees must record any time spent for 
vacation, sick leave, and other absences from work. Employees must also indicate when they 
began and ended each day along with any time taken off from work during the day. 

Since these time sheets are the basis on which an hourly employee is paid, he or she should be 
sure to complete them fully and properly every day. Falsification of a time sheet or 



________________________________________________________________________________________________________ 
Medicine Man Solutions, LLC  7 
 

reconstructing a time sheet later is a serious offense which will result in appropriate disciplinary 
action up to and including immediate dismissal at the discretion of the M.M.S. 

L. Attendance and Punctuality 

Regular and reliable attendance and punctuality are important factors for your success within our 
company. We work as a team, and this requires each person to be in the right place at the right 
time. 

If you are going to be late for work or absent, you must notify management two hours before 
your scheduled start time or as soon as possible before the start of your shift. If no one answers, 
you must also sense an email regarding the change in your schedule as soon as possible. 

If you are absent for two (2) days without notifying Medicine Man Solutions, LLC, it is assumed 
that you have voluntarily abandoned your position with M.M.S., and you may, at the discretion 
of the management of our company, be removed from the payroll. 

Unauthorized or excessive absence and/or tardiness will result in disciplinary action, including 
but not limited to, discharge from employment. 

M. Contact with Medicine Man Solutions, LLC 

Medicine Man Solutions, LLC should always know your location during business hours. You 
must notify your supervisor of outside appointments or travel between clients. 

N. Code of Ethics 

Each employee has an obligation to observe and follow �0���0���6���¶�V policies and to always 
maintain proper standards of conduct�����,�I���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���E�H�K�D�Y�L�R�U���L�Q�W�H�U�I�H�U�H�V���Z�L�W�K���W�K�H���R�U�G�H�U�O�\���D�Q�G��
efficient operation of the business, corrective disciplinary measures will be taken. 

Disciplinary action may include a verbal warning, written warning, suspension without pay, and 
discharge. The appropriate disciplinary action imposed will be determined by our company. 
Medicine Man Solutions, LLC does not guarantee that one form of action will necessarily 
precede another. 

The following may result in disciplinary action, up to and including discharge: making false 
statements and/or misrepresentations on an application for employment, violation of our 
c�R�P�S�D�Q�\�¶�V���S�R�O�L�F�L�H�V���R�U���V�D�I�H�W�\���U�X�O�H�V�����L�Q�V�X�E�R�U�G�L�Q�D�W�L�R�Q�����S�R�R�U���D�W�Wendance, possession, use or sale of 
alcohol or controlled substances on work premises or during work hours, unauthorized 
possession, use or sale of weapons, firearms or explosives on work premises, poor performance, 
theft or dishonesty, or physical harassment, sexual harassment or discourteous behavior toward 
fellow employees, visitors, customers, or other members of the public. These examples are not 
all-inclusive. We emphasize that disciplinary decisions will be based on an assessment of all 
relevant factors. 
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O. Smoking in the Workplace. 

Medicine Man Solutions, LLC is committed to providing a safe and healthy environment for 
employees and visitors. Therefore, smoking is not allowed anywhere at �0���0���6���¶�V main office. 

P. Substance Abuse 

No employee shall work, report to work, or be present on M.M.S. premises or engage in 
company-related activities or business while under the influence of alcohol or controlled 
substances which affect job safety or performance. 

The unlawful or unauthorized manufacture, distribution, dispensation, possession, sale, or use of 
alcohol or controlled substances on M.M.S. premises or while engaged in company-related 
activities is also strictly prohibited. Any violation of this substance abuse policy may result in 
disciplinary action up to and including discharge. 

Medicine Man Solutions, LLC further reserves the right to take all appropriate and lawful actions 
necessary to enforce this substance abuse policy including, but not limited to, the inspected of 
�W�K�H���H�P�S�O�R�\�H�H�V�¶���Z�R�U�N���D�U�H�D�V�����Y�H�K�L�F�O�H�V�����R�U���R�W�K�H�U���V�X�V�S�H�F�W�H�G���D�U�H�D�V���R�I���F�R�Q�F�H�D�O�P�H�Q�W�����L�Q���F�H�U�W�D�L�Q��
circumstances. Full compliance with this substance abuse policy is a condition of employment 
and continued employment. 

�$�Q���H�[�F�H�S�W�L�R�Q���W�R���W�K�L�V���S�R�O�L�F�\�¶�V prohibition on consumption or presence of alcohol in the workplace 
may be made from time to time for company-sponsored social events. However, even in these 
situations, employees are still expected to act appropriately and be always in control. 

Q. Access to Personnel Files 

Employees, upon request, will have the opportunity to inspect their own personnel files and to 
have a copy of their record within five (5) days pursuant to Massachusetts Law if desired. 
Employees subject to an investigation at the time of request will not be allowed access if 
disclosure of such information would prejudice law enforcement. M.M.S. may charge a 
reasonable fee related to the cost of supplying the documents. If you disagree with any 
information contained in the file and no agreement can be reached as to its removal or correction, 
you can submit a written statement explaining your position. Such a statement will become part 
of the file. A personnel record for each Marijuana Establishment Agent shall be maintained for at 
least 12 months after termination and shall include, at a minimum, the following: 

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

responsibilities, qualifications, and supervision. 
 

R. Inquiries and References 

Inquiries concerning past of present employees are handled by the Human Resource Manager. 
Any employee who receives a call or letter from any outside individual regarding an employee or 
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former employee should refer the matter to the Human Resource Manager. Generally, M.M.S. 
will only confirm dates of employment and positions held. 

S. Solicitation and Distribution 

In order to avoid unnecessary annoyances and interruptions from your work, solicitation by an 
employee of another employee is prohibited while either person is on working time. Employee 
distribution of literature or other materials is also prohibited during working time and in all  
working areas. 

Trespassing, soliciting, or distribution of literature by non-employees on these premises is 
always prohibited. All such persons should be directed to management. 

T. Severe Weather 

It is �0���0���6���¶�V policy to remain open during most periods of inclement weather; however, where 
extraordinary circumstances warrant, Medicine Man Solutions, LLC reserves the right to close 
the business. 

On days of extraordinarily inclement weather, we will decide about closing by 6:15 A.M. and 
then transmit that closure message to our employees via email, telephone call, and text message. 
As such, you should listen for a phone call or message from your manager between 6:15 and 
6:30 A.M. on these days. Employees will not be compensated for days on which the office is 
closed. 

If the office remains open on an adverse weather day, employees who report to work will receive 
their normal pay for the day. If an employee elects not to report to work on a day the business is 
open, he or she will not be paid for the day. 

Regardless of whether the office is open or closed, we encourage you to use common sense when 
making your decision as to whether you will come to work during inclement weather. If you 
elect not to work on a given day, please call the Human Resource Manager to advise of your 
status for the day at least two (2) hours before your scheduled start time. 

U. Electronics Policy 

Personal Devices in the Workplace 
Employees are prohibited from having any form of recording or photography device in the 
workplace and from recording or photographing fellow employees or clients in the workplace or 
during working time. Violations of this policy may result in immediate discipline (including the 
possibility of termination), immediate removal of the recording device and/or the employee from 
the workplace, and retention of the recording device for the inspection by Medicine Man 
Solutions, LLC and/or legal authorities. Limited exceptions will apply when the employee in 
possession of the recording device has been provided advance written authorization to use the 
recording device by an authorized member of M.M.S. management and the recording device is 
being used in an authorized manner to further company business. 
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�3�U�R�K�L�E�L�W�H�G���³�U�H�F�R�U�G�L�Q�J���G�H�Y�L�F�H�V�´���X�Q�G�H�U���W�K�L�V���S�R�O�L�F�\���L�Q�F�O�X�G�H���E�X�W���D�U�H���Q�R�W���O�L�P�L�W�H�G���W�R���F�D�P�H�U�D�V����
�F�D�P�F�R�U�G�H�U�V�����0�3���¶�V, iPods, iPads, DVDs, CDs, and other video, voice or image recorders. 
Cellular telephones and PDAs wither camera/video capability are allowed in the workplace 
provided such capabilities are disabled. Such capabilities may only be used with express 
authorization from a company manager and only for job-related purposes. 

 
Social Media Policy 
NOTE: The Company understands that employees may use social media to engage in 
�³�F�R�Q�F�H�U�W�H�G���D�F�W�L�Y�L�W�\�´���X�Q�G�H�U���W�K�H���1�D�W�L�R�Q�D�O���/�D�E�R�U���5�H�O�D�W�L�R�Q�V���$�F�W�����1�R�W�K�L�Q�J���L�Q���W�K�L�V���S�R�O�L�F�\���S�U�R�K�L�E�L�Ws 
or restrains employees from engaging in such activity, and this policy will not be construed or 
applied to prohibit or restrain employees from engaging in such activity. 

Medicine Man Solutions, LLC respects the right of its employees to participate in various social 
media for personal purposes. However, our company does not allow its employees to access and 
�X�V�H���V�R�F�L�D�O���P�H�G�L�D���I�R�U���S�H�U�V�R�Q�D�O���S�X�U�S�R�V�H�V���G�X�U�L�Q�J���Z�R�U�N���K�R�X�U�V�����:�K�L�O�H���³�V�R�F�L�D�O���P�H�G�L�D�´���L�V���D�Q���H�Y�R�O�Y�L�Q�J 
concept, for purposes of this policy, that term includes all digital, electronic and on-line 
resources that enable individuals to create, access, monitor, and/or maintain content or 
communications, and specifically includes social media like Facebook, Myspace, Twitter, 
LinkedIn, YouTube, blogs, micro-blogs, wikis, photo sharing sites, video sharing sites, electronic 
message boards, webmail (i.e., Gmail, Yahoo, MSN, Comcast, AOL, etc.), text messaging and 
instant messaging. 

While employees may identify themselves as an employee of M.M.S. on social media, they must 
not discuss any confidential information regarding our company, its staff, or its members. If you 
choose to identify yourself as a M.M.S. employee, please bear in mind that some readers may 
view you as a spokesperson for Medicine Man Solutions, LLC. 

To the extent an employee participates in social media is identified as a company employee 
either direction (i.e., in the actual content posted) or indirectly (i.e., in a profile for the 
employee), then the following rules apply: 

1. Employees shall not make any statement, post any content, or engage in any conduct that 
is illegal or unlawful, or violates any applicable federal, state, or local law. 

2. Employees shall not make any statement, post any content, or engage in any conduct that 
is profane, obscene, or offensive to a person of reasonable sensibilities. 

3. Employees shall not make any statement, post any content, or engage in any conduct that 
is sexually explicit or otherwise violates the policies contained in this Personnel Policies, 
including but not limited to the sexual and other unlawful harassment policy. 

4. Employees shall not make any statement, post any content, or engage in any conduct that 
demeans, disparages or diminishes the personal or professional reputation, character or 
characteristics of M.M.S., another employee of M.M.S., or a member of M.M.S. 

5. Employees shall not use or disclose any information, document or data that is 
confidential or proprietary to M.M.S., another employee of M.M.S., or a member of 
M.M.S. 
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6. Employees shall not post any photographs or video depicting any event, employee, or 
member of our company without the express authorization of management. 

7. Employees shall not make any statement, post any content, or engage in any conduct 
attributable to our company without the express authorization of management. 
Employees shall include a disclaimer on the social media site making it clear to all 
�U�H�D�G�H�U�V���W�K�D�W���W�K�H���Y�L�H�Z�V���H�[�S�U�H�V�V�H�G���D�U�H���W�K�H���H�P�S�O�R�\�H�H�¶�V���D�O�R�Q�H���D�Q�G���G�R���Q�R�W���U�H�I�O�H�F�W���W�K�H���Y�L�H�Z�V���R�I��
Medicine Man Solutions, LLC. 

8. Employees shall not use �0�H�G�L�F�L�Q�H���0�D�Q���6�R�O�X�W�L�R�Q�V�����/�/�&�¶�V logo on any social media site 
without the express, written permission of management. 

Regardless of whether an employee is identified as a M.M.S. employee on social media, the 
employee shall not disclose any information that is confidential or proprietary to our company or 
to any third party that has disclosed information to M.M.S. Employees may consult M.M.S. 
management and/or applicable confidentiality agreement for guidance about what constitutes 
confidential information. 

Violation of this policy will result in discipline up to and including termination of employment. 

V. Dress and Appearance Policy 

The personal appearance of our employees is a critical element of our M.M.S.�¶�V���E�X�V�L�Q�H�V�V�����1�H�D�W��
and well-groomed personnel make a positive and lasting impression on our clients. Accordingly, 
appropriate dress for the job includes but is not limited to, business casual attire, athletic or 
active outdoor clothing, or any clothing that allows the employee to perform his or her duties in a 
safe and responsible manner, but which is not dirty or visibly worn. Bathing suit tops or similar 
articles of clothing are not permissible forms of attire. We have also established the general 
guidelines for employee dress described below. 

Anyone arrived at work dressed in violation of the policy will be required to go home to change 
and return to work and may also be subject to disciplinary action. 

General Guidelines: 

�x Clothing should be worn that allows the employee to perform his or her job duties in a 
safe and responsible manner. 

�x Employees must be clean and neatly groomed. This includes clothing and visible skin 
areas. Employees are responsible for keeping their clothing clean. 

�x Employees should be neat and conservative in the appearance and styling of their hair. 
Hair should be neatly groomed while at work. Unconventional hair styles, including 
brightly colored dyes and unconventional shaving, are subject to the discretion of 
management. 

�x Facial hair is permitted if  it is neat and well-trimmed. 
�x Jewelry/Body Piercing: Employees, both male and female, should be conservative in 

their jewelry selection. Excessive, unconventional and/or large earrings, bracelets, 
necklaces are not to be worn. Visible body piercing is restricted to small studs. Rings 
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through the nose, eyebrow, tongue or body parts (other than the ear lobe) visible to the 
public may not be worn while working. 

�x Tattoos: Tattoos may be exposed, subject to the discretion of management, and provided 
the exposed tattoo does not display: (i) images that are offensive, obscene, or racist; (ii) 
images that display alcoholic beverages or other drugs, nudity, innuendo, obscenities, 
violent images, sexual references, gang identification; or (iii) images which advocate 
prejudice or harassment or discrimination against a religion, race, ethnicity, sexual 
orientation, disability, or other category protected by law. Employees may be required to 
cover exposed tattoos at the request of Medicine Man Solutions, LLC management, if it 
is determined that exposed tattoos are excessive or inappropriate for any reason, in the 
sole discretion of management. 

�x All employees are encouraged to pay particular attention to general hygiene (including 
oral hygiene), as frequent interaction with customers is required. 

�x Uniform/Dress Code standards are monitored and enforced by management and 
exceptions may be made for bona fide requirements of are religion to which an employee 
practices or adheres. 

�x Failure to comply with these dress code standards, including any additional direction 
from management may result in disciplinary action up to an including termination. 
 

W.  Training 

All required employee trainings will be documented, including training regarding privacy and 
confidentiality requirements. A signed statement from the employee is required to indicate the 
date, time, and place he or she received said training and the topics discussed, including the 
name and title of the presenters. A notice of completed Responsible Vendor Training Program 
and in-house training for Marijuana Establishment Agents are required under 935 CMR 
500.105(2). 

X. Performance Evaluations 

Performance evaluations will be conducted every 6 months by a supervisor. Any disciplinary 
action taken w�L�O�O���E�H���L�Q���W�K�H���H�P�S�O�R�\�H�H�¶�V���I�L�O�H���Z�L�O�O���E�H��considered during the performance evaluation. 

Y. Disciplinary Action 

There are times when it may become necessary to discipline an employee. The disciplinary 
�D�F�W�L�R�Q���W�D�N�H�Q���Z�L�O�O���G�H�S�H�Q�G���R�Q���0�H�G�L�F�L�Q�H���0�D�Q���6�R�O�X�W�L�R�Q�V�����/�/�&�¶�V���H�Y�D�O�Xation of the seriousness of the 
infraction. Generally, verbal warnings will be given to employees for mistakes or infractions 
deemed by management to be of a less serious nature. Three or more repeated infractions and/or 
more serious errors or misconduct may result in written warnings, suspension, or immediate 
discharge. In certain circumstances, M.M.S. may, in its sole discretion, implement a performance 
improvement plan for unsatisfactory performance. Matters deemed to warrant immediate 
discharge include, but are not limited to: making false statements and/or misrepresentations on 
an application for employment; gross neglect of duties; gross insubordination; violations of 
M.M.S. confidentiality rules; excessive tardiness or absenteeism; absence from work without 
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satisfactory explanation; reporting for work under the influence of alcohol and/or an illegal drug; 
misappropriation of company property or other illegal activities; demonstrated discourtesy to any 
client, vendor, or fellow employee; any inappropriate behavior which may adversely affect the 
health, safety, or welfare of other employees; and falsification of employment records or time 
sheets. Nothing herein should be interpreted to suggest that any form of discipline with 
necessarily precede another. 

Management reserves the right to determine the appropriate discipline based on the 
circumstances. 

Employees of M.M.S. are expected to exercise common sense and good judgement and to 
conduct themselves in a manner that will be a credit to themselves and our company. 

Z. Whistle Blower Policy 

Medicine Man Solutions, LLC is committed to maintaining a workplace where employees are 
�I�U�H�H���W�R���U�D�L�V�H���J�R�R�G���I�D�L�W�K���F�R�Q�F�H�U�Q�V���U�H�J�D�U�G�L�Q�J���R�X�U���F�R�P�S�D�Q�\�¶�V���S�U�D�F�W�L�F�H�V�����V�S�H�F�L�I�L�F�D�O�O�\�����������U�H�S�R�U�W�L�Q�J��
suspected violations of law, (2) providing truthful information in connection with an inquiry or 
investigation by a court, agency, law enforcement agency or other governmental body and (3) 
identifying potential violations of our company policy, including the policies contained in the 
Employee Handbook. 

Reporting Responsibility 
It is the responsibility of all employees to report suspected violations of law or company policy 
in accordance with this Whistleblower Policy. 

Acting in Good Faith 
Anyone reporting a suspected violation of law or company policy must be acting in good faith 
and have reasonable grounds for believing the information disclosed. Any allegations that are 
unsubstantiated and that prove to have been made maliciously or knowingly to be false will be 
viewed as a serious disciplinary offense. 

No Retaliation 
Medicine Man Solutions, LLC expressly prohibits any form of retaliation against employees who 
raise in good faith suspected violations of law, cooperate in governmental hearings, inquiries or 
investigations, identi�I�\���S�R�W�H�Q�W�L�D�O���Y�L�R�O�D�W�L�R�Q�V���R�I���R�X�U���F�R�P�S�D�Q�\�¶�V���S�R�O�L�F�L�H�V�����R�U���Z�K�R���U�H�I�X�V�H���W�R���F�D�U�U�\���R�X�W��
an illegal directive. M.M.S. will not discharge, demote, suspend, threaten, harass, or in any 
manner discriminate or retaliate against any such employee. Anyone who engages in such 
prohibited retaliatory conduct will be subject to disciplinary action. Any conduct is perceived as 
retaliatory should be reported immediately as set forth herein. 

Reporting Violations 
Employees may make reports under this Whistleblower Policy to their supervisor or the Human 
Resources Manager, provided, however that any complaint involving a supervisor, or the Human 
Resources Manager should be reported directly to Haskell Kennedy III. 
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All complaints will be investigated promptly in the manner and to the extent deemed reasonably 
necessary. 

Confidentiality  
Reports of violations or suspected violations under this Whistleblower Policy may be submitted 
on a confidential basis by the complainant or may be submitted anonymously. Such reports will 
be kept confidential to the extent possible, consistent with the need of Medicine Man Solutions, 
LLC to conduct an adequate investigation. 

AA. Employment Rights 

The Americans with Disabilities Act Title I: Employment 
The Americans with Disabilities Act, Title I: Employment, prohibits employers with 15 or more 
employees and all state and local government employers from firing, refusing to hire or rehire, or 
�R�W�K�H�U�Z�L�V�H���G�L�V�F�U�L�P�L�Q�D�W�L�Q�J���D�J�D�L�Q�V�W���D���³�T�X�D�O�L�I�L�H�G�´���S�H�U�V�R�Q���Z�L�W�K���D���G�L�V�D�E�L�O�L�W�\��based on disability and 
obligates employers to provide reasonable accommodations. 

�7�R���E�H���³�T�X�D�O�L�I�L�H�G���´���D���S�H�U�V�R�Q���P�X�V�W���E�H���D�E�O�H���W�R���S�H�U�I�R�U�P���W�K�H���H�V�V�H�Q�W�L�D�O���I�X�Q�F�W�L�R�Q�V���R�I���W�K�H���M�R�E�����H�L�W�K�H�U���Z�L�W�K��
or without a reasonable accommodation. Employers are not required to provide an 
accommodation that would elimin�D�W�H���D�Q���H�V�V�H�Q�W�L�D�O���I�X�Q�F�W�L�R�Q���R�I���D�Q���H�P�S�O�R�\�H�H�¶�V���M�R�E���R�U���Z�R�X�O�G���S�R�V�H��
�D�Q���³�X�Q�G�X�H���K�D�U�G�V�K�L�S�´���I�R�U���W�K�H���H�P�S�O�R�\�H�U�����$�Q���D�F�F�R�P�P�R�G�D�W�L�R�Q���L�V���S�U�R�Y�L�G�H�G���D�W���W�K�H���H�P�S�O�R�\�H�U�¶�V��
expense, unless the employer can demonstrate that it would pose an undue financial hardship. 

Massachusetts Employment Discrimination Law 
Massachusetts Employment Discrimination Law M.G.L. c. 151B §4 prohibits any employer in 
Massachusetts who employs 6 or more people from firing, refusing to hire or rehire, or otherwise 
discriminating against a qualified disabled person based on disability and obligates covered 
employers to provide reasonable accommodations. The Massachusetts Commission Against 
Discrimination (MCAD) enforces this law. 
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Staffing Plan 
The hours of operation for Cultivation and Manufacturing are 24 hours a day, 7 days a week. The 
hours of operation for Delivery are Monday through Saturday from 8am to 9pm and closed 
Sunday. There will be twenty employees for the Cultivation and Manufacturing and eight 
employees for Delivery. 

General Manager (2 �± 4 positions): (GM) The general manager will oversee overseeing the 
employees, the product, and the money. Qualifications for a GM include, but are not limited to, 
previous experience in or with: 

�x The retail industry 
�x Knowledge of a POS system 
�x Managing staff 
�x Following policy and procedures 
�x Inventory 
�x Basic accounting 
�x Excellent communication skills 
�x Scheduling 
�x Completed the Responsible Vendor Training Program 

The GM will create a schedule for all the staff. They will keep off Marijuana Establishment 
Agent keycards locked in a key box in the GM office. The agents will retrieve their personal 
keycard from the GM when they report for their shift and return the keycard to the GM to be 
locked up at the end of every shift. The GM will inventory the product and order more when 
needed. They will oversee cashing out the delivery vehicles at the end of each delivery. The GM 
will inventory any products needed by the facility and order more when necessary. 

The GM will have a deep knowledge and understanding of all products which are offered at the 
establishment and will be the point of contact for any employee or customer should questions 
arise. The GM will have access to the front of the house including the front door and the 
vestibule door, as well as the back of the house, including the staff area, fulfillment center, and 
office. The GM will be the first employee at the facility and the last on the leave the facility. The 
GM will have direct access to the owners, police, fire, and emergency personnel. They will 
oversee running all the security and other audits. 

Fulfillment Ag ent (2 �± 4 positions): ���)�$�����7�K�H���I�X�O�I�L�O�O�P�H�Q�W���D�J�H�Q�W�V�¶���U�H�V�S�R�Q�V�L�E�L�O�L�W�\���Z�L�O�O���E�H���W�R���I�X�O�I�L�O�O��
�W�K�H���R�U�G�H�U�V���Z�K�L�F�K���D�U�H���F�R�P�L�Q�J���L�Q���R�Q�O�L�Q�H�����7�K�H���)�$�¶�V���Z�L�O�O���I�L�O�O���R�U�G�H�U�V���E�\���S�L�F�N�L�Q�J���I�U�R�P���S�U�H-weighed, 
pre-packaged product and placing them in a basket with the ticket which was generated by the 
sale. The Fulfillment Agents will have access to the back of the house employee area as well as 
into the fulfillment center. Qualifications for this position include but are not limited to: 

�x Three quality references 
�x Knowledge of the product 
�x Completion of the appropriate Responsible Vendor Training Program 
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Packaging Agents (2 �± 4 positions): Packaging agents will prepackage flower and concentrates 
into containers of varying weights. The Packaging agents will have access to the back of the 
house employee area as well as the fulfillment center. Qualifications for this position include but 
are not limited to: 

�x Three quality references 
�x Knowledge of the product 
�x Basic math skills 
�x Completion of the appropriate Responsible Vendor Training Program 

Security Staff (2 �± 4 positions): Security staff will be hired to provide security to the 
establishment by checking identification at the door as well keeping an eye out for any individual 
or incident which may create a threat to the establishment. The security staff have access from 
the vestibule into the establishment and to the back of the house to the employee area. 
Qualifications for this job include: 

�x Training or experience with law enforcement or security 
�x Three quality references 
�x Completion of the appropriate Responsible Vendor Training Program 
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Records 
Medicine Man Solutions, LLC will maintain the following records relating to personnel: 

1. Job descriptions for each position; 
2. A personnel record for each marijuana establishment agent that will be maintained or at 

least 12 months after termination of employment, including: 
a. All materials submitted to the commission pursuant to 935 CMR 500.030(2); 
b. Documentation of verification of references; 
c. The job description or employment contract that includes duties, authority, 

responsibilities, qualifications, and supervision; 
d. 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; 

e. Documentation of periodic performance evaluations; 
f. A record of any disciplinary action taken; and 
g. Notice of completed Responsible Vendor and Eight-Hour related duty training. 

3. A staffing plan that maintains accessible business hours; 
4. Personnel policies and procedures; and 
5. All background check reports obtained in accordance with M.G.L. c. 6 § 172, 935 CMR 

500.029, 935 CMR 500.030, and 803 CMR 2.00: Criminal Offender Record Information 
(CORI) 

 

Plans for Maintaining Confidential Information  
Personnel files that are in paper form will be maintained in a locked metal cabinet in the office. 
The office is separate from the cultivation, manufacturing, and delivery and only accessible to 
management. Personnel files will also be scanned as necessary and saved to a local drive with 
separate back-up. 

Confidential personal information and medical information will only be obtained where 
necessary and will not be shared except as required by law. Email communications will be sent 
securely, using a secure service provider or by sending encrypted documents. Any document 
containing confidential personal or medical information that must be shared will be redacted if 
possible. 
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Medicine Man Solutions, LLC 

Record-Keeping Procedures 

 

Records are maintained to provide operational information to company managers, advisors, and 
owners for decision-making purposes, and to provide information in case of insurance, criminal, 
or regulating authority investigations. 

Procedures include, but are not limited to: 

�x Managing records within a digital, indexed record management software such that 
materials may be quickly retrieved in the event of a request from regulators or law 
enforcement officials 

�x Improve indexing or tagging categories to apply to each document. 
�x Scan paper records into the record management system on a daily or weekly basis. 
�x �'�H�O�H�W�H���R�U���G�L�V�F�D�U�G���G�L�J�L�W�D�O���R�U���S�D�S�H�U���U�H�F�R�U�G�V���D�F�F�R�U�G�L�Q�J���W�R���W�K�H���F�R�P�S�D�Q�\�¶�V���U�H�F�R�U�G���U�H�W�H�Q�W�L�R�Q��

policy. 
�x Ensure records are stored securely, backed up, and easily accessible. 

Medicine Man Solutions, LLC shall keep waste records for at least three years. M.M.S. shall 
maintain our records in accordance with generally accepted accounting principles. Written 
operating procedures shall be maintained as required by 935 CMR 500.105(1). Inventory 
recorded shall be maintained as required by 935 CMR 500.105(8). Seed-to-sale tracking records 
for all marijuana shall be maintained as required by 935 CMR 500.105(8)(e). The following 
personnel records shall be maintained: 

�x Job descriptions of each agent; 
�x A personnel record for each agent; 
�x A staffing plan that will demonstrate accessible business hours and safe cultivation 

conditions; 
�x Personnel policies and procedures; and 
�x All background check reports obtained in accordance with 935 CMR 500.030. 

The following business records shall be maintained: 

�x Assets and liabilities; 
�x Monetary transaction; 
�x Books of accounts; 
�x Sales records; and 
�x Salary and wages paid to each employee. 
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Medicine Man Solutions, LLC 

Energy Compliance Plan 

 

Monitor Energy Consumption 
Medicine Man Solutions, LLC will monitor all energy consumption to reduce their energy 
footprint. They will make any necessary adjustments to their operations based on the data give in 
their energy-usage reports. M.M.S will also use automatic lights that will switch on when 
somebody is in the room and will switch off after fifteen minutes of inactivity. Medicine Man 
Solutions, LLC will hire an energy professional that will review our facility and make any 
recommendations they deem necessary for optimal facility equipment based on our energy 
usage. M.M.S will use natural gas on their delivery vehicles to start with and look into buying 
electric vehicles to reduce emissions. Vehicle fleet decisions will be made by researching 
vehicles that are low in emissions and are low gas consumption. M.M.S. will regularly evaluate 
alternative fuel vehicle options. 

 

Energy Savings Opportunities 
Medicine Man Solutions, LLC will identify energy saving opportunities that could be part of any 
facility upgrade, renovation, or expansion. They will monitor how they will benefit our energy 
usage. If equipment fails and needs to be replaced, M.M.S. will identify any energy saving 
opportunities to replace this equipment to keep the company running. 

 

Energy Supply Decisions 
Medicine Man Solutions, LLC will regularly make energy supply decisions and evaluate 
renewable options every month. Solar panels will be implemented at a later date for the 
cultivation. Wind turbines are not planned to be implemented. An electric stove will be used in 
the manufacturing of marijuana products to reduce emissions. 

 

Identifying Renewable/Alternative Energy Opportunities 
Medicine Man Solutions, LLC will identify other renewable or alternative energy opportunities 
if there are any facility upgrades, renovations, or expansion. They will monitor how they benefit 
our energy usage. If equipment fails or needs to be replaces, M.M.S. will identify any renewable 
or alternative energy opportunities to replace this equipment to keep the company running and 
provide a better footprint for our economy. 

 

Monitor Energy Demand 
In order to properly monitor the energy demand and make proper adjustments to operations 
based on this data, Medicine Man Solutions, LLC will hire an energy professional to analyze the 
data and help come up with solutions. They will discuss these solutions with Haskell O. Kennedy 
who will then make the proper adjustments. 
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