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November 13, 2020 

To: City of El Centro 
From: March and Ash 

Re: Cover Letter to Application for a Commercial Cannabis Permit (Storefront) 

Dear City of El Centro: 

El Centro Greens Retail Outlet, Inc. (a subsidiary of March and Ash, Inc.) is pleased to submit 
this application for a Commercial Cannabis Permit (Storefront).   

We understand that the City of El Centro’s decision to permit and regulate commercial cannabis 
activities is a profound change for the community and its leaders. There will be lessons learned along 
the way. March and Ash is an experienced, local, and proven partner for tackling them. 

This cover letter provides you with a brief overview of our company, and our proposed project for the 
City of El Centro. Thank you for your consideration. 

A. March and Ash – Company Overview

March and Ash develops customer-focused cannabis retail outlets in Imperial and San Diego
Counties. 

Consumers deserve a comfortable and confident cannabis 
experience, and we prioritize customer education, safety, and 
satisfaction at our locations and through our online platform 
(www.marchandash.com).  

Cannabis helps many Californians enjoy happier, healthier, and 
more productive lives. Teachers, contractors, doctors, farmers, 
engineers, mothers, grandfathers, patients, and yes, even our pets, 
are leading better lives by obtaining and consuming cannabis 
responsibly. 

Responsible Adult Use describes March and Ash’s approach to 
business. We strive to educate our customers and communities on 
both the benefits of cannabis and the risks associated with misuse, 
in particular the risks associated with underage cannabis access to 
and consumption of marijuana.  

We believe that with proper consumer education and responsible 
operators, cannabis can serve its positive and productive purpose: to improve everyday lives. 

B. Proposed El Centro Project

a. Significant Investment by an Experienced Builder / Operator

We propose to develop, finance, construct and operate a “Class A” commercial cannabis retail 
store (storefront with delivery) on currently unimproved land located at 525 Wake Avenue [APN 053-
801-010] in the City of El Centro, California (the “Proposed Project”).

March, in the Roman 
calendar, is the first month 
of the year. This is because 

it comes when Spring 
brings us a new season of 
life. March signifies the 

beginning in life.  

Ash is what remains of a 
life once lived, used to 

fertilize new beginnings. 

March and Ash represents 
a respect for the span of 

our lives, and the role 
cannabis plays to improve 

and renew it. 
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When finished, the Proposed Project will 
result in a new stand-alone single-story 
building of approximately 3,000 square 
feet of useable space, together with 
associated parking and offsite public 
sidewalk and road improvements.  

The construction and startup budget for the 
Proposed Project reflects an investment by 
March and Ash in El Centro of in excess 
of $2.2 million, adding to our existing and 
growing presence in, and economic impact 
on, the Imperial Valley.1  

Operationally, the Proposed Project will 
benefit from March and Ash’s industry-
leading systems, policies, and procedures, 

which will be adapted to meet location specific requirements and recommendations. 

We a have a reputation for passionate and educated employees, beautiful stores, responsible operations, 
and contributing positively to our communities as a trusted partner. This is a commitment we have 
made and met everywhere we operate.  

b. Positive Contribution to the Neighborhood

March and Ash only builds first class facilities that improve the neighborhoods we serve. Our 
March and Ash facilities have been recognized both locally and nationally for the quality of their 
interior and exterior construction and design. See 
our website at www.marchandash.com for 
images of all of our facilities or visit our City of 
Imperial location to see the March and Ash 
standard of care in person.2  

Commitment to quality across everything we do 
is the March and Ash brand. We believe our high 
standard is central to garnering community trust 
in legal cannabis, and respect for Responsible 
Adult Use.   

Not one of our locations is inferior to any other. 
And yet, while each reflects the March and Ash 

1 Our existing commercial cannabis retail store in the City of Imperial was our second retail location and opened in 
August of 2019 [located at 2433 Marshall Avenue, City of Imperial]. We are currently permitting cultivation and 
distribution facilities in the Imperial Valley that will grow our local footprint across other industry verticals.  
2 For example, Marijuana Venture (The Journal of Professional Cannabis Growers and Retailers) recently featured 
March and Ash in its overview of leading retailers in Southern California with profiles on our focus on design and 
construction. See: https://www.marijuanaventure.com/the-new-vanguards-of-southern-california-march-and-ash/    

Retail Floor M&A Mission Valley 
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brand and meets our high standards; they are all unique. Each location is specifically designed to its 
immediate community.  

Our location in Mission Valley San Diego is 100% 
March and Ash, while reflecting features of the 
Fashion Valley Mall just across the I-8.  

Travel East on I-8 to the Imperial Valley and you 
can enter our City of Imperial Location – dollar for 
dollar as beautiful as our Mission Valley location 
and 100% March and Ash, while also 100% 
Imperial Valley by reflecting the areas agricultural 
roots throughout the store.  

We will bring this same commitment to quality and 
thoughtfulness of design and workmanship to our 
proposed facility in El Centro – dollar for dollar. As 
with our City of Imperial location, much of the 
construction work for the Proposed Project will be carried out by local contractors, with Duggins 
Construction serving as our General Contractor.  

c. Responsible Adult Use

March and Ash’s operating philosophy centers on “Responsible Adult Use.” You see this 
across all of our activities from our employee training and customer education, to our measured 
marketing and active engagement in our communities.  

Although we are a legal cannabis retailer, we have formed partnerships with community stakeholders 
who share our concern that some in the industry are racing to “mainstream cannabis” without due 
regard for its risks or the willingness to make investments in mitigating them.  

With March and Ash, this commitment to Responsible Adult Use is more than just talk. It is evidenced 
by concrete actions and substantial investments in responsible marketing, community and policymaker 
outreach, and a willingness to work with all stakeholders – including those opposed to cannabis – to 
find, define, and execute areas of common ground.   

d. Jobs and Growth

Our shareholders, managers, and employees already call the Imperial Valley home. We have a 
track record of delivering jobs with industry leading pay and benefits, including health insurance, while 
also providing a platform for employees to grow with our company.  

We hire locally, and (with rare exception) we promote only from within our enterprise. We are proud 
that today we have employees overseeing operations, marketing, inventory management, procurement, 
and delivery functions that started their careers with March and Ash on the sales floor.  

March and Ash is closely held and reinvests our profits back into operations and expansion. That 
includes providing the training, education, and other tools necessary for our employees to grow with 
us into new opportunities in the cannabis industry. --  

WWI Era Tractor on  Retail Floor, M&A City of Imperial – Donated 
by March and Ash partner & Imperial Valley farmer R. Leimgruber 
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including nuclear power, federal land management, military, and agriculture (including the Imperial 
Valley3) as further set forth in the resumes attached at Exhibit C.  

With regard to real estate development and construction, in addition to our reliance on Duggins 
Construction as our General Contractor, within our March and Ash team we have deep experience in 
real estate and new construction. This includes, without limitation:  

(i) An in-house construction and maintenance supervisor – Grant Huffman – who holds a General 
Contractor’s license and oversees on a continual basis the construction and maintenance of our 
facilities. 

(ii) The experience listed in the resumes of our owners / officers Blake and Bret in real estate and 
major project development.  

(iii)  Our owner / architect Toby Hallal who oversees March and Ash’s design and engineering of 
all our facilities and will work closely with the City of El Centro.  

(iv) Our owner Matthew Rookus who holds a General Contractors license and oversaw the 
construction of our City of Imperial facility.  

We understand that the Imperial Valley has deep ties into federal regulations both in regard to 
agricultural and department of defense interests.4 We are familiar with and capable of managing the 
issues associated with overlays between federal, state, and local laws, including as they relate to 
cannabis.5 

Our complementary experience is what drives us to deal with issues head-on and with transparency to 
ensure that all stakeholders’ interests are well understood and appropriately balanced as communities 
make the hard decisions associated with legalization of cannabis.  

1.2. PROJECT BUDGET AND SCHEDULE 

1.2.1. Construction Schedule 

We anticipate construction of the Proposed Project will take 6-8 months from receipt of all 
requisite permits for construction to completion and occupancy. A summary construction schedule is 
attached hereto as Exhibit D. 

 
3 Ronald Leimgruber is an Imperial Valley farmer. Because of current federal laws related to cannabis and federal 
matters related to farming operations we are not providing his resume with this application. However, he will be 
available to meet with the City of El Centro if we are qualified to the interview round.  
4 Shortly after we opened our City of Imperial location, we were notified by Marine Corps Air Station Yuma that as a 
cannabis business we would be placed on their “blacklist” with the appropriate on-base hearing scheduled. We believe, 
to the surprise of the personnel at MCAS Yuma we agreed to attend the “blacklisting hearing” without contending the 
decision to black-list our location. Our partner Breton Peace who has significant experience working with the federal 
government, including the military, both abroad and here in the U.S. attended the meeting for March and Ash. At the 
hearing, the parties had an honest dialogue about the issues associated with cannabis and the policy reasons requiring 
our blacklisting by MCAS Yuma (which we support), together with practical questions around how we manage our 
operation and the lives of military personnel and in particular their spouses.  
5 See a recent San Diego Union Tribune Article discussing the interplay between cannabis and the U.S. Border 
Checkpoint on Interstate 8 including March and Ash’s support for law enforcement: 
https://www.sandiegouniontribune.com/news/border-baja-california/story/2020-07-03/border-patrol-checkpoints-
cannabis  
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March and Ash’s operating budget is reflected in the four-year Pro Forma described in Section 
1.4 (Four (4) Year Project Pro Forma) below and attached as Exhibit F (See Cost of Goods and other 
Cost Categories in the Pro Forma which provide a line-item overview of monthly and annual operating 
expenses). We have a firm grasp on our startup and operating costs, as well as the expected “ramp up” 
to store “stabilization” (e.g. revenues is sufficient to cover costs of operation).  

Because of this we understand the totality of the investment required to execute this project and our 
shareholders are prepared to make that investment knowing that for March and Ash, Inc. the return on 
that investment will not occur until Year 3 if our projections are met in the Project Pro Forma. March 
and Ash is not seeking to sell our assets; we are in this industry and the Imperial Valley for the long 
haul. By partnering with the local landowner in the financing of the project, we have a partner whose 
interests are aligned with our outlook that this is a long term investment in the Imperial Valley. 

1.2.6. Benefits of Infrastructure and Scale 

The startup and operating costs for the Proposed Project are materially less than each prior 
location given our ability to leverage the systems, process, and people from the March and Ash 
enterprise already in place.  

For example, March and Ash has built, invested in, and owns and maintains the industry’s leading 
retail web platform www.marchandash.com together with its recently launched customer app (the first 
in the cannabis industry). We continually optimize this technology platform via a team of in-house 
developers, and March and Ash licenses the platform to its affiliates and third party retailers.  

Functionally, the online platform is fully integrated with our delivery, point of sale, and other systems 
to provide ease of access and execution for both customers and employees. For the Proposed Project, 
the March and Ash online platform is “plug and play”; meaning the El Centro project will be integrated 
with no material cost to the project and with the ability to “hit the ground running” at opening.  

Additionally, March and Ash centralizes certain of its corporate overhead functions such as human 
resources, accounting, legal, and procurement. This centralization provides the benefits of scale and 
cost savings to each of our locations.   

Finally, the benefits of scale will be delivered to the Proposed Project both across the March and Ash 
enterprise but also within the Imperial Valley.  

March and Ash enjoys preferred status with some of the industry’s top vendors, allowing us to ensure 
supply of quality products at best prices and terms. This allows us as a retailer to have some say in how 
products are produced and marketed to ensure we can provide safe, quality products to our customers 
that are at appropriate price points to each of our locations.  

We intend to operate the City of Imperial and El Centro locations as sister-locations, driving quality, 
consistency, and transparency to those communities as well as the benefits of scale. Together the 
locations will have a broader reach across the Imperial Valley both for instore and delivery then they 
would as competitors (deliveries they will be allocated by our delivery platform based on shortest 
distance between location and point of delivery). 

1.3. CAPITALIZATION 

1.3.1. Overview 
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1.5. HOURS OF OPERATION AND OPENING AND CLOSING PROCEDURES 

March and Ash’s hours of operation will initially be 8 am to 10 pm, Monday through Sunday. 
Typically, each location’s opening and closing shifts begin one (1) hour prior to opening and end one 
(1) hour after closing to the public, other than security personnel. 

With regard to security personnel, March and Ash’s operating plan for the Proposed Project calls for 
there to be at leas  on site, at all times (e.g. 24 hours a day), consistent with our 
operations at our City of Imperial location. We have had no security issues at our Imperial storefront 
based on our security set-up (including procedures and personnel) and invite the City of El Centro to 
confirm this with the Chief of Police of City of Imperial.    

A description of our opening and closing procedures is set forth on Exhibit I attached to this Business 
Plan.  

The attached opening and closing procedures were developed based on best practices from other 
industries. Subsequently, we have applied lessons learned from March and Ash’s operations as well as 
advice from stakeholders, including law enforcement and Labor. As examples: 

 Our opening and closing procedures integrate lessons from OSHA training provided to store 
managers in early 2020 through the United Food and Commercial Workers – Local 135.  

 In early 2020 we had a break-in at our City of Vista location, after hours. After assessing the 
incident, we implemented changes in our formal closing procedures highlighting the need to 
ensure interfaces are completed related to securing inventory, security lighting, and check-in 
with the onsite security team. 

 Ensuring additional sanitation actions and checks are completed to respond to COVID-19.  

1.6. SUMMARY OF DAY-TO-DAY OPERATIONS 

March and Ash has in-store policies and procedures that have been reviewed and passed, on 
multiple occasions, by both local and State (California Bureau of Cannabis Control) regulatory 
authorities as part of permitting and licensing processes. Our policies and procedures cover all aspects 
of our operation, including but not limited to inventory, delivery, waste management, COVID-19 
protocols, and security. These policies and procedures are available for review by the City of El Centro 
upon its request.  

The image below sets forth the floor plan for the Proposed Project together with a Keynote Legend to 
be used as a reference for the operational descriptions provided in this Section 1.6. 
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Upon new inventory intake, the lead order expeditor or designated employee checks the manufacture 
date and any possible expiration date to ensure quality of product. All concentrates and some edibles 
are stored in a refrigerator for quality assurance. Meanwhile, all products kept in dry storage are stored 
in a cool, dry environment away from any moisture. The Inventory Manager is tasked with ensuring 
the proper temperature and humidity in the storage area at all times. 

1.6.7. Delivery Service Procedures 

The following standard operating procedures outline the processes that March and Ash will 
follow for all delivery orders. For compliance and security purposes, all March and Ash delivery 
vehicles will be owned or leased by March and Ash. Our delivery operation and procedures have gone 
multiple reviews by the State and local jurisdictions, having been passed each time. Delivery vehicles 
will be equipped with GPS monitoring and shall contain a secured lock box in the trunk, where all 
orders will be stored.  

DELIVERY OVERVIEW 

Filling Delivery Order 
• Check Voxer for the customer’s name sent by Virtual Cannabis Concierge (VCC)

o ‘Like’ message to confirm it was received and being filled
• Print ticket and begin finding products listed

o Pay close attention to details (Such as quantity, type, etc.)
o In the event we are out of a product, notify VCC so they can contact customer/s and

get a substitute
 Make sure to check every possible location for product
 Check IndicaOnline to see how many are supposed to be in stock & for large

discrepancies notify manager
 VCC’s should log all ‘out of stock’ products

• If possible, have second order expeditor double check order
o Mandatory for longer-distance orders

• Once ticket is confirmed, place items neatly in bag and staple closed with receipt
• Place bag in bins ready for delivery, or fridge if necessary.
• Once orders are ready, actively check Onfleet in order to get drivers ready for departure

o VCC’s will ask if a driver is ready
 Check to make sure you have all orders
 Keep them in descending order (helps when confirming with driver)
 Check that ticket price matches Onfleet, if not verify with VCC’s

• Send message to confirm ready (ex. “[Driver Name] is ready”)
o VCC’s will put M&A task on driver
o Once task assigned drivers will head down and message chat (ex. “Heading down” or

“Side”)
• Take orders out to driver and read off initials and total to confirm correct

o For concentrate orders make sure you bag them in cooler with ice pack
• Put order in the lock box and lock with corresponding key in the trunk of the delivery vehicle
• As orders come in please log them on delivery sheet with name, total, filler initial and checked

by initials
o During busy time prioritize orders and getting drivers out. The sheet is meant to be a

tool to help keep track of completed orders and can be completely filled in once it slows
down.

Delivery Transportation Procedures 
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• Drivers are to wait in their assigned car until they receive the M&A task. 
o Once they receive an M&A task, they can move the vehicle to the back entrance 
o Driver will send a Voxer message to the ‘March and Ash EC’ chat stating they are 

ready for delivery. 
• Drivers are to confirm initials and prices with order expeditors. 
• Driver will then open trunk and the order processor will place the order in the container and 

lock it.  
o Drivers are responsible for making sure their box is locked when products are being 

transported. 
• Drivers are to wear vehicle safety belts at all times. 
• Driver will begin the task on Onfleet by clicking ‘start task and navigate’. 

o Onfleet will show the driver the customer’s name, address, phone number, and task 
details. 

o Drivers need to read the task details and be aware of how the customer would like 
their items delivered. 

o When leaving, the driver will send a Voxer message to the March and Ash EC chat 
stating “out”. 

• When a driver needs to get ahold of a customer: 
o Click the telephone icon on their Onfleet 
o A phone number will pop up, type that phone number into your phone. 
o Once you click send, it will contact the customer, while masking your phone number. 

• Once the order is delivered, they can close it out on Onfleet and Indica Online. 
• The driver will now move on to their next order or head back to the shop depending on what 

their Onfleet shows. 
Delivery Completion Process 

• When arriving at the customers’ requested address, the driver should park vehicle in a safe 
and secure location. 

• Once the vehicle is safely parked, driver should contact the customer and inform them that 
they have arrived. 

o Use Onfleet to make sure you retrieve the correct order out of your trunk. 
o Always be sure to lock the box in your trunk if there are still other orders there. 

• Meet the driver at their door or requested location.  
• Check the customer’s ID or Passport. 

o Confirm it is the correct name and they are over the age of 21. 
• Driver will take a picture of their ID or Passport.  
• Driver can request that the customer opens their bag and checks their products. (Not all 

customers will want to open their items and that is fine.) 
• Once the customer has confirmed their items are correct the driver will get their signature. 
• The drivers will collect cash payment.  

o Driver is to count the money and ensure it is the correct amount. 
o Driver will also provide change if needed. 

• After the transaction is complete, the driver can complete the task on Onfleet and Indica 
Online.   
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1.7. CASH HANDLING PROCEDURES 

In November of 2019, March and Ash was selected by  as one of approximately 
a dozen cannabis companies State-wide to lead a government approved formal banking-pilot for the 
cannabis industry. As part of this pilot project, March and Ash and its shareholders (upstream and 
downstream) underwent extensive Know-Your-Customer and other due diligence by  
and its team, including review of our ownership, operations, accounting, and cash management 
procedures. Our current operations reflect this review and our relationship with .   

As a result of being accepted into this pilot-project and the strong relationship we have subsequently 
established with  based on performance, March and Ash has access to bank accounts 
across its enterprise, and El Centro Greens Retail Outlet, Inc. will have full access to the same.  

Access to banking substantially improves our operations, as well as accounting and reporting both 
internally and to governmental agencies. In short, our financial record keeping is well integrated with 
our operations and readily auditable.  

Attached as Exhibit J to this Business Plan is a letter from  to the City of El Centro 
verifying our banking relationship and access to banking. Our cash management / control procedures 
reflect this banking relationship and are described below: 

CASH MANAGEMENT & ACCOUNTING POLICIES AND PROCEDURES 
INTERNAL CONTROLS FOR CASH MANAGEMENT 

Policy 
 
It is the policy of March and Ash to implement internal controls in the area of cash management and 
accounting to provide reasonable assurance that all Company cash assets are safeguarded against 
waste, loss, unauthorized use, or misappropriation.  
While the need for internal controls may seem burdensome or restrictive, their value should be obvious. 
It is the responsibility of senior and financial managers to interpret the value of internal controls for 
other managers and employees.  
 
Responsibilities 
 
The CEO, CFO, General Store Manager, Opening/Closing Managers, Controller and the Chief 
Operating Officer are the only employees that have access to vault cash.   

• Cash required to make change for POS registers is maintained in the daily cash vault, access 
is restricted to store managers. The general store manager is responsible for reconciling the 
daily cash vault weekly under the guidance of the Controller.   

• All other cash from mid-day and end of day drops is maintained in the central cash vault, 
access to this vault is restricted to the general store manager, controller and COO.  Mid-day 
and end of day cash drops are made by floor managers.  Each drop is counted by an electronic 
bill counter (EBC).  The cash and the EBC receipt are strapped and dropped into the cash 
shute on the central cash vault.   

• The Controller’s Office reconciles daily cash and cash bank deposits to the POS system cash 
reports and bank reports and investigates any variances. 

• Surveillance Cameras are in operations 24 hours per day in the lobby, sales floor and 
vault/cash counting room. 

• Vaults are always accessed in dual control with at least two managers present. 

22



 

 

 
Opening Cash Procedures 
 

• Opening cash procedures consist of counting all cash drops in dual control using an EBC 
counting machine.  Each drop is counted and verified to the register receipt attached to the 
cash drop.  All cash is counted twice using the EBC.  The receipts for both counts must match, 
or an additional count will be required.  

• Cash is then separated by denomination and bundled for the daily bank deposit. 
• Bank deposits are prepared every morning.   
• The general manager and attending manager prepare the bank deposit slip, place bundled 

cash in a secure bank bag with a copy of the bank deposit slip and seal the bag.  The bag 
number and total cash deposit amount is recorded in the armored carrier log.  All deposits are 
stored in the central cash vault until the armored carrier arrives.    

• The cash count and bank deposit receipts are sent to accounting.  Accounting reconciles the 
cash count and the bank deposit amount to the POS system to ensure that all cash is accounted 
for. 
   

Closing Cash Procedures 
 

• Throughout the day floor manager’s monitor the amount of cash in the POS cash drawers. 
Drawers that reach an established limit are closed by the manager.  The manager creates a 
cash drop, using the EBC confirms the amount of the drop, attaches the EBC receipt, and 
records the amount of the drop in the register POS system. 

• At end of day, the closing manager brings each register to a threshold of in small bills 
and change.  The remainder of the cash is verified using the EBC.  The EBC receipt is dropped 
in the central cash vault and the amount of the drop is entered in the register POS system. 

• The following morning the drawers are recounted by the opening manager.  Discrepancies are 
reported on the cash count sheet and forwarded to accounting.     

 
Vendor Cash Payouts 
 

• As a general rule all vendor payments are made through accounting via check or ACH.  On 
occasion vendors may require payment in cash.   

o Cash payments are only authorized by accounting.  Accounting prepares a cash 
payment receipt that includes the vendor name, invoice number and total payment 
amount.  This receipt is placed in the central cash vault the evening before payment is 
made.  Accounting notifies the general manager of the cash payment via the manager’s 
log. 

o The manager will conduct the normal opening cash procedures.  However, after the 
cash is counted and verified the cash payment is bundled and attached to the cash 
payment receipt and placed in the central cash vault.  The remaining cash is included 
in the bank deposit. 

o When the vendor receives payment the general manager and vendor count and confirm 
the cash payment using the EBC.  A receipt from the count is attached to the cash 
payment receipt.  Both the manager and vendor sign the cash payment receipt.  That 
receipt is returned to accounting. 

o Accounting includes these cash payouts in the daily bank deposit reconciliation. 
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Accounting 
 

• Accounting receives and audits the daily cash count to the POS system totals.  Total daily sales 
are entered into the accounting books. Regular on-site audits are conducted.  

• Any reconciliation discrepancies are researched by accounting and booked as over/short in 
the books. 

• Monthly, accounting reconciles cash sales and disbursements to vault cash.  Month-end close 
procedures include reconciling cash and producing financial reports for management.  
Financial reports include P&L, Balance Sheet, Sales reports, and cash flow reports. 

1.8. INVENTORY CONTROLS AND TRACK AND TRACE 

1.8.1. Access to Inventory 

During business hours (8a.m. - 10p.m.), designated employees who are clocked-in and on duty 
will have access to the storage area in order to retrieve product, fill delivery orders, stock new items 
and conduct inventory audits. The only employees allowed access to the storage area are the corporate 
officers, Sales Associates, Inventory Manager and Floor Managers. Outside of business hours, the 
storage area remains securely locked until business resumes the following day. 

1.8.2. Inventory Storage Security 

The storage area has a ceiling-mounted surveillance camera that provides complete coverage 
of the room and all products housed within. The camera records on a 24/7 schedule and all recorded 
footage is stored for a minimum of one year. In addition to the video surveillance equipped in the 
storage area, the area is further secured within a steel cage, which is kept locked with an industrial 
padlock during all nonbusiness hours. All sales associates seeking entry to the storage area must inform 
the Manager on-duty. No unauthorized access to the storage area is permitted. 

1.8.3. Inventory Training 

March and Ash’s General Counsel (Breton Peace), its COO (Jonathan Saco), as well as our 
Inventory Manager have all been previously trained on all aspects regarding inventory management 
and undergone intensive training on Metrc reporting procedures, including meeting State requirements 
for such training in accordance with licensing procedures.  

The Inventory Manager with the help of the COO has created inventory intake, reconciliation, quality 
control and inventory compliance procedures. 

The Inventory Manager works out of the March and Ash Management entity and oversees all Metrc 
and inventory procedures for the shop. The Inventory Manager works closely with the Floor Manager 
and lead order expeditor to train them as well as other relevant staff on intake and reconciliation 
procedures.  Order processors/expeditors will also receive training on Metrc by the Inventory Manager 
per the designated account manager’s request.  All employees will undergo training that outlines the 
procedures for retrieving products, 'dummy' vs. live products and display samples. The Floor Manager 
with the help of shop employees is in charge of how inventory is stocked and organized.  

1.8.4. Process for Receiving New Inventory 

A vendor wishing to deliver new inventory must first sign into the Online Check-
In/Notification software on an iPad located in the reception area. A designated employee (an order 
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Each adjustment is accompanied by a note explaining the need for an adjustment and that the 
adjustments are a part of the monthly inventory reconciliation process. These adjustments and notes 
are reflected onto Metrc and are available in Metrc reports at any point in time. If there is a significant 
discrepancy (defined in section 5034 of BCC text of regulations) made clear from the inventory counts 
they will be reported to relevant parties immediately. 

1.9. PRACTICES TO PREVENT UNAUTHORIZED ACCESS OF CANNABIS PRODUCTS 

March and Ash’s owners and managers are familiar with navigating compliance with State and 
local laws, as well as federal laws pertaining to the cannabis space.  

The “Cole Memorandum” issued under the Obama Administration was a 2013 guidance memorandum 
concerning federal enforcement of cannabis under the Controlled Substances Act. It directed federal 
enforcement agencies to limit their involvement in state-sanctioned cannabis operations, as those states 
have enacted rules and regulations to sufficiently address the federal concerns of legal cannabis 
proliferation. 

Despite the Memorandum being rescinded in 2018 by former Attorney General Jeff Sessions, March 
and Ash maintains the belief that the issues laid out in the memo provide a framework for compliant 
cannabis operations.9 We intend to operate the dispensary in a manner that address the concerns 
identified in the “Cole Memorandum” as follows: 

 We will prevent the distribution of Cannabis and Cannabis products to minors by strictly 
dispersing cultivated Cannabis or manufactured Cannabis products to qualified customers. 

 Our security and inventory management plans will detail the prevention of diversion of 
cannabis from legal cannabis states, to states where cannabis is prohibited (with particular 
focus on Arizona / Yuma given the outcome of the 2020 election). 

 All cannabis sold on-site will be dispensed in opaque, tamper-evident/childproof exit 
packaging. 

 We will prevent revenue from the sale of cannabis from going to criminal enterprises, gangs 
and cartels as it will maintain detailed records demonstrating a clear distribution chain of 
cannabis goods from cultivation/manufacturing to qualified customers. These records will be 
made available to the City upon request, as specified in the City of El Centro Ordinance 20-03 
Sec. 13-176.  

 We will prevent state-authorized cannabis activity from being used as a pretext for trafficking 
of illegal narcotics or illegal activity. Our security plan will require the presence of 24/7 onsite 
security from a third-party licensed security company. Any suspicious or irregular activity will 
be immediately reported to the police department. As detailed in the associated Business Plan, 
we have a track record of working with the Bureau of Cannabis Control and local law 
enforcement to deter nefarious actors from stealing legal cannabis products for diversion to the 
black market. 

 Our security plan will detail how violence and the use of firearms will be prevented. We will 
require 24/7 on-site security personnel, exterior lighting, site fencing and a state-of- the-art 
electronic surveillance system. No persons, other than law enforcement and duly licensed third-
party security guards, are authorized to have any weapons on the property at any time. 

 
9 See prior footnote 2 for the ways in which March and Ash interfaces with and supports law enforcement at all levels, 
including federal.  
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 We will take active measures to reduce drugged driving and the exacerbation of other adverse 
public health consequences associated with cannabis use by proactively educating our patients 
and the greater community regarding responsible uses of the products we offer. 

 We will not be marketing to children and will implement strict protocols so as to ensure 
cannabis is only dispensed to qualified customers. 

 March and Ash will not be growing cannabis on public lands. 
 No Cannabis will be possessed on federal property. All cannabis will be stored on-site until it 

is dispensed to qualified customers. 

1.10. COVID PROTOCOLS 

In response to the COVID-19 pandemic, March and Ash is strictly adhering to CDC-
recommended protocols for retail businesses. When the COVID pandemic took hold we immediately 
worked with our government and industry stakeholders (including the UFCW Local – 135) to 
implement and maintain best practices across our locations. We are particularly sensitive to the severity 
of the COVID-19 impact to the Imperial Valley. We are mindful of the benefit and responsibility that 
comes with being designated as an essential business, even as our other community business partners 
are unable to operate.   

Our COVID-19 protocols include, but are not limited to, mandatory temperature and self-screening of 
employees at designated screening stations upon entering a March and Ash facility, mandatory facial 
coverings for employees and customers when on a March and Ash premises, frequent sanitization of 
“hot” surfaces such as counters, door handles, and ATM’s, and placement of hand sanitizer stations 
throughout all March and Ash facilities.  

Additionally, March and Ash has instructed all employees to stay home should they exhibit any of the 
indicative symptoms of Covid-19 and has provided resources for employees to get prompt testing in 
the event that those symptoms are exhibited. March and Ash is in full compliance of the Families First 
Coronavirus Response Act, which ensures paid-sick for eligible employees.  

Further, March and Ash has implemented social distancing protocols to ensure individuals are 
practicing common sense measures to ensure the safety of themselves and those around them. These 
measures include placing signage throughout March and Ash facilities reminding individuals to remain 
six feet apart from one another, preventing crowds from gathering by limiting in-store capacity, 
encouraging employees who can work from home to do so, and encouraging customers to utilize March 
and Ash’s delivery and curbside pickup functions to reduce the burden of crowding indoors.
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Exhibit C to Business Plan 
Principal Owner CVs 

BLAKE MARCHAND, Chief Executive Officer 

Blake will be an owner and the CEO of El Centro Greens Retail Outlet. Prior 
to starting March and Ash, Blake founded, owned and operated a successful 
local real estate brokerage operating throughout San Diego County. With a 
bachelor’s degree in business administration from San Diego State University, 
Blake has applied his background in real estate to diverse local business 
ventures. 

In each of these ventures, Blake’s success is rooted in dedication to fostering 
positive relationships with clients and other business owners. Blake has a particular passion for 
engaging with fellow entrepreneurs who share his vision that pride of business ownership is rooted in 
shared industry values. This is particularly true in cannabis where Blake has consistently set the 
industry standard for the matters that will ensure long-term success for the industry, the community 
and the business. These matters include transparent community engagement, treating our employees 
well, never cutting corners and declining to push boundaries or cut corners in an industry that must be 
led as much by the community around us as the businesses in it. 

Blake is passionate about providing customers with educated access to legal cannabis and has 
developed a team of subject matter experts who are paving the way for the retail dispensary experience. 
This includes a commitment to CBD products for pets. Blake is known as a leading advocate in the 
area of CBD products for animals and carries Imperial County’s largest line of products. He’s appeared 
on numerous local news programs to help educate pet owners on access to and safe use of CBD 
products for their vets, and March and Ash has numerous partnerships including with local animal 
shelter and rescue groups including “The Animal Pad” which rescues and relocates dogs on both sides 
of the border. 

Blake welcomes the City of El Centro to engage with leaders in the local communities he currently 
operates in. He has no doubt that you will learn March and Ash is viewed as an honest and reliable 
partner. It is that connection with our local community and customers that has driven March and Ash’s 
commercial success since the opening of our flagship retail outlet in 2018. 

BRET PEACE, Chief Financial Officer & General Counsel 

Bret has substantial experience representing governments and businesses in 
highly regulated industries, both domestically and internationally.  

Bret acts as the chief financial officer of March and Ash, Inc. as well as the 
General Counsel for both regulatory and corporate affairs, and will act in these 
roles for El Centro Greens Retail Outlet, Inc. Bret has worked closely with the 
California Bureau of Cannabis Control in all aspects of licensing, including 
enforcement.  

Bret also currently acts as counsel for a public-private partnership in California’s Mojave Desert that 
includes the United States Department of the Interior, the United States Navy, private cattle ranchers 
and environmental conservation groups. The project represents the largest public/-private conservation 
project in the United States spanning more than 300,000 acres of public and private land. In this 
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capacity he understands and furthers the shared interests and requirements of the various public and 
private partners within a complex regulatory framework.  

Bret also provide legal and strategic advice to the Emirate of Abu Dhabi, United Arab Emirates on 
matters pertaining to its nuclear power program. From 2010-2015 Bret lived in the UAE working as 
lead counsel for the joint-venture and financing transactions underlying the Barakah nuclear power 
project, which was successfully financed and backed by the Governments of the UAE, the United 
States and the Republic of Korea. Construction of the first three (3) 1400 MW units of the project is 
complete, with the first two units entering operation and a fourth still in construction.  

Other relevant prior experience includes Bret’s prior work for the Joint Labor Management Committee, 
which was a consortium of labor unions and grocers. In his work for the JLMC Bret supported defining 
and delivering joint initiatives between the unions and business interests working with State and 
municipal government leaders. 

Bret previously practiced at the international law firm of Latham & Watkins in its global finance and 
corporate practices with a focus on highly regulated industries including energy and 
telecommunications, which included work on new build and renovation to geothermal power projects 
including in the Imperial Valley. 

Bret attended Valhalla High School in El Cajon, CA where he was a classmate of Blake Marchand and 
Jonathan Saco. Bret has spent his legal career working on the development of first of a kind projects 
in highly regulated industries.  

Bret received his BA from Stanford University in religious studies and his JD from the University of 
Michigan. Bret was the recipient of the University of Michigan Law School’s most prestigious 
academic scholarship, the Clarence Darrow Award, and graduated cum laude with special honors for 
the top marks in civil procedure and corporate crime.  He lives in Jamul, with his wife, his daughter, 
and his two sons.  

JONATHAN SACO, Chief Operating Officer 

Jon is a well-seasoned operator and is a principal founder of March and Ash. 
In 2018, Jon and Blake embarked on an endeavor to license a first-of-its-kind 
cannabis experience in the City of San Diego and shortly thereafter the City 
of Imperial.  

Since opening their flagship dispensaries in Mission Valley and the City of 
Imperial, Jon has developed industry leading processes and procedures that 
have led to recognition locally and nationally.  

Jon is well-known in the industry for his expertise in cannabis, product quality, product pricing and 
retail operations. Through his work in the cannabis industry, he has developed deep relationships in 
Southern California with key vendors as well as an understanding of the unique features of the cannabis 
customer/market.  

For the past 2 years Jon has partnered with the City of San Diego Community College to design, 
implement, and teach the first State approved course on cannabis titled “Cannabis 101” which is 
described further in our application to the City of El Centro. He has a deep passion for cannabis 
education both within our workforce and the greater community.  
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Jon’s strong industry relationships positions March and Ash as a leading retailer with access to the 
most sought after cannabis products in the California market. March and Ash relies on Jon’s expertise 
to design the customer experience, manage product procurement and organize retail operations 
including both storefront and delivery.  

In addition to his role overseeing our retail operations, Jon is overseeing March and Ash’s expansion 
into distribution and cultivation through partnerships in the industry that will ensure March and Ash 
continues to have measured growth.  

SHAUN SILVA, Delivery Manager 

Shaun Silva is March and Ash’s delivery manager, overseeing delivery 
operations for March and Ash across all of its operating locations. Shaun 
played an integral role in creating delivery procedures for drivers, customer 
service standards and helping build March and Ash’s delivery reputation across 
Imperial and San Diego Counties. 

Prior to March and Ash, Shaun owned and operated a delivery service in 
connection with another licensed cannabis storefront facility in San Diego. 

In his current capacity, Shaun oversees the work of more than 75 delivery drivers in Imperial, San 
Diego and Vista. His daily work includes verifying daily drops with March and Ash’s Controller, 
consulting with other marketing avenues for growth, creating solutions to maximize 
customer/patient satisfaction, and managing leads/supervisors to help maintain delivery daily flow.  

Shaun has been with March and Ash since its inception helping to grow the delivery function to where 
it stands today. Shaun currently resides in National City with his wife and newborn child. 
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Exhibit D to Business Plan 
Project Schedule 

 
 

*Note we utilized 1.1.2022 as Month 0 knowing that the ultimate start date will be determined by the City’s 
permitting timeline.  
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Exhibit I to Business Plan 
Description of Opening and Closing Procedures 

 
MANAGER’S OPENING RESPONSIBILITIES 

 
1. Walk-in, disarm the alarm, turn on lights and A/V 
2. Walk a general lap around the store, to see if there is any maintenance to perform/unfinished cleaning 
from the night before 
3. Begin cash handling by opening registers individually. 

a. Take tip coin from previous day and exchange back into register drawers buying 
back big bills. 
b. Buy back bulk bills of small denominations to the store vault to use as change, 
condensing the tips down as much as possible. 
c. The last step is going around to each register and exchanging bills back and forth 
from vault-to-drawer and vice versa making sure an even variety of all denominations of 
monies is fully stocked and ready for business. 

4. Count previous days sales by going through each registers’ safe drops and closing money envelopes, 
verifying each closing checkout receipt, noting any “more-than-minor” imbalances. 
5. Total in-store sales (paper bills) are then condensed down again, buying back more small 
bills for store change, coming to a final sum which should be in-line with previous days in-store sales 
and noted for accounting. 
6. Deliveries’ sales envelope is then picked up from delivery MOD, verified and added to in- store 
numbers. An aggregate of total in-store cash from previous day is then reported to and verified by 
accounting. 
7. Accounting assists MOD with mapping vendor payments they have scheduled for current day as 
well as communicating about upcoming payments and financials using the monthly financial wall 
calendar. 
8. Assists verifying incoming product totals upon delivery when Expo/Stock person is busy 
with other responsibilities or not present. Many intakes with payment agreements on terms often 
require a manager to be involved during delivery process to pay vendor/delivery person an excise-only 
tax payment. When so, the remaining balance is the added to the payment calendar according to the 
number of days agreed upon within the terms. No payments except “net terms” should be added to the 
monthly payment calendar unless otherwise approved by accounting. 
9. Assists product intake into store P.O.S. system, Indica Online, using formula for mark-up provided 
by accounting. For items that have been previously sold out in-store and are newly replenished, the 
intake person should first check and adjust the current stock within our system already, if at all, to 
ensure the new numbers are back to par. 
10. Lead and delegate product merchandising within sales floor. This includes but is not limited to 
product display and movement, daily organization of stock within sales floor, as well as featuring 
products for specific daily P.A.D.’s or store events. 
11. Transfer new orders into storage room, organizing for ease of locating, as backstock. 
12. Restocking sales floor from storage as much as time allows. 
13. Watching sales floor from all sides and stepping in where and when needed. 
14. Print daily roster showing scheduled in and out times of all employees and planning 
breaks as needed throughout the day. 
15. Delegating daily floor tasks to staff as much as possible before peak business and 
throughout their shift. 
16. Assist reception in hosting the flow of patients during peak business hours and rush or 
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Labor and Employment Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

El Centro Greens Retail Outlet, Inc. 
DBA: March and Ash 

525 Wake Avenue 
APN: 053-810-010 

El Centro, CA 92243 

Retail Floor March and Ash City of Imperial 
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2. COMPENSATION AND OPPORTUNITIES FOR CONTINUING EDUCATION AND 
EMPLOYEE TRAINING 

2.1. Hiring and Compensation 

2.1.1. Preferred Employer – Union Membership 

March and Ash is known as the preferred employer in the cannabis industry, with more than 
300 employees in San Diego and Imperial Counties and growing. Section 2.3 below lists the starting 
wages for each position within the proposed storefront and delivery operation.  

March and Ash was one of the first cannabis retailers in the State of California to enter into a labor 
peace agreement, which we executed with the United Food and Commercial Workers Union Local-
135 in 2018. This labor peace agreement covers all of our operations in San Diego and Imperial 
Counties.  

As of April 2020, the majority of our employees have organized as members of the UFCW Local-135, 
including our employees at our City of Imperial and Vista locations. We are currently engaged in 
collective bargaining with the UFCW Local-135 covering our employees at our City of Imperial and 
Vista locations. We anticipate that our full workforce will be unionized in 2021. 

Attached as Exhibit A is a letter from the leadership of the UFCW Local-135 describing our 
relationship with the Union and March and Ash’s treatment of our employees.   

2.1.2. Hire Locally 

For construction, we engage a local General Contractor (Duggins Construction, Inc.) to oversee 
and execute our projects, and we prioritize localization of trades. With respect to outsourced functions 
such as the provision of security guards, we always hire through a local company that understands the 
nuances of the local community and security overlay and has a strong relationship with local law 
enforcement.  

With regard to our employees, beginning approximately one (1) month prior to opening we begin the 
process of marketing to the local community to hire our team. This includes (subject to COVID) 
holding a local “job” fair at our location, where we invite prospective employees to meet our 
management team and make an application for employment. We are proud that our staff at our City of 
Imperial location consists of Imperial Valley “locals” and that we enjoy minimal employee turnover 
after nearly 18 months of operation.  

2.1.3. Promote from Within to Provide Career Opportunity in the Cannabis Industry 
to Our Employees 

In addition to the in-store and delivery positions described below, March and Ash presents 
opportunities for growth into management positions both in-store and within our overhead functions 
that provide management across all locations, such as inventory management, marketing, HR, 
accounting, and legal.  

We are proud that we grow and promote from within, and that substantially all personnel filling 
management positions within our stores and enterprise started their careers on our retail floors 
(including at our City of Imperial location). This includes store managers in San Diego and Imperial 
Counties that started off as concierges or receptionists and hold positions within our enterprise 
inventory and procurement and marketing teams.  

As we expand our footprint in the cannabis industry beyond retail, our existing employees will be 
provided the opportunities that expansion affords. Many of our employees started at March and Ash 
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2020 UHC Select PPO Plus Rx - 01 
2020 UHC SignatureValue Alliance HMO RX - 4JL 
2020 UHC SignatureValue Harmony HMO Rx - 4JL (Base Plan) 
Dental Plan: 
2020 UHC Dental DHMO D176H 
Vision Plan: 
2020 UHC Vision 
Additional Plans: 
2020 UHC Critical Illness 
2020 UHC Accident Option C 

2.1.6. Additional Benefits 

March and Ash internally and through collective bargaining is exploring platforms for 
providing additional benefits to our long-term employees, including a form of retirement or other 
benefit.  

Many of our employees sought employment with March and Ash as an entry point into a new and 
exciting industry. We have an enterprise interest in ensuring these employees have a platform to 
participate in the growth of the industry with our company, and in retaining those employees within 
our enterprise.  

We view designing and implementing this additional platform as essential for the equitable treatment 
of industry workers, and to further ground our investment in local communities through the people we 
employ and empower.  

March and Ash has committed to set aside actual shares constituting at least 2% of the total 
capital stock in El Centro Greens Retail Outlet, Inc., to be held in trust as an investment that can 
in turn be committed to a retirement plan portfolio or other vehicle in which our long-term 
employees across the enterprise may be qualified as eligible participants. The contours of the 
platform for executing this commitment are to be determined through collective bargaining and 
interface with financial professionals on the best structures available given the restrictions placed 
on our industry by federal laws. This type of commitment of equity to our employees is our way 
of further aligning the interests of ownership and the workforce, while also further grounding 
our company and its investment in the local community through the people we hire.  

2.1.7. Continuing Education and Training 

March and Ash is a recognized leader in the industry for our focus on customer education and 
delivering Responsible Adult Use. This starts with ensuring our staff has the tools to be knowledgeable 
about our industry and the products we sell.  

All employees undergo an intensive onboarding process that includes a combination of workforce (e.g. 
Cal-OSHA, HIPPA), human resources (e.g. discrimination, equal opportunity, sexual harassment), and 
industry training and education modules provided both by our in-house team and our vendors.   

Our cannabis specific onboarding training includes a four-day course including book learning and 
hands on training modules provided by our experienced managers and vendors. A description of our 
onboarding training and education program is provided below: 

March and Ash Onboarding Training Program 
To prepare all employees for work with March and Ash we have them attend our 3-4 day 
training and cannabis education program, which is followed by supervised on-the-job training 
by experienced employees in their position. Education is a pillar in the company ethos, and we 
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will continue to be through both onboarding and subsequent reinforcement. We want our staff 
to have both a personal and scientific understanding of cannabis so we can share that 
knowledge with our clientele. 
Day1: Team orientation which covers all aspects of employment within the company. 

● Intro to Company 
● Core Principles, Values and Company History 
● All government required documents from each employee 

○ W2 
○ I-9 

● Cal-OSHA 
● HIPPA 
● Full review of Employee Handbook (PowerPoint presentation) 
● Sexual Harassment 
● Discrimination, Harassment and Equal Opportunity in the workplace 

On Day 1 we also cover department-wide responsibilities, processes, and procedures. 
Days 2 & 3: First 4 Hours are dedicated to our March and Ash Cannabis Education Program. 
This program is an 80 page guide to “all things cannabis.” This is followed by hands-on 
education with experienced staff 

● With a comprehensive approach to cannabis education our staff will feel supported 
and confident about the benefits and risks of our products, which then empowers the 
customers to make informed decisions in our stores 

● Hands on training with the products decreases staff anxiety related to the hundreds of 
products that are always changing, coming, and going within our stores 

● Tools given offer visual and tactile support to encourage ongoing learning for all 
learning types across our staff 

Breaking down the 2 days into a step-by-step foundation of information and practical learn: 
○ Day 2: Cannabis history, plant anatomy, endocannabinoid system, systems in 

the body affected by cannabis, phytocannabinoids, terpenes, delivery methods, 
absorption and bioavailability, extraction types; and 

○ Day 3: Practical knowledge and examples of situations, how to talk with 
clients, dosaging10, product knowledge, product interaction (ex. Smelling 
different strains and identifying terpenes and talking about potential effects), 
investigation of experience and personal preference, understanding of risks 
associated with cannabis and where to direct customers to understand them 
better. 

Day 4: Dedicated to vendor product training. 
● Vendors come on site to educate the staff about their company and products 

 
10 Dosaging is a significant industry issue that is currently not addressed by State or local regulations. THC 
concentration levels in cannabis products can reach levels of 90%+ and can present risks to consumers if not properly 
understood and utilized. March and Ash is at the forefront among industry participants of recognizing the need to 
manage this risk through responsible advertising and consumer education (working with medical and prevention 
experts) and to bring regulatory awareness to the dangers posed by high concentration products. Breton Peace, our 
CFO, was recently a guest on a medical podcast discussing this issue. For us, acknowledging the risk and mitigating 
it through employee and customer education is just the start.  
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● Opportunity for staff to ask questions, review their learning materials and learn how 
to better educate our customers. 

After their four day orientation and cannabis education program each position has a specific 
step by step training manual that covers all of their daily duties and responsibilities they need 
to follow during each shift. 
All employees get hands on training in each of their departments before they are fully on their 
own. 

After onboarding, our employees are required to undergo continuous education through regular hands-
on modules provided by managers and vendors related to new products. We also provide certain 
employees with mandatory training in areas such as OSHA (provided through the UFCW).  

We encourage and support our employees in seeking the hands-on opportunities that keep us at the 
forefront of knowledge and industry growth. This includes engagement with local and out of area 
tradeshows, and interfacing with community leaders and educators outside of our stores.  

Because we are a new industry, formalized education and training programs outside of our walls and 
vendors are limited. But March and Ash is at the forefront of developing those programs including our 
Cannabis 101 program we contribute to and co-teach at San Diego City College, which is described 
further in our Community Benefit Program submission.  

We are currently working with the UFCW Local-135 to implement management and leadership 
training courses that we will sponsor for our employees, with a specific focus on potentially partnering 
with New Horizons to introduce this program in early 2021 (https://www.newhorizons.com/courses-
and-certifications/center-for-leadership-and-development/leadership-and-professional-development). 

As more formal programs are established, we will continue to support our employees, including 
financially, in participating in those programs both as students and educators.  

2.2. Localized Ownership and Management 

Within our ownership Ronnie Leimgruber is a longtime resident and business owner in the 
Imperial Valley, and as a Company we have established a good reputation and presence in the City of 
Imperial and greater Imperial Valley community.  

March and Ash is a member of the Chamber of Commerce and contributes to a number of local 
initiatives as detailed further in our Community Benefit Program and Fee submission. As we pursue 
the development of cultivation and other opportunities in the Imperial Valley the opportunities 
presented by that expansion will be offered first to our managers and employees in the Imperial Valley.  

As noted above, we hire and promote locally and have assembled a management team of experienced 
March and Ash employees from our City of Imperial location that are locals and will be promoted into 
our management and assistant manager positions for the proposed project in El Centro so that it can 
hit the ground running. A description of each of these initial managers is attached hereto as Exhibit B.  

Finally, we are the only cannabis company we are aware of that has put forward a platform to ground 
a portion of the ownership of our assets in our dedicated employees as discussed above.  

2.3. Description of Employment Positions 

We anticipate hiring persons to fill approximately thirty-four (34) – forty (40) positions in the 
first year of operations to manage and staff the El Centro in-store and delivery operations.  Below is a 
description of each of our in-store positions we anticipated at opening: 
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Exhibit B to Labor and Employment Plan 
Identified Core Store Management Team 

 
Jeanette Gonzalez, General Manager 
 
Jeanette was born in Los Angeles and raised in Chula Vista and attended Chula Vista 
High School. She currently resides in the Imperial Valley with her husband and one-
year old child. In her current capacity, Jeanette is the store manager of March and 
Ash’s Imperial location. She manages 35 employees and oversees the day to day 
operations at March and Ash Imperial. Jeanette has seen March and Ash’s Imperial 
location grow from its infancy and has established meaningful relationships with 
customers, employees and greater Imperial community. Jeanette is keen on education 
and enjoys taking time with new customers to explain the various products March and 
Ash carries and her own personal experiences.  
 
Savannah Johnson, Director of Human Resources 
 
Savannah Johnson serves as the Director of Human Resources.  Savannah oversees the 
Human Resources Department and manages employee relations, recruiting, benefits, 
performance management, compensation and compliance.  Prior to working for March 
and Ash, Savannah spent 12 years in the legal industry. Throughout her career she has 
served as the Director of Judicial Foreclosure, Operations Manager and Project 
Coordinator for an AV rated multi-state law firm.  
 
Blanca Contreras, Shift Lead 
 
Blanca Contreras grew up in Calexico and attended Vincent Memorial Catholic High 
School. Blanca has established true and loving relationships with her community, and her 
passion lies in the world of educating others. Along with her love for learning she is an 
advocate for the customers she serves everyday. “We understand that not everyone is 
familiar with the new and complex world of cannabis and we are eager to help educate 
the public.” When she is not riding around in her Harley she can be found reading and 
researching on how cannabis can improve people’s lives.  
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Jesus Murillo, Shift Lead 

Jesus is currently a shift lead at March and Ash’s Imperial location. Prior to March and 
Ash, Jesus served in the Marine Corp as an Avionics Technician where he held the title 
of Plane Captain. Jesus’ military background has helped him learn different ways to 
lead a team and overcome obstacles. Jesus was born in Mexicali, but was raised in 
Brawley, California and graduated from Brawley Unified High School. Jesus has been 
a part of the March and Ash Company for over a year and is excited to continue his 
journey exploring the cannabis industry under a knowledgeable team. 
 
Anthony Alvarez, Shift Lead 
 
Anthony Alvarez was born and raised in Brawley, California and attended Brawley 
Union High School. Anthony has been a part of the marijuana industry for the past 8 
years or so. As a shift lead at March and Ash’s Imperial location, Anthony has come 
to appreciate the demanding, fast paced, and constantly adapting cannabis industry. 
Whether it be helping customers on the floor to managing the team, he has seen how 
each role can go from being a job to a career. Being a part of the original team in 
Imperial, Anthony has seen how March and Ash has grown to become a part of the 
fabric of Imperial’s business community.  
 
Stephanie Rivera, Shift Lead 
 
Stephanie Rivera was born and raised in San Antonio, Texas and graduated from John 
Jay High School in 2009. Stephanie is a passionate artist, which led her to the Imperial 
Valley in 2016, where she worked as a tattoo artist until joining the March and Ash 
team in Imperial. Stephanie is equally passionate about helping others, and she has 
enjoyed listening to customers’ stories and sharing her own experiences with how 
cannabis has helped her.  
 
Luis Espinosa, Purchasing Manager 
 
Luis Espinosa was born and raised in Tijuana, Mexico. At the age of 14, Luis 
immigrated to the United States and currently resides in Chula Vista. As the 
Purchasing Director for all of March and Ash’s locations, Luis has come to appreciate 
the demanding, fast paced, and constantly adapting cannabis industry. Over the past 
two years, Luis has established key relationships with some of the top vendors in 
California. His role at March and Ash includes procuring cannabis products for all of 
March and Ash’s operating locations as well as monitoring inventory levels to ensure 
each location maintains an adequate stock of products at any given time.  
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Exhibit C to Labor and Employment Plan 
Employee Handbook 

 
So as to support the City’s page counting the March and Ash employee handbook is attached 

at the back of this application.  
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3. SAFETY PLAN 

3.1. An appropriate plan will consider all possible fire, hazardous material, and inhalation 
issues/threats and will have both written and physical mechanisms in place to deal with each 
specific situation. 

For the complete Fire and Evacuation Plan, please see the attached Exhibit A (Emergency Action 
and Fire Prevention Plan). 

3.2. Identify fire alarm and monitoring system including the name and contact information for 
the alarm company. 

The fire alarm system is manufactured by Silent Knight and the intrusion alarm by DSC. It will be 
installed and monitored by Jade Security Systems, Inc., located at: 104 I Street, Brawley, CA, 92227. 
Representatives, Joe Houchin or Lisa Sidhu, may be contacted via phone at (760) 344-2200, or fax at (760) 
344-2221. 

3.3. Describe accident and incident reporting procedures. 

 Page 9 of the attached Exhibit A (Emergency Action and Fire Prevention Plan) documents the 
emergency reporting procedure and chain of command. All fires and emergencies will be reported by one 
or more of the following means as appropriate:  

a. Verbally to the Coordinator/Manager of Duty during normal working hours.  
b. By telephone if after hours/weekends.  
c. By the building alarm system.  

Note: The following numbers will be posted throughout the facility:  

FIRE: 911  
POLICE: (760) 352-2111  
AMBULANCE: (760) 353-3380 

3.4. Describe evacuation routes. 

Section 404 of the attached Exhibit A (Emergency Action and Fire Prevention Plan) describes 
the emergency evacuation plans.  Emergency egress and escape routes are shown on the Attached Fire 
Evacuation and Safety Plans in Appendix A and Appendix B. Both of the Evacuation Plans depicted in 
Appendix A and Appendix B shall be posted in key areas of the facility, including the dispensary area where 
the retail sales of cannabis will be conducted, and in the back areas including the office, storage and break 
room.  

Evacuation of the building is to be completed by areas, the primary (front) and secondary (rear), with 
outdoor designated occupancy assembly points and refuge areas. All employees shall be trained on primary 
and secondary evacuation routes. 

3.5. Location of fire extinguishers and other fire suppression equipment. 

A map indicating the locations of all fire extinguishers is found in Appendix A of Exhibit A 
(Emergency Action and Fire Prevention Plan). 

This building will be equipped with an electrically managed, manually operated fire alarm system. When 
activated, the system will sound alarms that can be heard above the ambient noise levels throughout the 
workplace. 
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The fire alarm will also be automatically transmitting to the local fire department. Any fire suppression or 
fire detection system will automatically actuate the building alarm system. There is no existing or proposed 
automatic sprinkler system in this facility. 

Portable fire extinguishers are placed in the building. Fire extinguishers must be kept fully charged and in 
their designated places and will not be obstructed or obscured from view. Additionally, the fire 
extinguishers will also be inspected by the responsible and designated personnel listed in section 404.2.1 
below, at least monthly, to make sure that they are in their designated places, have not been tampered with 
or actuated, and are not corroded or otherwise impaired. 

Attached inspection tags shall be initialed/dated each month by the responsible person(s). The location of 
all hydrants, hose houses, portable fire extinguishers, or other fire protective equipment should be properly 
marked with arrows and signs painted on the pavement. 

3.6. Describe procedures and training for all fire and medical emergencies 

 In the attached Exhibit A (Emergency Action and Fire Prevention Plan), Section 406 titled, 
“Employee Training & Response Procedure,” thoroughly describes the training procedures for fire 
emergencies. All March and Ash employees and supervisors shall be familiar with the fire and/or smoke 
alarm systems and the evacuation signals that requires training during the first week on the job. 

All March and Ash employees and supervisors shall also be familiar with their assigned duties as practiced 
during the first week at work in the event of a fire or smoke alarm emergency, evacuation routes, areas of 
refuge, exterior assembly areas and the procedures for safe evacuation. 

During all operating hours, in the event of a medical emergency, all employees will have access to a First 
Aid Kit. Employees are also instructed to immediately dial 9-1-1 in the event of a medical emergency.  The 
Managers will regularly inspect the First Aid Kits to ensure each kit is well stocked. 

3.7. Written description of safety features, including but not limited to fire prevention, 
suppression, HVAC, and alarm systems. 

The attached document, Exhibit A (Emergency Action and Fire Prevention Plan), is a written 
Emergency Action Plan (EAP) and Fire Prevention Plan (FPP) to prepare for workplace emergencies and 
prevent fire from occurring in a workplace as required by U. S. Department of Labor, OSHA standards. [29 
CFR 1910.38]. 

The fire prevention plan complies with the requirements of the applicable provisions contained in Chapter 
4, sections 404-407 of the California Fire Code (CFC), 2016 edition, and in accordance with the El Centro 
Municipal Code, as further outlined under the City’s Cannabis Regulations. 

The purpose of this EAP & FPP is to establish procedures for identifying fire hazards and preventing fires, 
also to facilitate and organize employer and employee actions during workplace emergencies. By auditing 
the workplace, training employees, obtaining, and maintaining the necessary equipment, and by assigning 
responsibilities, human life and company resources will be preserved. 

The intent of this plan is to ensure all employees have a safe and healthful workplace. Those employees 
assigned specific duties under this plan will be provided the necessary training and equipment to ensure 
their safety and the safety of others. 

This plan applies to emergencies that could be reasonably expected in our workplace such as fire/smoke, 
earthquakes, bomb threats, leaks, burglaries, extreme weather, etc. 

This plan details the basic steps necessary to minimize the potential for fire occurring in the workplace. 
Prevention of fires in the workplace is the responsibility of everyone employed by March and Ash but must 
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4. Procedures for assisted rescue for persons unable to use the general means of egress unassisted are 
listed below under Employee Accountability. 

5. Procedures for accounting for employees and occupants after evacuation has been complete are 
also listed below under Employee Accountability. 

6. Identification and assignment of personnel responsible for rescue or emergency medical aid are 
listed under the Emergency Plan Coordinators. 

7. The preferred and any alternative means of notifying occupants of a fire or emergency is shown in 
section 404.6.1.2 below, under Means of Reporting Emergencies. 

8. The preferred and any alternative means of reporting fires and other emergencies to the fire 
department or designated emergency response organization is also shown on in section 404.6.1.2 
below, under Means of Reporting Emergencies. 

9. Identification and assignment of personnel who can be contacted for further information or 
explanation of duties under the plan are listed under Emergency Plan Coordinators listed within 
this Plan. 

10. A description of the emergency voice/alarm communication system alert tone and pre- programmed 
voice messages, where provided, are listed in section 404.6.1.2 under Alarm System Requirements. 

Training: The personnel listed below have been trained to assist in the safe and orderly emergency 
evacuation of employees. 

Task Department Name Phone# 
Fire Extinguisher/Hoses Management TBD TBD 
Evacuation Assistant Supervisor TBD TBD 
Emergency Shutdown Management TBD TBD 

Employee training is provided when this plan is initiated, when employees required responsibilities 
change, and when the plan changes and initially for new hires. 

Subjects to be covered include: 

a. Emergency escape procedures/routes 
b. Fire extinguisher locations and proper use 
c. Head count procedures 
d. Major facility fire hazards 
e. Fire prevention practices 
f. Means of reporting fires/emergencies (use of alarm systems) 
g. Names/titles of Coordinators 
h. Availability of the plan to employees 
i. Housekeeping practices 
j. No smoking in any area 
k. Special duties as assigned to Coordinators and those listed above. 

Written records shall be maintained of all Emergency Action Plan training. 

Employee Accountability: In the event of an evacuation, all occupants shall promptly exit the building via 
the nearest exit. Go to your designated assembly point and report to your supervisor. Each supervisor (or 
designee) will account for each assigned employee via a head count. 

All supervisors shall report their head count to the manager on duty who will be located at the office/camera 
room within the premises, and accessible via cell phone # (619) 890-4588. 

A monitored fire and smoke alarm system will be installed in the existing building, along with the required 
fire extinguishers and alarm boxes as required by the El Centro Fire Department. 
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The front customer entrance/exit and the rear employee entrance/exit are both accessible. 

The evacuation of the building is to be completed by selected areas via two evacuation routes to an interior 
occupancy assembly point before exiting the building to the designated outdoor refuge areas, see Appendix 
A and Appendix B. 

EMERGENCY PLAN COORDINATORS: 
 

Department Name/Title Phone # 
Management Blake Marchand, Partner  
Management Bret Peace, Partner  
Management Spencer Andrews, Manager  

 
Coordinators are responsible for the proper inventory and maintenance of equipment. They may be 
contacted by employees for further information on this Plan.  

404.2.1 Fire Safety Plans 
1. The procedure for reporting a fire or other emergency is outlined on in section 404.6.1.2 under 

Means of Reporting Emergencies. 
2. The life safety strategy including the following: 

2.1. Procedures for notifying occupants, including areas with a private mode 
alarm system. 

2.2. Procedures for occupants under a defend-in place response. 
2.3. Procedures for evacuating occupants, including those who need evacuation 

assistance. 
3. Site plan indicating the following (see Appendix B attached hereto): 

3.1. The occupancy assembly point. 
3.2. The locations of fire hydrants. 
3.3. The normal routes of fire department vehicle access. 

4. Floor plan identifying the locations of the following (Appendix A attached hereto): 
4.1. Exits. 
4.2. Primary evacuation routes. 
4.3. Secondary evacuation routes. 
4.4. Accessible egress routes. 

4.4.1. Areas of refuge. 
4.4.2. Exterior areas for assisted rescue. 

4.5. Refuge areas associated with smoke barriers and horizontal exits. 
4.6. Manual fire alarm boxes. 
4.7. Portable fire extinguishers. 
4.8. Occupant-use hose stations. 
4.9. Fire alarm annunciators and controls. 

5. A list of major fire hazards associated with the normal use and occupancy of the premises, 
including maintenance and housekeeping procedures is outlined in Appendix E. 

6. Identification and assignment of personnel responsible for maintenance of systems and 
equipment installed to prevent or control fires is outlined in Appendix D. 

7. Identification and assignment of personnel responsible for maintenance, housekeeping and 
controlling fuel hazard sources is outlined in Appendix D. 

404.3 Maintenance 
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Alarm System Requirements: Alarm system requirements for notifying employees during an emergency 
are as follows: 

a. Provides warning for safe escape. 
b. Can be perceived by all employees. 
c. Alarm is distinctive and recognizable. 
d. Employees have been trained on the alarm system. 
e. Emergency phone numbers are posted. 
f. Emergency alarms have priority over all other communications. 
g. Alarm system is properly maintained. 

Sounding the Alarm: The signal for immediate evacuation of the facility will be the activation of the alarm 
siren. The alternate means of notification will be loudspeaker announcement by the responsible manager or 
employee. 

Building Re-Entry: Once evacuated, no one shall re-enter the building. Once the Fire Department or other 
responsible agency has notified us that the building is safe to re- enter, then personnel shall return to their 
work areas. 

DETERMINING FIRE HAZARDS 

This section consists of two steps: first, identifying the existing fire hazards in the workplace and, second, 
taking action to resolve them. The inspection checklist, in Appendix C, provides a guide for precise fire-
safe practices that must be followed. The location of these major fire hazards is denoted in Appendix E. 
Also included in Appendix D is a listing of the personnel responsible for the maintenance of the equipment 
and systems installed to prevent or control fires, and evacuation procedures. 

Material hazards shall be identified, as evident on the specific Material Safety Data Sheets (MSDS) and 
labeled on boxes if applicable as soon as they arrive in the workplace. The identification system shall also 
include incorporation into the company’s hazard communication program. 

DELIVERY VEHICLES 

All refueling operations shall be conducted at gas stations and away from this site. Areas that are used for 
the Electric Vehicle battery charging of electrical cars and/or trucks shall be located outside of the building 
and be separated from indoor or outdoor storage areas. 

STORAGE AND HANDLING PROCEDURES 

The storage of material shall be arranged such that adequate clearance is maintained away from heating 
surfaces, air ducts, heaters, flue pipes, and lighting fixtures. All storage containers or areas shall 
prominently display signs to identify the material stored within. 

The storage of cleaning supplies and chemicals shall be separated from other materials is storage, from 
handling operations, and from incompatible materials. All individual containers shall be identified as to 
their contents. 

The storage of pre-packaged cannabis infused live resin and/or high terpene extract oil cartridges designed, 
constructed, and tested elsewhere and in accordance with the U.S. Department of Transportation 
specifications and regulations shall be adequately placed in locations away from any potential fire hazard. 

No other compressed or liquefied gases will be stored indoors or outdoors on these premises. All 
merchandize shall be secured in place and stored away from any heat or ignition source. 

ORDINARY COMBUSTIBLES 
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• Piles of combustible materials such as cardboard boxes, containers, paper bags, paper, magazines, 
flyers, etc. shall be stored away from sources that can produce sparks and located apart from each 
other sufficiently to allow firefighting efforts to control an existing fire. 

FLAMMABLE MATERIALS 

• No small or large quantities of any type of flammable, hazardous, pressurized, or dangerous liquids 
shall be stored, used, or transferred anywhere indoors or outdoors on this property. 

• Small quantities (limited to pre-packaged 0.5 gram – 1.0-gram cannabis infused cartridges with live 
resin, oil or high terpene extract) shall be stored in approved safety containers equipped with vapor-
tight, self-closing caps, screens or covers before taken to display on shelves and/or in cabinets. 

• Medium quantities (limited to pre-packaged 1.0 ml – 15 ml (.51 fluid ounce) cannabis oil, live resin 
or drops) shall be stored in approved safety containers equipped with vapor-tight, self-closing caps, 
screens or covers before taken to display on shelves and/or in cabinets. 

• All pre-packaged cartridges, edibles, marijuana plants, and any other cannabis merchandise shall be 
stored away from sources that can produce sparks. 

• Batteries, chargers, vaporizers and any other electrical equipment, tools, or merchandise shall be 
stored away from sources that can produce sparks. 

• Lighters and any other source of fire shall be stored away from sources that produce sparks. 

POTENTIAL IGNITION SOURCES 

• Ensure that utility lights always have some type of wire guard over them. 
• Do not misuse fuses. Never install a fuse rated higher than specified for the circuit. 
• Investigate any appliance or equipment that smells strange. Space heaters, microwave ovens, 

hot plates, coffee makers and other small appliances shall be rigidly regulated and closely 
monitored. 

• The use of extension cords to connect heating devices to electric outlets shall be prohibited. 
• If a hot or under inflated tire is discovered, it should be moved far away from the vehicle. As an 

alternative, the driver should remain with the vehicle until the tire is cool to the touch, and then 
make repairs. If a vehicle is left with a hot tire, the tire might burst into flames and destroy the 
vehicle and load. 

OPEN FLAMES 

No open flames will be permitted on site  

STATIC ELECTRICITY 

The company recognizes that it is impossible to prevent the generation of static electricity in every situation, 
but the company realizes that the hazard of static sparks can be avoided by preventing the buildup of static 
charges. One or more of the following preventive methods will be used: grounding, bonding, maintaining 
a specific humidity level (usually 60-70 percent), and ionizing the atmosphere. 

Where a static accumulating piece of equipment is unnecessarily located in a hazardous area, the equipment 
will be relocated to a safe location rather than attempt to prevent static accumulation. 

FIRE PROTECTION EQUIPTMENT 

This building will be equipped with an electrically managed, manually operated fire alarm system. When 
activated, the system will sound alarms that can be heard above the ambient noise levels throughout the 
workplace. The fire alarm will also be automatically transmitting to the local fire department. Any fire 
suppression or fire detection system will automatically actuate the building alarm system. 
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APPENDIX A 
FIRE EVACUATION & SAFETY FLOOR PLAN 
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4. SECURITY PLAN 

4.1. Team 

4.2. Facility 

4.2.1. Surveillance 
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4.2.2. Staffing and Security Protocols 

4.2.3. Access Controls and Panic Buttons 

4.2.4. Notification 
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4.2.5. Alarm System 

Jade Security Systems, Inc. 
104 I Street, Brawley, Ca 92227 

(760) 344-2200 Fax: (760) 344-2221 
Joe Houchin – joe@jadesecurity.com 
Lisa Sidhu – lisa@jadesecurity.com 

4.2.6. Tracking 

To prevent the diversion of cannabis and cannabis products and to promote public safety, March 
and Ash employs IndicaOnline to implement its inventory control plan and point of sale system (POS). 

IndicaOnline includes comprehensive compliance tools built into the software to ensure real-time inventory 
tracking and reporting as required by State and local track and trace regulations (CCR Title 16, Division 
42, Article 6). All inventory actions will be tracked using IndicaOnline’s inventory management system. 
This allows for proper reconciliation of all financials, proof of tax compliance, and prevention of diversion. 
In addition, as further detailed in our inventory management processes set forth herein, we will conduct 
regular inspection and reconciliation of all cannabis products on the premises. 

4.2.7. Cash Management/Handling 

See description of cash management procedures and banking provided in the Business Plan filed 
with this application. 

4.2.8. Cannabis Activities 

The premises diagram attached as Annex I to the Comprehensive Security Plan attached hereto as 
Exhibit A lists each cannabis activity that will occur within the premises including the location where each 
such activity will be carried out (including loading, storage, customer sales areas, employee break room, 
training, and other areas as further designated on Annex I).  

4.3. Partnership and Vigilance 

Security at March and Ash goes beyond the walls of our facilities. March and Ash is diligent in 
identifying and responding to security threats to our business, our customers, the cannabis industry and the 
community. We are continually looking for opportunities to improve security and safety, and to apply 
lessons learned by us and others. Real-world examples of our commitment include: 

 In December 2018 March and Ash was notified that persons had fraudulently used our State License 
and forged checks to make purchases of cannabis products from a licensed distributor. We coordinated 
a response from CA BCC, the licensed distributor, the Los Angeles Sheriff’s Department within 12 
hours of being notified of the fraud. 

 In October 2019, a delivery driver was robbed after being dispatched to a location in the City of 
Westmorland. The driver was unharmed, and followed the requisite instructions laid out in the robbery 
protocol attached within Exhibit A (Comprehensive Security Plan). We informed relevant law 
enforcement officials, and promptly updated our delivery protocols after heeding their suggestions to 
ensure enhanced safety for our employees, customers and the community at large.   
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Exhibit A to Security Plan 
Comprehensive Security Plan 

 
1. Introduction 
This Security Plan describes the policies, procedures, engineering and physical controls, and other measures 
that will be implemented to ensure a safe and secure environment for employees, customers, and the 
community, as well as to comply with local and state security requirements. Diversion prevention includes 
facilities security, access control, and inventory control.  Facilities security and access control are covered 
in this plan.  Our business plan addresses both inventory control and cash management procedures.  
 
A primary goal is to prevent unauthorized entry to the premises, deter theft, burglary and diversion of 
cannabis products or other valuables, and prevent access to these products by individuals under 21 years of 
age. State and local laws supersede any item in the Plan that does not meet regulatory requirements. 
 
Within this plan THC- or CBD-containing material is referred to as “the product.” Where an “employee” 
is referred to in this plan, it also includes other individuals involved with March and Ash, including owners, 
officers, agents, and others representing the company. 
 
2. Crime Emergency Procedures 

Engineering Controls for Emergency Response 

Armed Robbery 
Should an armed robbery incident occur, staff will be advised to follow recommendations that are 
commonly suggested by law enforcement entities, including the following: 
 
During a Robbery: 
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4. Fire extinguishers will be mounted and maintained according to regulations. 
5. All doors to rooms containing hazardous materials will be clearly marked according to the NFPA 

classification system. 
 
During a Fire: 

1. Persons aware of the fire will set off the panic alarm and begin evacuation. 
2. When evacuating the building, staff are advised to feel doors for heat before opening them to be 

certain there is no fire danger on the other side. 
3. If there is smoke in the air, stay low to the ground, especially your head, to reduce inhalation 

exposure. Keep one hand on the wall to prevent disorientation and crawl to the nearest exit. 
4. Once in a safe location, call 911, give the address of the business and state that the location is a 

cannabis facility, give your name and telephone number, and stay on the phone until the 
dispatcher ends the call. 

5. If the fire is small, a person on staff who is comfortable with the use of a fire extinguisher may 
try to put it out. 

6. Never fight a fire alone. Never allow the fire to get between you and your exit - always maintain 
an escape route. 

7. The Facilities Manager or his/her designee will monitor the designated assembly location and 
notify emergency responders if someone has not arrived at the evacuation assembly location. 
Additional procedures related to assembly areas are described in the Health and Safety Plan. 

 
5. Chemical Spills 
There are no hazardous materials or chemicals anticipated to be on site.  
 
6. Workplace Violence Policy 
See March and Ash Employee Manual Section D providing that workplace violence or threats of violence 
will not be tolerated.  
 
7. Diversion Prevention 
Diversion prevention is focused on limiting product access to only those individuals permitted by 
regulators. Preventing the diversion of products involves the physical security of the premises, a system of 
strict control over access to materials, and the tracking of cannabis products (see description of inventory 
controls and track and trace in the business plan). These plans will meet or exceed state and local regulations 
related to diversion prevention. 
 
8. Facilities Security 
This section covers securing the premises against intruders, including surveillance activities, alarms, 
lighting, warning signs, and other controls. All doors, gates, safes, vaults, cabinets and other secured 
locations will be labeled with an individual number or other designation (location code), which will 
correspond to maintenance and security records and the location on a premises map. 
 

Perimeter Security 
1. The premises are surrounded by a perimeter fence that is closed and locked during non-business 

hours. 
2. Only management level and other authorized staff will have keys or access codes to open the 

perimeter fence. 
3. A security alarm, including a motion detection system within the perimeter, will notify management 

of an attempt to breach the perimeter in an unauthorized manner. 
4. Lighting will illuminate all areas along the perimeter. 
5. A back-up alarm system will be provided by a second security system company, if required. 
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6. A security company will be contracted to regularly patrol the location when employees are not 
present. 

 
Premises Ingress and Egress 
1. Only management level and other authorized staff will have keys or access codes to open the 

building and turn off security alarms. 
2. The front door to the premises will serve as the only entrance for all staff and visitors. 
3. The front door will be staffed at times when visitors are expected. 
4. The entrance area will be covered by security cameras facing multiple directions. 
5. Back and side doors will be locked such that occupants can leave the building, but not gain access 

into the building. 
6. When a back door is used to bring in supplies, remove waste, or provide access to a service 

contractor, a company security staff member will be present while the door is open. 
7. All doors will be alarmed, covered by security cameras, and well lit. 
8. At the request of law enforcement or other emergency personnel, doors that are normally kept locked 

will be unlocked and de-armed for the minimum amount of time required, and a company security 
staff member will monitor the door. 

9. Windows will not open, and rooms with windows will be armed with a system that sets off an alarm 
when the sound of breaking glass is detected. 

 
Product Visibility 

1. Windows and glass doors will be covered with a material that prevents those outside the building 
from seeing products inside. 

2. Storage areas / locations where employees are working with product will not be visible to the 
public. 

3. Only a minimum necessary amount of each product will be on display in areas open to the public. 
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9. Lighting Description: Interior/Exterior 
Interior: 
1. Indoor lighting will be provided by both fluorescent and incandescent overhead bulbs. 
2. Lighting inside the building will be sufficient in all areas such that security cameras will be able to 

record the complete facial features of those in the facility. 
3. Burned out bulbs will be replaced within 24 hours and recorded in a facility maintenance log. 

 
Exterior: 
1. Outside lights will come on before sunset, and the light will be directed downward by a shade. 
2. Lights on the exterior of the building and perimeter fence will use a minimum of a 250 Watts/125 

Volt incandescent bulb. 
3. Exterior lighting on the building is to be checked every evening, and any burned out bulbs that can 

be reached with a ladder will replaced before closing. Lights that require additional equipment to 
reach the apparatus will be changed as soon as the necessary equipment can be acquired. 

4. Any lights that have shifted position and no longer adequately illuminate the expected area will be 
adjusted within 24 hours if easily accessible or as soon as necessary equipment can be acquired. 

 
Signage 
The following signs will be prominently and clearly displayed as designated by state and local 
regulations: 
1. Persons under 21 Years of Age not Permitted on these Premises 
2. No Trespassing - This Property is Protected by Video Surveillance 
3. Warning: This product has intoxicating effects and may be habit forming. Smoking is hazardous to 

your health 
4. Cannabis can impair concentration, coordination, and judgment. Do not operate a vehicle or 

machinery under the influence of this drug 
5. Do Not Enter - Limited Access Area – Access Limited to Licensed Personnel and Escorted Visitors 

 
Backup Power System 
A generator will provide enough power to the facility to support critical operations for at least 72 hours. 
Critical components include security features, lighting, and environmental controls sufficient to maintain 
the quality of the product on the premises. 
 

10. Alarm System 
1. The alarm system will meet or exceed the state’s requirements. 
2. The system will cover the perimeter, the fence around the facility, and both the exterior and interior 

of the building. 
3. All doors that provide access to the building will be alarmed, as well as rooms with exterior windows, 

skylights or access points on the roof, the main office, and other rooms that contain vaults, safes, or 
stored product. 

4. The alarm system will be installed and monitored during non-business hours by a vetted, licensed 
alarm company that is capable of meeting all state and local regulations. 

 
11. Digital Video Surveillance Plan 
March and Ash will install a digital video surveillance and recording system that will monitor these areas: 

1. The front and rear of the premises. 
2. Parking areas. 
3. The exterior within 20 feet of all doors and windows to the outside not adequately covered on the 

front or rear sides. 
4. The entrance area, such that all people who enter the building are clearly recorded. 
5. All locations where sales occur. 
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16. Closing Procedure 
The General Manager will produce a Closing Procedure Checklist that will include the following tasks at a 
minimum. 
 
Ensure that: 

1. No one remains in the building. 
2. Computers are shut down or have a lock screen on. 
3. All doors, gates, safes, vaults and other lockable areas are secure. 
4. Surveillance cameras and recording devices are on and operational. 
5. Exterior lighting is on. 
6. No suspicious vehicles or individuals are in the vicinity. 

 
17. Access Control 
March and Ash will implement the following policies to prevent access of products to minors, the 
unregulated market, or others intending to acquire the product through illegal means. Actions include 
vetting new employees, badging, carefully controlled access methods, secured storage and processing areas, 
and following secured waste management procedures. 
 
18. Employee Background Checks 
All background checks will be conducted through an FCRA-compliant company and follow EEOC and 
FTC guidance. 
 
19. Employee Access Levels 
Each employee will be assigned a level of access. The level of access will determine which sections of the 
facility the employee has permission to enter, access to safes or vaults, and which folders or files can be 
accessed within the computer system. 

1. Level 1: Senior staff. Those with this level of access may enter any part of the facility and open all 
safes or vaults and computer files. 

2. Level 2: Managers, Security Staff Members, Facilities Staff. Individuals in this group have access to 
areas and computer files they are responsible for and may be able to open one or more safes or vaults, 
depending on position requirements. 

3. Level 3: Regular staff. General employees have access to a limited number of rooms that contain the 
materials they work with and only computer files required to accomplish specific tasks. 

 
20. Employee Identification 
All employees or others operating on behalf of the company will display a laminated badge issued by the 
company at all times on the business premises or while representing the company at off-site locations. 
 
The badge will include: 

1. The company’s “doing business as” name and license number. 
2. The employee’s first name. 
3. The company-assigned employee identification number. 
4. A color photo of the employee that is at least 1.5” in height x 1” in width and clearly shows a front 

view of the employee’s face. 
5. The employee’s access level or a color code that indicates the access level. 
6. Optional: a bar code representing the employee’s company-assigned identification number for use 

with the inventory system. 
 

21. Facility Access Procedures 
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All doors, gates, safes, vaults, cabinets and other secured locations will be labeled with an individual 
number or other designation (location code), which will correspond to maintenance and security records 
and the item’s location on a premises map. 
 
22. Key Issuance Procedure 

1. An authorized senior staff member will record the issuance of keys or access cards to a new employee 
into a security access log (Appendix A). 

2. The security access log will include the name of the person being issued the item, the employee’s 
company-assigned identification number, the employee’s position/title, the level of access being 
assigned, date, signature of employee, and the initials of the issuer. If the access permissions are not 
based on an access level described above, the log will note each location the employee will be able 
to enter. 

3. Extra keys and access cards are to be stored in a vault or safe in the Main Office. 
4. All employees issued a key or access card will sign a Key/Key Card User Agreement (Appendix B) 

attesting to their understanding related procedures. 
5. The paper version of the security access log will be stored in a locked location when not in use. 

 
Changes in Access Due to Promotion or Position Modification 
Upon the promotion or change to the position of an employee that involves a change to the locations 
an employee may access: 

1. General Manager will modify the access system to allow the employee to enter the appropriate 
locations. 

2. If there is a change in level of access, a new employee identification number will be assigned, 
and a new badge will be provided. 

3. The exact modifications will be noted in the security access log. 
 
23. Key Return and Access Termination Procedure 

1. Upon learning of an employee’s final employment date, an authorized senior staff member will 
notify all staff involved in maintaining the security system, including the Computing Security 
Manager. 

2. A checklist will be generated by the Store General Manager with a list of access system items related 
to the employee that need to be returned or cancelled.  As each item is returned or cancelled, the 
authorized person will check the item off and initial the form. 

3. An authorized senior staff member will schedule an exit meeting with the employee, if possible, at 
the end of the day on the last day of employment. 

4. The employee shall return keys or access cards at the exit meeting. 
5. The form will be further circulated to those who are responsible for completing the remaining tasks. 
6. If an access code has been issued to the employee, it will be removed from the system within 24 

hours. 
7. If an exit meeting cannot be scheduled with the employee within [three days] of the employee’s last 

day, the facility’s access system will be rekeyed. 
8. The security access log and any other related logs will be updated. 

 
24. Locks/Cabinets/Safes/Vaults 

1. All locks on the premises will comply with ANSI/BHMA standards for Grade 1 products or the 
equivalent. 

2. Locks that show evidence of wear or tampering will be replaced within 48 hours, or if an outside 
vendor needs to replace the locks, a call will be made to the vendor within 24 hours or the next 
business day. 

3. Extra replacement locks kept on the premises will be stored in a locked cabinet to prevent tampering. 
4. and be secured to a permanent part of the building or to an adjacent cabinet. 
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5. NEIGHBORHOOD COMPATIBILITY PLAN 

We have never had a complaint from a governmental authority or neighbor, at any of our 
facilities, that we have failed to properly maintain our facility, that our facility is an odor or lighting 
nuisance, or that we are not appropriately managing traffic (even during special events).  

To the contrary, our neighbors typically notify the cities we operate in that we have added value to our 
communities through the development, and in some cases redevelopment, of the properties we build 
on and then through our care and upkeep of our facilities. And when we open, our employees follow 
policy of presenting themselves professionally and respecting our facility and nearby businesses and 
residents.  

We have had two public reviews / renewals of our permit in the City of Imperial and at each there were 
no community complaints raised with our operations or opposition to our renewal from community 
members, with City staff and the Chief of Police indicating each time to the City Council that we have 
been a good steward of our facility and that there were no safety or security concerns with our 
operations.  

5.1. Describe how the commercial cannabis business will proactively address and respond to 
complaints related to noise, light, odor, vehicle, and pedestrian traffic 

 Preventive Measures Through Quality Construction and Sound Operating Procedures 

Proactively addressing potential nuisances starts with smart design and quality craftmanship to 
prevent nuisances from arising in the first place.  After construction, our proven operating procedures 
will ensure our facility is well maintained, and that persons accessing the facility do not loiter or create 
any other nuisances on or off the property.  

5.1.1. Good Neighbor Policy – Start Early and Be Open and Honest 

At its core, however, being a good neighbor starts with being accessible / approachable. This, 
in our experience, is the most effective tool we have.  

March and Ash starts each project by introducing ourselves and handing out notification forms to 
neighboring businesses before we start construction, so they know who we are, and how to promptly 
contact March and Ash if for some reason our project is creating a nuisance to them.  

We do this by hosting a neighborhood information forum at our site or a nearby facility (COVID may 
require us to be creative in this regard utilizing Zoom or another online platform or a potentially social-
distanced on-site presentation).  

Often these initial meetings provide an opportunity for our neighbors to ask us questions about the 
cannabis industry and our operations, and that process eliminates some of the “mystery” around what 
we do and how we operate. By answering those questions honestly and fully, we find that going 
forward there are few “surprises.”  
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These initial meetings not only help us meet our neighbors but allow us to understand any area issues, 
and if we can be helpful, we work to address them.11  

Our management will appoint a community liaison from our management team and who is a local, 
who will have responsibility for promptly responding to and addressing concerns raised by our 
neighbors if and when they arise. Our internal processes provide for immediate escalation to ownership 
of any major issues or issues the liaison does not feel he or she can immediately resolve on her own.  

This liaison will be introduced at this first forum with our neighbors. Thereafter, on a regular basis, we 
will invite our neighbors to meet with our community liaison to discuss any potential issues, including 
sound mitigation, odor control, loitering, traffic concerns, and overall community safety. 

With this approach of early introduction and interaction, in our experience, our neighbors often have 
more concern around and input into how we manage our construction process, than operations. As a 
ground-up build with associated sidewalk and road improvements, we will work proactively with the 
City of El Centro to engage our neighbors early in identifying any inconveniences and putting in place 
transparent and acceptable protocols and standards for managing our construction site and the work.  

This planning covers all aspects of the project during construction, including dust and waste 
management, construction fencing and security, and appropriate signage and notifications to alert the 
public to any dangers posed by the construction activities, or interruptions to portions of any public 
streets. We will rely on Duggins Construction to lead that interface with the City of El Centro and 
March and Ash will directly engage with our neighbors in sharing that information and taking in any 
community feedback on the same.   

5.1.2. Odor Control 

As outlined in our air quality plan the facility will implement best practices for odor controls 
including installing a carbon filter air treatment system which will ventilate odors and create negative 
pressure in the facility relevant to the exterior ambient condition. Prior to opening our neighbors will 
receive a notice of our pending opening together with an odor notification form reminding them how 
they can immediately notify the appropriate March and Ash personnel if any odor issues arise.  

5.1.3. Lighting 

Our lighting will be designed to ensure that is achieves security and safety objectives without 
negatively impacting our neighbors. After we open, if complaints are raised, we will adjust the lighting 
as necessary to ensure we continue to achieve those objectives while addressing any unanticipated 
impact to our neighbors.  

5.1.4. Loitering 

The potential for loitering and on-site consumption of cannabis will be eliminated with the 
presence of our security guards. There will be at least one guard on site at all hours. Our security 

 
11 As an example, at our City Heights location in San Diego our immediate neighbor is the Knights of Columbus non-
profit group’s hall and headquarters. Although they are not pro cannabis, we have worked cooperatively to improve 
our “block.” We are currently extending our security lighting and cameras to cover their property, and we have agreed 
to and implemented a plan to manage on behalf of both of our properties the regular maintenance of open space that 
separates our properties and nearby residences, which has a history of being littered and attracting homeless. By being 
accessible and learning about the issues facing our neighborhood, we have started to improve that neighborhood even 
before we have opened. 
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Exterior of Proposed Facility 

March and Ash proposes to improve a currently vacant lot, with the hope that it may spur further 
development on vacant lots in the immediate vicinity.  

The proposed building will be constructed using mostly recycled building material, thermal resistant 
windows, doors and storefront to comply with current commercial title 24 calculations. Also, the 
proposed interior building design will include recycled material to be used for floor, wall and ceiling 
finishes. 

In addition to a newly constructed building, we will install ample on-site parking, reducing the off-site 
public parking burden imposed on neighboring business. 

5.3. Describe how the commercial cannabis business, including its exterior areas and 
surrounding public areas will be managed to avoid becoming a nuisance or having 
impacts on its neighbors and the surrounding community.  

See our responses above in regard to how we proactively manage avoiding nuisances through 
preventive and operational measures, as well as direct engagement with our neighbors early on.  

March and Ash has a reputation for maintaining meticulous facilities and grounds. We take pride not 
only in our buildings, but in our landscaping and ongoing maintenance. Visit any March and Ash and 
this is evident the moment you approach our site.  

We contract with a local maintenance provider to ensure regular upkeep of our landscaping, and our 
in-house personnel immediately address any exterior or interior repair required. 

All of our facilities include an exterior trash enclosure that is covered and secured, and our operating 
protocols ensure managers and personnel keep our interior, exterior, and surrounding areas free of 
trash.  

Attached as Exhibit A is a letter from our General Contractor, Duggins Construction, Inc., which also 
happens to be our neighbor at our City of Imperial location. This letter provides the City of El Centro 
with Duggins Construction’s opinion we will build another first class facility because we do not cut 
corners, and that they know first-hand we are meticulous in the upkeep and maintenance of our 
facilities and surrounding areas. 

5.4. Describe how the commercial cannabis business will not influence the desirability or 
attraction to the vicinity of the premises among youth. 
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Exhibit A to Neighborhood Compatibility Plan 

Letter from Duggins Construction, Inc.  
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6. AIR QUALITY PLAN 

6.1. The air quality plan must demonstrate the air circulation does not impact the employees’ 
health and welfare or the surrounding businesses. 

Consistent with the goals of El Centro Ordinance No. 20-03, Section 13-179(i), March and Ash 
will implement building standards to ensure the off-site odors of cannabis are minimized and 
eliminated. We will install a carbon filter air treatment system which will ventilate odors and create 
negative pressure in the facility relevant to the exterior ambient condition. March and Ash will 
distribute odor detection forms to neighbors in the vicinity and encourage them to reach out to the 
community liaison with any odor-related concerns. 

6.2. Describe odor mitigation practices: 

6.2.1.  Identify potential sources of odor. 

Potential sources of odor from our operations will result from cannabis product (flower, edible, 
concentrate, tincture, topical, vaporizer cartridge, and other cannabis-infused products). Anticipated 
streams of non-hazardous waste include faulty, returned, or expired cannabis product, as well as retired 
cannabis product displays. March and Ash works diligently to mitigate and minimize any odor using 
carbon filters and other controls further described below. 

6.2.2. Describe odor control devices and techniques employed to ensure that odors from  
cannabis are not detectable beyond the licensed premises. 

Consistent with the goals of El Centro Ordinance No. 20-03, Section 13-179(i), March and Ash 
will implement building standards to ensure the off-site odors of cannabis are minimized and 
eliminated. We will install a carbon filter air treatment system which will ventilate odors and create 
negative pressure in the facility relevant to the exterior ambient condition. 

6.2.3. Describe all proposed staff training, and system maintenance plans. 

 Policy 

March and Ash’s Odor Control Policies document a process to limit objectionable 
odors from the project area utilizing building system components and adopted odor control 
plan. The purpose of which is to minimize and eliminate the off-site odor of cannabis caused 
by normal business practices. The policies and procedures include implementing and 
maintaining building systems to effectively minimize transmission of odor between building 
and surrounding areas. 

 General Procedures 

March and Ash shall supervise installment and maintenance of an air treatment system 
to ensure there is no off-site odor of cannabis overly detectable from adjacent properties or the 
community. Air treatment systems consist of carbon filtration on the exhaust side of the 
ventilation system and negatively pressurizing the facility in relation to the exterior ambient 
condition. 

Staff members should immediately report an odor problem to management, who will take 
corrective action, implement upgrades to the system, upgrades to the facility or to the internal 
handling process of product within the facility to further deter odors. 

If such upgrades require the approval of any Agency Having Jurisdiction (AHJ), March and 
Ash shall seek and gain such approval prior to implementing new systems and/or procedures. 
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It is critical to the success of our organization that our various plans remain transparent to the 
community, so all stakeholders are aware of the importance of mitigated cannabis odors. 

This mitigation plan and all associated records will be made available to the appropriate 
authorities for review and documents can be requested at our facility. All requests for 
documentation shall occur via written request only (email is acceptable). 

As the company is a cannabis dispensary, in accordance with California State Law, all products 
brought into the dispensary will be in sealed packages. As such, the possibility for odor issues 
for adjacent properties is limited. Nevertheless, the handling of product will require a properly 
engineered odor control system in order to mitigate the release of odors to the surrounding 
properties and community. 

All cannabis products will be securely stored in a security room. The security area will be 
provided with an exhaust air system for odor control. The exhaust system shall be provided 
with a carbon filter that will mitigate any odors which may emanate from the stored product. 

Air System Design 

Additionally, the facility will be kept under negative pressure by means of an exhaust 
system with carbon filters for odor mitigation. The exhaust discharge shall be designed with a 
high velocity outlet to eject the exhaust up and away from any neighbors or pedestrian traffic. 
The combination of carbon exhaust air filtration and building pressure control represent the 
current best available technology. 

Moreover, the facility shall have no operable windows or be kept locked and sealed at all times. 
All doors shall be sealed with proper weather stripping, keeping circulating and filtered air 
inside the facility. On site usage of cannabis products is strictly forbidden while on the 
property. This will assist in mitigating odors to the surrounding neighbors.  

The importance of cannabis odor mitigation is very well understood, and we shall make 
decisions that best prevent the issue of odor to the surrounding areas. If odors are detected 
outside the facility this plan shall serve as a guideline to provide ameliorative action. 

Monitoring and Mitigation 

The manager/supervisor shall assess the on-site and off-site odors daily for the potential 
release of objectionable odors. The manager/supervisor on duty shall be responsible for 
assessing and documenting odor impacts on a daily basis.  

Should objectionable off-site cannabis odors be detected by the public and we are notified in 
writing, the following protocols will take place immediately: 

• Investigate the likely source of the odor. 
• Utilize on site management practices to resolve the odor event. 
• Take steps to reduce the source of objectionable odors. 
• Determine if the odor traveled off-site by surveying the perimeter and making 
observations of existing wind patterns. 
• Document the event for further operational review. 

If employees are not able to take steps to reduce the odor-generating source, they are to 
immediately notify the facility manager, who will then notify the proper agency All 
communication shall be documented, and the team shall create a proper solution, if applicable. 
If necessary, we shall retain our certified engineer to review the problem and make 
recommendations for corrective action/s. 

Staff Training 
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All employees shall be trained on how to detect, prevent and remediate odor outside 
our facility and all corrective options outlined herein. 

System Maintenance 

March and Ash maintains an in-house facilities maintenance team including two 
members of our staff who holds General Contractor’s licenses. We continually monitor our 
facilities for maintenance needs and immediately make required repairs as identified, either 
directly or through contracting with appropriate qualified contractors.  

Odor Detection 

The Odor Detection Form (ODF) is in a form utilized by March and Ash on its other 
projects and shall be provided our neighbors prior to opening as well as to those who suspect 
objectionable odors emanating from inside the facility. ODFs are also available per request, 
on-site. We shall maintain records of all odor detection notifications and/or complaints that 
will include the remediation measures employed. The records shall be made available to the 
AHJ or the general public on request. All requests shall be in writing (email is acceptable). 

6.2.4. Describe the waste management plan. The plan shall include waste disposal  locations, 
security measures, and methods of rendering all waste unusable and  unrecognizable. 

Exact quantities of waste generation are undetermined at this time. An appropriate waste 
management plan ensures that a dispensary meets these standards and will operate under safe 
conditions; not only mitigating employee and public risk, but also allowing March and Ash to meet 
our commitment to the safety of the local community and global environment. 

Waste generated from the facility will ultimately be collected and disposed of by a qualified State 
licensed contractor – Gaiaca, LLC. Information about Gaiaca, LLC including its State Bureau of 
Cannabis Control License – is available online at their website (https://www.gaiaca.com/). 

A  preliminary waste management plan for the proposed project prepared by March and Ash and 
Gaiaca is attached hereto as Exhibit A (Preliminary Waste Management Plan). 

Within the store there will be dedicated and secure disposal bin(s) for all cannabis byproducts and any 
hazardous wastes (not anticipated). In addition, as reflected in the preliminary site plan, the facility 
will include a secure trash enclosure area ancillary to the main building and with direct access from 
the employee secured storage room. 

During training, staff is trained on the proper disposal method. Staff will also be warned that improper 
cannabis waste management can impose risks such as theft/vandalism of trash enclosures, disposal of 
harmful chemicals into traditional waste bins and danger to the safety of others from exposure to 
hazardous cannabis byproducts. 

March and Ash is proactively taking steps to meet the highest industry standards for waste management 
by ensuring compliance to cannabis waste disposal requirements set forth by State Law (including but 
not limited to Bureau of Cannabis Control, California Code of Regulations, Title 16, Div. 42 Bureau 
of Cannabis Control, Article 7 “Return and Destructions,” Section 5055 “Cannabis Waste 
Management”) as well as the regulations established by the City of El Centro as it relates to the 
management and disposal of waste. 

Consistent with our commitment to the environment March and Ash’s management of waste on-site 
will include initiatives to ensure all product packaging and other materials on-site are made from 
recyclable and sustainable materials, to support recycling by staff and customers and to minimize waste 
generation. 
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Exhibit A to Air Quality Plan 
Preliminary Waste Management Plan 

1. PURPOSE 
The Company is committed to the safe and responsible management of cannabis waste, not only because 
failure to do so may result in civil and criminal penalties, but also because the Company endeavors to be a 
good entity with respect to the local and global environment.  
The purpose of this plan is to provide information and guidance to the company with regard to the 
accumulation, storage, handling,  transportation, disposal, and documentation of cannabis waste. 
2. SCOPE AND RESPONSIBILITY 
Cannabis Waste is used to define any Cannabis Byproducts which are unusable or unwanted and have been 
properly rendered per Section 4B of this document. For simplicity, we will refer to Cannabis Byproduct as 
Cannabis Waste throughout the remainder of this document. 
Non-hazardous streams of cannabis waste that are generated during cannabis cultivation, manufacturing, 
distribution, and laboratory testing, include, but are not limited to, raw plant, leaf, stalk, stem, trim, flower; 
soil, mulch, or other grow medium; cannabis concentrates, edibles, infused products; expired, retired, or 
failed goods; and cannabis-contaminated disposables. 
Hazardous streams of cannabis waste that are generated during cannabis cultivation, manufacturing, and 
laboratory testing, include, but are not limited to, spent organic solvents and refining chemicals, used 
reactants, biohazards, aerosols/compressed gases, bulk or residual pesticides and fertilizers, cleaning 
solutions, contaminated disposables, and universal waste (lighting/ballasts, batteries, etc.). Hazardous waste 
is defined above. 
It is the duty of all who generate hazardous waste to ensure that all waste is handled in a manner that is 
safe, environmentally conscious, and complies with all local, State and Federal regulations. This is meant 
to include wastes that are not, by statute, hazardous but which, if carelessly discarded, could possibly cause 
harm to public health or the environment. 

A. WASTE CHARACTERIZATION 
As outlined in the Code of Federal Regulation (CFR) Title 40 Part 261, it is the responsibility of the 
waste generator (owner) to determine whether their waste exhibits characteristic of hazards waste. All 
streams of waste generated by a facility shall be characterized using a combination of general 
knowledge and laboratory analysis. 
Laboratory analysis includes methods defined by the EPA’s SW-846 Compendium, such as toxicity 
characterization leaching procedure (TLCP), flash point, ignitability, corrosivity, etc. 

i. Hazardous Waste 
Entities that generate hazardous waste are required to register with the Environmental Protection 
Agency (EPA) to obtain either a State EPA ID Number or a Federal EPA ID Number depending 
upon the type and quantity of waste they generate. Temporary EPA ID numbers can be granted to 
operators that generate small, inconsistent quantities of hazardous waste. The EPA has certain rules 
and regulations specific to the type of generator, pertaining to accumulation, storage, and handling 
of hazardous waste.  Hazardous waste must be transported by an EPA-registered entity, and 
disposed of at a permitted hazardous waste treatment, storage, and disposal facility (TSDF). The 
‘cradle-to- grave’ concept requires operators to notify the EPA when disposing of hazardous waste 
via Uniform Hazardous Waste Manifest. OSHA regulations regarding employee safety and 
handling of hazardous waste will apply. Hazardous wastes are described in further detail in the 
Hazardous Cannabis Waste Management Plan. 
ii. Non-Hazardous Waste 
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7. ENVIRONMENTAL BENEFITS 

7.1. Commitment to Environment 

March and Ash is committed to sustainable development both in the design and construction of our 
facilities and in the operation of our business. This commitment is consistent with the goals of the City of 
El Centro Ordinance No 20-03 and the Imperial Valley Resource Management Agency (IVRMA). March 
and Ash aspires to implement “green” business practices in all areas of operations, including goals relating 
to energy and climate, water conservation, odor control, and waste management. 
Consistent with our commitment to sustainable development, the following goals and criteria will be 
implemented into the design plans and the development of this site: 

• Sustainable Materials 
• Sustainable Energy 
• Emissions Reduction 
• Water Efficiency 
• Recycling and Waste Reduction 
7.2. Development  

This project proposes to develop from the ground-up, a 2,994 square foot single story building to 
operate a Storefront Retail Marijuana Dispensary with a State License for Commercial Cannabis Activity 
also classified by the City of El Centro as "A-License". 
The proposed building will be constructed using mostly recycled building material, thermal resistant 
windows, doors and storefront to comply with current Commercial Title 24 calculations. Also, proposed 
interior building design will include recycled material to be used for floor, wall and ceiling finishes. 

7.3. Energy and Climate 

Sustainable Energy 
The proposed roof will include field applied coating on new roofing with a minimum 3-year aged 
solar reflection and thermal emittance or solar reflection index equal to or greater than 0.63, or 
greater than the values specified in the voluntary measures under California Green Building 
Standard Code Non-residential Voluntary Measures, Table A5.106.11.2.1. Solar panels will also 
be installed on the roof to provide sustainable and self-generating energy, along with high 
efficiency roof top units for heating and cooling to meet current mechanical title 24 calculations. 
Additionally, the lighting shall be LED for maximum energy efficiency to meet current indoor 
lighting commercial title 24 calculations. 
Reduced Emissions 
The proposed site plan will include provisions to provide the maximum number of off-street 
designated accessible and standard parking spaces for electric and zero emission vehicles, carpool, 
motorcycle, short and long-term bicycle racks, along with the installation of electric vehicle 
charging stations. 

7.4. Water Conservation 

 March and Ash will implement water efficient strategies, including developing the site using the 
placement of new permeable and non-permeable surfaces to comply with current Local and State-wide 
drainage and hydromodification standards. Additionally, the premises’ proposed plumbing fixtures and 
fittings will not exceed the maximum flow rate of not more than 0.5 gpm @ 60 psi for the proposed lavatory 
faucets, and the effective flush volume of all water closets not to exceed 1.28 gallons per flush. 

7.5. Operations 
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8. PROPOSED LOCATION AND IMPROVEMENTS 
 The proposed location is APN: 053-810-010. The address is 525 Wake Avenue, El Centro, CA 
92243. The proposed project site consists of a vacant 0.70-acre parcel located on Wake Avenue in the 
City of El Centro between 5th and 6th Street, in a Tourist Commercial zone. The project proposes to 
construct a 2.994 square foot facility with ample parking.  
Please reference Exhibit A (Site Plan) attached hereto. 

8.1. Describe all sensitive uses within a six hundred (600) foot radius from any parcel 
containing a school (public or private), a commercial daycare center, a youth center or 
a public park 

 Please reference Exhibit B (600 Foot Radius Map and 50 Foot Residential Radius Map and 
Map Tables) attached hereto. 

8.2. The proposed building shall not be within fifty (50) feet of any residentially zoned or 
residentially used parcel. The distance shall be measured in a straight line from the 
closest exterior wall to the residential parcel boundary line. 

Please reference Exhibit B (600 Foot Radius Map and 50 Foot Residential Radius Map and 
Map Tables) attached hereto. 

8.3. The application shall include photographs of the front (street facing) side of the building. 
In the event the proposed location is undeveloped land, photographs shall depict the 
property from all vantage points of the property. 

Please reference Exhibit C (Wake Avenue Photo Survey) attached hereto. 

8.4. Explain how the proposed location is adequate in size and shape to accommodate the 
proposed commercial cannabis business in addition to all applicable development 
requirements including parking, landscaping, screening, and setbacks. 

 The proposed project site consists of a vacant 0.70-acre parcel located on Wake Avenue in the 
City of El Centro between 5th and 6th Street, APN 053-810-010. The proposed single-story building 
structure will be newly constructed in addition to new landscaping and asphalt pavement for employees 
and visitor parking. 

The size and shape of this parcel allows for the single story approx. 2,994 sq. ft. proposed building 
with enough room for the required parking associated with this type of development and accommodates 
the required yard building setback requirements listed in the City of El Centro Ordinance, Division 3. 

The project site is in a CT (Tourist Commercial) Zone with pedestrian access and vehicular traffic with 
no potential queuing of customers outside the building. 

Project is not located within 600 feet of any sensitive use or any parcel containing a School (public or 
private), Commercial Day Care Center, Youth Center, Youth-Oriented Business, Public or Private 
Parks, and is well over 50 feet from any Residential Zone or Residentially used parcel measured in a 
straight line from the closest exterior wall to the residential parcel boundary line. 

Associated site improvements will provide the maximum amount of employee and customer off-street 
parking to minimize customers parking off-site as required by the City of El Centro Ordinance, 
Division 5. The number of parking spaces and signs posted will comply with the parking and sign 
regulations applicable to retail sales businesses in Commercial Zones. All on-site parking will be paved 
and landscaped to meet current City standards and guidelines for the most efficient on-site customer 
flow. 
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9. COMMUNITY BENEFIT PROGRAM AND FEE 
 
“Mature into a modern, technologically advanced, socially cohesive community which celebrates 
its diversity and openness to change while remaining a wholesome place to raise a family.” – 
Vision for the Future of El Centro from its General Plan 
 
“We strive to be a trusted community partner. We make significant investments in training and 
caring for our employees, as well as engage community stakeholders in areas ranging from 
security and regulation to the development of local programs to support a qualified local 
workforce. We are experienced and local cannabis dispensary operators committed to these 
principles: (1) Transparency; (2) Local Values; (3) Local Investment; (4) Safety; (5) Quality” – 
March and Ash Mission Statement Created 201812 
 
9.1. Introduction 

Our owners and managers are mothers and fathers, and we got into this industry believing in 
Responsible Adult Use, not as advocates for “mainstreaming” marijuana into our neighborhoods.  

March and Ash’s principles, and more importantly our actions, align with the City of El Centro’s vision 
for its future.  

We understand that the need to innovate and modernize includes tackling legalized cannabis, and our 
model provides the City with a partner that will do that in a way that respects El Centro’s culture, 
protects its neighborhoods, and contributes positively to its growth. As detailed elsewhere in our 
application, we fit each of our locations to the specific community in which we operate. This 
localization goes beyond the physical facility. We are an active partner with policymakers and 
community leaders in defining what “Responsible Adult Use” should mean for their community, and 
we adapt and change our approach accordingly.  

Although there is much talk from cannabis industry companies around giving back, March and Ash is 
one of the few companies with a track record of actually doing so with a meaningful focus, scale, and 
follow through. To us, there is no blueprint for how we outlay Responsible Adult Use in our 
neighborhoods. As such, we have always been an open door and a willing partner with community 
groups to craft that blueprint, implement programs, and apply lessons learned.    

We execute community engagement under our Responsible Adult Use mantra. As such, we view all of 
our activities as an engagement with the surrounding community.  

Our Community Benefit Program for the City of El Centro is not something new. We intend to simply 
operate the way we always have, and always will.  

Key aspects of our commitment to community and plan for engagement in El Centro to support its 
strategic objectives are summarized as follows: 

 Giving Back Locally 
 Research; Education; Innovation 

 
12 See our full mission statement here: https://marchandash.com/company-information#our-principles) 
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The efforts we make are aimed at improving the communities we are in and the quality life of our 
neighbors.  

Most often times our participation and contributions come at the request of the City’s we operate in 
and the community stakeholders within them. We take pride in knowing they view us as a responsible 
and willing partner.  As discussed below, our Four (4) Year Project Pro Forma assumes that, in addition 
to our Community Benefit Fee, we will make similar contributions to the El Centro / Imperial Valley 
community on a voluntary basis. 

As the City of El Centro moves its vision and strategic objectives forward, March and Ash will be a 
partner the community can count on to do our part to achieve them.  

9.3. Research; Education; Innovation 

We believe that there is an information deficiency in the industry, and in the larger public in 
regard to the effects of cannabis use, and the impacts of legalization on communities.  

March and Ash has publicly (often times on an “island” within our industry) called for the need to slow 
down the “mainstreaming” of cannabis so that the data and science on these impacts can “catch up.” 
Sadly, because of the current federal law the Universities and research community are just now getting 
started on the kinds of research required to do so.  

Too often the industry pits the legal industry publicly against the “black market” to get the outcomes 
the legal industry wants to see, yet the issues associated with cannabis are broader and more long 
lasting, deserving of care and introspection from the industry itself.  

March and Ash is actively engaged in supporting the push to develop the data and science required to 
understand the long lasting impacts of cannabis legalization, and we are responsive to science when 
presented to us. Key examples include: 

 March and Ash is the industry sponsor for the University of California San Diego’s application 
for a California Bureau of Cannabis Control Grant entitled “Understanding Cannabis Use 
Patterns among Individuals with Chronic Pain in Real Time, Real-World Settings: An 
Ecological Momentary Assessment Study,” which is being led by Dr. Michelle Sexton.  
 

 March and Ash sponsors San Diego City College’s “Business of Cannabis Course” and co-
teaches the course with the faculty at SDCC as well as community and policy leaders. This is 
the State’s first sponsored college curriculum and is now in its third term. Co-teachers with 
March and Ash’s principal owners and staff include Assemblyman Todd Gloria (now Mayor 
of San Diego), State Treasurer Fiona Ma, and leaders from the medical field, Youth prevention, 
and industry. The goal of the class is to educate the public on cannabis, including providing 
students with knowledge about the many pathways into and pitfalls of the business. Attached 
as Exhibit B hereto is a letter from Dr. Leroy Brady and Dean Rose LaMuraglia of SDCC 
describing our long-term partnership.13 

 
13 See also news coverage of the course: https://www.nbcsandiego.com/news/local/pot-professor-leads-business-of-
cannabis-course-at-san-diego-city-college/2086730/  
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We will continue to support and sponsor research and education throughout San Diego and Imperial 
Counties, including seeking out new opportunities that present themselves as federal laws evolve and 
more researchers enter the space. 

We are currently permitting a high-tech boutique cultivation facility in the Imperial Valley. Our 
intention is to utilize this facility for both commercial and research purposes, by making our facility 
available to researchers.  

Our target is to move March and Ash forward into cultivation with a focus on technology and 
intellectual property. We chose the Imperial Valley to make this move because the City of Imperial is 
already home, our partner Ronnie Leimgruber has deep experience in agriculture, and the Imperial 
Valley is one of the agricultural centers of the world providing both the economic and intellectual 
conditions that support our strategy.  

Just as with our retail operations, our expansion into cultivation will be done with an open door and an 
active engagement with the community to advance shared objectives for developing an innovation 
economy.  

9.4. Responsible Marketing and Public Education 

March and Ash believes being a good community partner requires a recognition that we must 
be careful, diligent, and comprehensive in how we communicate with consumers and with the public. 
As a retailer that starts with responsible and responsive marketing, that appropriately balances 
commercial interests with education of risks. 

March and Ash is well-known for being the industry leader in responsible advertising. Below is a 
summary of how we market Responsible Adult Use and will continue to do so in El Centro.  

9.4.1. Acknowledging Risks, Obtaining Verified Information, Educating the Public 

We are among the only cannabis retailers in the country that aggressively educates the public 
on the risks of cannabis use through our instore, online, and other marketing channels.  

Instore, we have initiated public awareness campaigns to call attention to the risks of driving under the 
influence of cannabis, using cannabis while pregnant, and understanding the realities and risks of high 
concentration levels of THC in emerging products.  

In response to a recent death in San Diego County that may be due to excessive cannabis use, we now 
periodically print a risk disclaimer on the back of our customer receipts that draws customers to where 
they can learn more about the risks associated with cannabis use.  

Any person accessing our online retail store (www.marchandash.com) is first met this notice at the top 
that cannabis use entails risks, and the information needed to understand those risks is linked. We invite 
the City of El Centro to explore other retailers’ websites to see the difference.  
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March and Ash Homepage 

 

Subpage with Risk Disclaimer with link to Gov’t Provided Information on Risks 

9.4.2. Responding to New Information and Situations as They Arise 

We run responsive public awareness campaigns when public health emergencies arise, or 
leaders in the medical and prevention communities call attention to emerging problems. As examples: 

 When deaths and sickness from vaping became a public emergency in 2020, March and Ash 
was among the only cannabis retailers to promptly display warnings in our stores and online, 
for which we garnered thanks from the medical community as other cannabis industry 
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participants sought to separate cannabis vaping from tobacco. It amazed us when members of 
the press and medical community told us we were the first cannabis retailer they spoke with 
that acknowledged this risk (to which we responded that “there’s a risk with all cannabis use 
and the public must be educated.”). See an example of our Vaping warning still on our website: 
https://marchandash.com/vaping-illness-protect-yourself 
 

 Responsible marketing starts with our staff. They are trained not to “push a sale.” Rather, they 
focus on education, and our training and policies emphasize this so that our staff takes pride in 
being knowledgeable educators, not salespeople. In return, we respect and reward our 
employees for being the “frontline” of March and Ash’s business. This was particularly true 
after the COVID pandemic hit. After being designated an essential business by the State and 
Counties, March and Ash quickly worked with medical professionals and non-cannabis 
industry leaders in grocery and elsewhere, to find, adopt, and implement best practices to 
protect our workers and customers. We were recognized by community leaders for taking the 
added step of providing wage increases to our frontline workers: See 
https://www.wikileaf.com/thestash/march-ash-coronavirus-feature/.  
 

9.5. Community Partnerships 

As a cannabis retailer our job is to listen to the experts in the medical and prevention fields, respond 
to data they provide by integrating measures to address risks in our operations, and to be a willing 
partner and advocate for their efforts to educate and protect our communities. March and Ash is well-
known as a willing participant in all three of these phases, wherever we operate.  
 
We do not always agree with our other community stakeholders. But we are constantly seeking not 
only common ground, but appropriate balance through formal and informal partnerships. 
 
We meet and discuss issues in the cannabis industry with our local prevention community, including 
groups such as SAY San Diego and leaders in local school districts and universities. We have honest 
dialogues about how our industry is evolving, and in the areas where we agree on, the concrete steps 
we can take to try and define and stake out Responsible Adult Use. Below are a few examples of the 
concrete actions we have taken in the last year through these interactions.  
 

 Youth prevention groups have given us the data on the harm cannabis use will do to a 
developing brain. That science is a red flag when understood in the context of the State’s 
current cannabis regulations. Mainly, persons 18-21 – who do not have a fully developed brain 
– can readily access legal cannabis with a nominal “medical recommendation.” Although 
March and Ash was legally permitted to sell medical cannabis to customers 18-21 in our City 
of Imperial location, we committed voluntarily to the City of Imperial policymakers and to the 
prevention community that we would only sell as a company policy to customers ages 21+. 
When we then opened a location in Vista that was medical, we were presented with a serious 
issue: We were surrounded by competitors who did not share our values and sold to customers 
18+ as permitted by law. We are the only industry player who is openly and aggressively 
advocating to policymakers that they need to fix California’s law to close this loophole. 
Attached as Exhibit C is a letter March and Ash sent to the Mayors of the cities in which we 
operate as well as the California Senate Pro Tempore Toni Atkins calling attention to the need 
for action, which we hope to get in Sacramento when the new legislature takes its place in 
2021. 
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 As a business we are faced at times with “tough choices” in order to remain competitive with 

legal retailers that do not share our values, and with the black market which plays by no rules. 
This is often the case with advertising. We are firm believers that we do not need to advertise 
in public spaces, at all, to reach the Responsible Adult Use customer base. We agree with our 
Youth prevention advocates that this is the frontline for mitigating the impacts of the 
legalization of cannabis on Youth, as the public facing advertising is “normalizing” cannabis 
in a way that is not healthy. This is why March and Ash has publicly – and before public bodies 
– partnered with Youth prevention and other organizations to call for strict prohibitions on 
cannabis advertising in public spaces, including billboard advertising.14 As a business 
however, unless policymakers restrict advertising in a way that is evenly applied, we are left 
having to compete. In this environment we developed a program whereby we sought to shrink 
our billboard advertising while supplementing our commercial billboards with Public Service 
Billboards. We implemented this program in early 2020, with our first PSA billboards going 
up in San Diego County including billboards warning about the dangers of illegal cannabis and 
the impacts of cannabis on the developing brain. 
 

 We’ve implemented additional programs with support from public agencies (including such 
entities as the Bureau of Cannabis Control and the University of California Davis professors) 
to provide the public with education on how to access safe, legal cannabis and the impacts of 
the illegal market on our communities and environment. These partnerships are evident through 
on the ground initiatives and our web platform (See for example our buy legal campaign: 
https://marchandash.com/buy-legal). 

It is the community’s responsibility to educate and protect our youth, not just parents. To meet this 
responsibility the industry must self-regulate, work hard to find and stakeout common ground with 
community stakeholders, and follow through on its commitments. March and Ash has a proven track 
record of doing the hard work and making the investments necessary to do that, and we’ll bring our 
principles and commitment to meeting the City of El Centro’s vision for its future.   

9.6. Proposed Community Benefit Fee 

March & Ash recommends a Cannabis Tax and Community Benefit Fee structure similar to 
the structure we have adopted with the City of Imperial. We have crafted our proposed Community 
Benefit Fee knowing that El Centro does not have a cannabis tax and that any specific cannabis tax 
would need to be added through later action.     

The City of Imperial implemented a Cannabis Tax, 4% on Gross Sales. We also pay the City of 
Imperial a Community Program fee.  This fee is 8% of Gross Profit.  The accounting definition of the 
term “Gross Profit” is Gross Sales minus Cost of Goods Sold equals Gross Profit. We would suggest 

 
14 See for example the following opinion piece written by our partner Breton Peace at the request of City 
Councilmembers in the City of San Diego: https://www.lajollalight.com/news/opinion/sd-cm-ljl-letters-july4-
20190703-story.html . Breton Peace subsequently formally supported advertising restrictions (following restrictions 
put in place by the City of Denver) proposed by the prevention community before the City of San Diego. No other 
industry participants showed up at the hearing. The only other speaker at that Council hearing was a representative of 
the billboard industry who indicated to the City that if they passed the proposed restrictions the City would be exposed 
to lawsuits from the billboard companies on First Amendment Commercial Free Speech grounds. At the City 
Attorney’s advice the City Council determined not to adopt those restrictions at that time because of that litigation 
risk.  
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Exhibit C to Community Benefit Program and Fee 
Letter to Senate President Pro Tempore Toni Atkins 
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I. COMPANY STRUCTURE 
 

March and Ash Management Company, LLC 
Valley Greens Retail Outlet, Inc. 

Imperial Greens Retail Outlet, Inc. 
Honey Oil Collective 

City Heights Greens, Inc. 
doing business as 
March and Ash 

 
Your employer of record will be reflected in your offer letter and on your paystub.   
 

II. WELCOME  
 
Welcome to March and Ash (hereafter referred to as “the Company”).  
 
We are thrilled to have you join us!  We are committed to teamwork and a desire for everyone working here to be successful.  Please 
thoroughly read and understand our handbook because we developed this handbook to provide you information and consistent 
guidelines about our culture, our expectations, and our policies.  This handbook is provided for your use as a ready reference and as a 
summary of our personnel policies, work rules and benefits.  We have a great team, and, with you, we know it will be even better.  If 
you have questions, please feel free to speak to your Supervisor or Human Resource representative. 
 

 Right to Revise 
 
Please understand that this handbook only highlights our policies, practices and benefits for your personal education and cannot 
therefore be construed as a legal document.  Except for the employment at-will policy, we reserve the right to revise, delete or add to 
any and all policies, procedures, work rules or benefits stated in this handbook.  All such revisions, deletions or additions must be in 
writing and must be signed by the CEO and COO. 
 
No oral statements or representations can change or alter the provisions of this handbook.  You will be informed when policies, 
procedures, work rules or benefits are revised.  Please keep this handbook readily available and insert the updated material promptly 
so that it is always current.   
 

 Violation of Policies 
 
A violation of any policy whether or not detailed in this handbook will result in disciplinary action, up to and including termination. 
 
Nothing in this handbook will be interpreted, applied, or enforced to interfere with, restrain, coerce employees or unlawfully restrict 
an employee’s right to engage in any of the rights guaranteed to them by Section 7 of the National Labor Relations Act, including but 
not limited to, the right to engage in concerted protected activity for the purposes of improving working conditions. 
 

 Open Door Policy/Complaint Procedures 
 
We are committed to open and honest communication in the workplace.  We are interested in listening to your concerns, problems, 
and suggestions. 
 
If you have a concern, you often will find the easiest and most effective way to find a solution is to have an honest discussion with 
your Supervisor.   
 
We prefer that you follow the usual reporting channels to find a solution, starting with your immediate Supervisor, Human Resource 
representative or management, but we understand that there are circumstances where you may not be comfortable with the usual 
reporting channel. If the nature of the matter is such that you would prefer not to discuss it with a particular person, you should 
discuss it with the next level of management, or any other supervisor, without fear of reprisal.    
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The objective is to maintain open and honest communication to help find a fair solution to your problems or concerns. 
 
Employees should immediately report any incidents of discrimination, harassment retaliation, workplace safety violations, workers 
compensation abuse, potential workplace violence situations or any workplace ethic violations. 
 

 Employment At-Will  
 
Your employment is at-will, which means that either you or the Company may terminate the employment relationship with or without 
cause or notice at any time.  Terms and conditions of employment — other than employment at-will — may be modified at our sole 
discretion.  Other than the CEO and COO no one has the authority to make any agreement for employment other than for employment 
at-will or to make any agreement limiting our discretion to modify other terms and conditions of employment and this must be done 
in writing.  No implied contract concerning any employment-related decision can be established by any other statement, conduct, 
policy or practice.  Examples of terms and conditions of employment include termination, promotion, demotion, transfers, hiring 
decisions, compensation, benefits and discipline. 
 
Nothing in this at-will statement is intended to interfere with an employee's rights to communicate or work with others toward altering 
the terms and conditions of his or her employment. 
 

 Discrimination, Harassment and Retaliation Free Workplace 
 
We are an Equal Employment Opportunity employer.  In order to provide equal opportunities to all individuals, employment decisions 
will be based on merit, qualifications, skills and performance. 
 
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting, such as during business trips, 
business meetings and business-related social events. 
 
We have a strict policy against discrimination, harassment and retaliation of any type and our goal is to provide a work environment 
free from discrimination, harassment, and retaliation as well as other disrespectful or other unprofessional conduct based on the 
following categories: race, color, religion, religious creed (including religious dress and grooming practices), national origin, citizenship, 
age (40 and over), medical condition (including cancer and genetic characteristics), genetic information, physical or mental disability, 
marital status, sex (including sexual harassment, sex stereotypes and pregnancy, childbirth, breastfeeding and related medical 
conditions), sexual orientation, ancestry, gender, gender identity, gender expression, transgender, military or veteran status, 
protected medical leaves (requesting or approved for leave under the Family and Medical Leave Act or the California Family Rights 
Act), domestic violence victim status, political affiliation, or any other characteristic or activity protected by law. 
  
We also prohibit discrimination, harassment, retaliation, disrespectful or unprofessional conduct based on the perception that anyone 
has any of the above characteristics or is associated with a person who has or is perceived to have any of those characteristics.  
 

 Harassment Prohibited 
 
As used in this policy, harassment is defined as disrespectful or unprofessional conduct, including disrespectful or unprofessional 
conduct based on any of the protected categories listed above.  Our policy prohibiting harassment applies to all persons involved in 
operations of the Company.  It covers harassment of any employee, unpaid intern, volunteer, applicant, contractor, vendor, or any 
person who has a business, service, or a professional relationship with us. 
 
Harassment prohibited by this policy is not limited to sexual harassment but includes harassment against any of the categories 
described above. 
 
Prohibited harassment, disrespectful or unprofessional conduct includes many forms of offensive behavior.   
 
 

[policy continues on next page] 
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Harassment can be: 
• Verbal (derogatory jokes or comments, epithets, slurs, unwanted invitations, comments, messages, social media posts, any 

communication through any type of electronic media that is harassing or discriminatory) 
• Visual (displays of derogatory or sexually oriented written or graphic material, posters, photography, digital material, 

gestures) 
• Physical (assault, unwanted touching, intentionally blocking someone’s movement) 
• Threatening, intimidating or hostile acts 
• Negative stereotyping 

 
Here are some types of behaviors that may be violations of this policy: 

• Making sexually suggestive comments, jokes, advances or offering employment benefits in exchange for sexual favors. 
• Teasing, bullying, making fun of or making derogatory remarks about someone’s age, race, sexual orientation, disability or 

gender. 
• Posting, passing around or displaying sexually suggestive or obscene printed materials or objects. 
• Gender-based harassment including harassment by someone of the same sex as the victim. 

 
Additionally, abusive conduct, defined as any conduct of an employer or employee in the workplace, with malice, that a reasonable 
person would find hostile, offensive, and unrelated to an employer’s legitimate business interests will not be tolerated. 
 

 Discrimination Prohibited 
 
As used in this policy, discrimination is defined as the unequal treatment of an employee or applicant in any aspect of employment, 
including discrimination based solely or in part on the employee’s, or applicant’s, protected category, which include those identified 
above and any other status protected by state or federal law.  Discrimination includes unequal treatment based upon the employee 
or applicant’s association with a member of these protected classes. 
 
Discrimination may include, but is not necessarily limited to hostile or demeaning behavior towards applicants or employees because 
of their protected category; allowing the applicant’s or employee’s protected category to be a factor in hiring, promotion, 
compensation or other employment related decisions unless otherwise permitted by applicable law, and providing unwarranted 
assistance or withholding work-related assistance, cooperation, and/or information to applicants or employees because of their 
protected category.  
 
We do not discriminate in employment opportunities or practices based on any protected class.  We are committed to compliance 
with all applicable laws providing equal employment opportunities.  Unlawful discrimination against job applicants, employees, or 
unpaid interns by any of our employees is strictly prohibited. 
 
This policy governs all aspects of employment, including hiring, promotion, job assignment, compensation, discipline, access to 
benefits, training, termination or other aspects of employment.   
 

 Retaliation is Prohibited 
 
As used in this policy retaliation is defined as any adverse employment action taken against an employee because the employee 
engaged in activity protected under this policy. Protected activities may include, but are not limited to, reporting or assisting in 
reporting suspected violations of this policy and/or cooperating in investigations or proceedings arising out of a violation of this policy. 
 
It is also prohibited for supervisors, managers and co-workers, as well as third parties such as vendors or customers, to retaliate against 
an employee because the employee has complained about discrimination, harassment, retaliation, abusive conduct, or participated 
in an investigation, proceeding or hearing based on such a complaint.  Retaliation is a serious violation of this policy. 
 
Adverse employment action is conduct or an action that materially affects the terms and conditions of the employee’s employment 
status or is reasonably likely to deter the employee from engaging in protected activity. Even actions that do not result in a direct loss 
of compensation may be regarded as an adverse employment action when considered in the totality of the circumstances. 
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Examples of retaliation under this policy include but are not limited to:  demotion; suspension; reduction in pay; denial of a merit 
salary increase; failure to hire or consider for hire; refusing to promote  or consider for promotion because of reporting a violation of 
this policy; harassing another employee for filing a complaint; denying employment opportunities because of making a complaint or 
for cooperating  in an investigation; changing someone’s work assignments for identifying harassment or other forms of discrimination 
in the workplace; treating people differently such as denying an accommodation;  or not talking to an employee when otherwise 
required by job duties, or otherwise excluding the employee from job-related activities because of engagement in activities protected 
under this policy. 
 

 Complaint Procedure 
 
All employees are responsible for creating and maintaining a positive work environment.    If you believe you have been a victim of 
discrimination, harassment, retaliation, or if you have witnessed discrimination, harassment, or retaliation that violates our policy, it 
is important that you take steps to address it immediately so that complaints can be promptly and fairly resolved. 
 
If you are comfortable doing so, talk to the person whose behavior is bothering you and ask the person to stop.  
 
Regardless, it is imperative that you report any discrimination, harassment, or retaliation directly to your Supervisor or any member 
of management or human resources as soon as possible after the incident.  Please provide as many details of the incident as 
possible. 
 
Supervisors are required to report any incidents/complaints of discrimination, harassment, or retaliation of which they observe or 
become aware immediately to the HR or the COO. 
 
A prompt, fair, thorough, and objective investigation of the complaint will be conducted by an impartial and qualified person. 
Documentation will be maintained to ensure reasonable progress.  The investigation may include individual interviews with the parties 
involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge.  
Reasonable conclusions based on the evidence collected will be reached and the complaint will be closed in a timely manner. 
 
Upon completion of the investigation, and where warranted, appropriate corrective action will be taken to eliminate the 
discrimination, harassment, sexual harassment, or retaliation. Corrective action may include, but is not limited to, training, counseling, 
reassignment and/or discipline, up to and including termination. Appropriate action will also be taken to deter future conduct. 
 
To the extent possible, the investigation of a complaint and any subsequent action taken in response to the complaint will proceed in 
an atmosphere of confidentiality.  Confidentiality will be maintained throughout the investigatory process to the extent consistent 
with adequate investigation and appropriate corrective action.  Employees who have raised complaints should immediately make a 
further complaint should the conduct reoccur. 
 
You may also bring your complaint to the federal or state agency that investigates or prosecutes complaints. A complaint of 
discrimination, harassment or retaliation must be filed within one year of the harassment, discrimination or retaliation with the 
California Department of Fair Employment and Housing (“DFEH”).  The DFEH initially serves as a neutral factfinder and attempts to 
help the parties voluntarily resolve the complaint.  The DFEH can be contacted at (800) 884-1684; or for the hard of hearing, (TTY) 
(800) 700-2320; or visit the department’s website at www.dfeh.ca.gov.  A complaint of discrimination, harassment, or retaliation also 
may be filed within 300 days of the harassment, with the Equal Employment Opportunity Commission (EEOC), reached by calling (800) 
669-4000 or for the hard of hearing, (800) 669-6820.  EEOC field office information is available at www.eeoc.gov. 
 

 Reasonable Accommodation of Disabilities 
 
The Americans with Disabilities Act (ADA) and the Fair Employment and Housing Act (FEHA) protect qualified employees with 
disabilities from discrimination in the workplace.  
 
If you need a reasonable accommodation in order to perform the essential functions of your job, please notify your manager and/or 
HR.  Once you have notified us, we will make every effort to open a dialogue with you in attempt to determine whether we can make 
a reasonable accommodation for your disability.  
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If you believe a mistake has occurred or if you have any questions regarding the calculations of your paycheck, please notify HR; any 
corrections will be noted and will appear on the following check.  Please send a detailed message of the problem to 
hr@marchandash.com.  
 
If you wish to have someone else pick up your pay, you must give a written authorization to payroll each time.  
 
Should we decide to change the payday schedule, you will be given no less than seven calendar days’ advance notice of the change. 
 

 Salary/Wage Advances 
 
As a practice, we do not grant salary advances.  Exceptions to this policy will be made only under extreme circumstances and require 
a formal e-mail request with details, amount, and payback terms requested sent to hr@marchandash.com. A promissory note will be 
issued if approved. 
 

 Garnishment 
 
When we receive a court-ordered wage garnishment, we are legally obligated to deduct from an employee’s pay in accordance with 
the court order, and state and federal laws governing deductions from pay.  When we receive a garnishment order, the affected 
employee will be given a copy.  At that time, employees are encouraged to contact the agency or Company who ordered it.  Any 
questions or concerns about garnishments should be directed to the Human Resources Department.  We may charge an administrative 
fee for each garnishment. 
 

III. WAGE AND HOUR GUIDELINES  
 

A. NON-EXEMPT EMPLOYEES 
 
The workday is a 24-hour period.  Our workday begins at 12:00 am and ends at 11:59 p.m. You will be paid for all hours worked.  Pay 
for time worked will be computed from the time you register in for work until you are effectively released from duty and register out. 
 

1. Meal, Rest and Recovery Periods  
 
Failure to take meal or rest periods is a violation of Company policy.  If you are not provided with a meal or rest break or your break(s) 
is/are interrupted, you must notify a supervisor and HR immediately.  Failure to abide by this policy will result in discipline up to and 
including termination.  It is our policy that you take all authorized and permitted meal and rest periods. If you choose not to, you 
may be disciplined for overtime violation. 
 

2. Rest Periods 
 
Non-exempt employees are entitled to rest break period(s) during their workday.  You are authorized and permitted one 10-minute 
net rest break for every four hours you work or major fraction thereof, which is defined as any amount of time over two hours.  A rest 
break need not be authorized for employees whose total daily work time is less than three-and-one-half hours. 
 
You must clock out/in and will be paid for your 10-minute breaks but not for any time off the clock in excess of your 10-minute rest 
break. The rest period should be taken approximately halfway through any work period of four or more hours, as close to the middle 
of the work period as possible. Rest breaks are to be uninterrupted, and employees will be relieved of all duties during the break. You 
are expected to return to work promptly at the end of any rest break. Note that rest breaks are short periods of time. You can choose 
to leave the premises, or not, but you must return promptly at the end of the break. 
 
If you wish to take an authorized rest period and believe you are unable to or your rest period is interrupted, you must notify HR at 
hr@marchandash.com who will ensure that you get an uninterrupted rest period or receive the rest break penalty. 
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Notify your Supervisor and/or HR immediately if there are any changes. You may not change anyone else's time record or allow anyone 
else access to your time record.   
 

7. Overtime Pay  
 
You will be paid one-and-one-half times your regular rate of pay for all time worked in excess of eight hours, up to and including 12 
hours, in any one workday, all time worked in excess of 40 hours in any one workweek, and for the first eight hours worked on the 
seventh consecutive workday in any one workweek. 
 
You will be paid two times your regular rate of pay for all time worked in excess of 12 hours in any one workday, and for all time 
worked in excess of eight hours on the seventh consecutive workday in any one workweek.  Hours paid, but not worked (i.e. vacation, 
sick leave, holiday, etc.), will not be considered hours worked for the purposes of calculating overtime. 
 
You must have prior approval before working any overtime.  In no event will overtime pay be duplicated or pyramided (i.e., no payment 
of a premium rate for the same hours worked more than once).  
 

8. Event Bonus 
 
In addition to your regular pay (and overtime if applicable) you will receive a bonus for working at a community event representing 
March and Ash. When you work an event for 3 or less hours you will receive a one-time bonus of $50 per day; if the event is greater 
than 3-hours you will receive $75 per day. 
 

9. Corrections 
 
It is your responsibility to ensure that you record your time correctly in the timekeeping system and that you request your time off in 
the systems correctly as well.  This includes submitting requests to make corrections to your timecards and requesting vacation, sick 
pay, unpaid leaves for payroll purposes. 
 

B. EXEMPT EMPLOYEES 
 
As an exempt salaried employee, you receive a salary which is intended to compensate you for all hours you work for the Company.  
This salary will be established at the time of hire or when you become classified as an exempt employee.  While it may be subject to 
review and modification from time-to-time, such as during salary review times, the salary will be a predetermined amount that will 
not be subject to deductions for variations in the quantity or quality of the work you perform. 
 
Under state law, your salary is subject to certain deductions.  For example, your salary can be reduced for the following reasons: 

• Full-day absences for personal reasons.  
• Full-day absences for sickness or disability if you have exhausted the paid sick leave available to you.   
• Intermittent absences, including partial-day absences, covered by the federal Family and Medical Leave Act, if you have 

exhausted other paid leave available to you. 
• To offset amounts received as payment for jury and witness fees or military pay. 
• During the first or last week of employment in the event you work less than a full week.  
• Any workweek in which you perform no work for the Company. 

 
Your salary also may be reduced for certain types of deductions, such as state, federal or local taxes, social security, or any company 
benefits. 
In any workweek in which you performed any work, your salary will not be reduced for any of the following reasons: 
• Partial-day absences for personal reasons, sickness, or disability. 
• Your absence on a holiday when the facility is closed, or because the facility is otherwise closed on a scheduled workday.  
• Absences for jury duty, attendance as a witness, or military leave in any week in which you have performed any work.  
• Any other deductions prohibited by state or federal law.  
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D. Carryover of Vacation Time 
 
All vacation time carries over to the next year to the maximum accrual amounts. 
 

E. Maximum Accruals 
 
Once the maximum accrual amount has been reached, no additional Vacation will be earned until some of the accrued Vacation is 
used, thereby reducing the amount of an employee’s earned Vacation below the applicable maximum. If you are not able to take the 
time due to the needs of the business (as defined by your Supervisor/Manager), you may request cash-out of Vacation time. 
 

F. Cash-Out of Vacation Time 
 
Employees are encouraged to take their Vacation time off each year. However, if you are unable to use your Vacation during the year 
the Company may agree to cash out some portion of the employee's accrued but unused Vacation.  In such an event, the value of an 
employee's Vacation accrual will be determined by their hourly pay.  For exempt employees, the annual salary is converted to an 
hourly equivalent using an annual number of hours worked amount of 2080. 
 

G. Borrowing of Vacation Time 
 
Vacation time off is not available to be taken until it is accrued. No advances will be made on Vacation accruals. Any approved time 
taken off prior to award or after bank is exhausted will be without pay. 
 

H. Vacation & Termination of Employment 
 
If your employment with the Company terminates you will be paid 100% of any accrued and unused Vacation.  
 
You are strongly encouraged to take time off for vacation during the year.  
 

I. Sick Pay 
 
At the time of hire, you will begin earning .0334 hours of paid sick leave for every hour worked up to a maximum of 40 hours per year 
of paid sick leave.  On January 1st of each year, employees will again begin earning .0334 hours for every hour worked up to earning 
a maximum of 40 hours of paid sick leave per year.  Sick leave may be carried over and accumulated from year to year, up to a 
maximum of bank of time of eighty (80) hours.   
 
You will be entitled to use accrued sick leave beginning on the 90th day of continuous employment. Any time taken off work for illness 
or injury before completing this period of continuous employment may be without pay. Paid sick leave may be used in as little as one-
hour increments.  
 
You may use paid sick leave for the following purposes:  

• Diagnosis, care, or treatment of an existing health condition of, or preventive care for, you or your family member.  
•  “Family member” includes: 

o A child, which means a biological, adopted, or foster child, stepchild, legal ward, or a child to whom you stand in loco 
parentis. This definition of a child is applicable regardless of age or dependency status.  

o The biological, adoptive, or foster parent, stepparent, or legal guardian of you or your spouse or registered domestic 
partner, or a person who stood in loco parentis when you were a minor child. 

o Your spouse.  
o Your registered domestic partner.  
o Your grandparent.  
o Your grandchild.  
o Your sibling. 

• If you are a victim of domestic violence, sexual assault, or stalking 
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K. Healthcare Benefits 
 
You will be eligible to participate in our healthcare plan on the first of the month following 60 days of employment if you maintain an 
average of working 30 or more hours per week. 
 
Your contribution will be paid through payroll deductions with a signed authorization.  At your option, you may add eligible 
dependents.  You will receive an e-mail with the summary plan description and the options available during the month in which you 
reach your 60 days of employment.  You may contact HR for more information.   
 

L. Other Insurance   
 
Employees regularly scheduled to work a minimum of 30 hours per week may be eligible to participate in our dental and vision plans.  
Your contribution will be paid through payroll deductions with a signed authorization.  At your option, you may add your eligible 
dependents to the above-mentioned program.  Coverage starts the first day of the month following completion of 60 days of 
continuous employment.  A full summary plan description is available from HR. 
 

M. COBRA/Cal-COBRA (Benefits Continuation) 
 
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives you and your beneficiaries the opportunity to continue 
health insurance coverage under our health plan when a “qualifying event” would normally result in the loss of eligibility.  Some 
common qualifying events are resignation, termination of employment or death of an employee; a reduction in your hours or a leave 
of absence; your divorce or legal separation; you become entitled to Medicare; or a dependent child no longer meets eligibility 
requirements. 
 
Under COBRA/Cal-COBRA, you or your beneficiary pays the full cost of coverage at our group rate plus an administration fee.  You will 
receive a written notice describing rights granted under COBRA/Cal-COBRA when you become eligible for coverage under our health 
insurance plan.  The notice contains important information about your rights and obligations. 
 

N. Bereavement/Funeral Leave 
 
If a death occurs in your immediate family (parent, spouse, registered domestic partner, sibling, child, grandparent, grandchild, other 
family members residing in your household and in-laws), an emergency leave of up 2 days paid and up to 5 days unpaid may be 
granted. For funeral attendance other than for your immediate family, emergency non-paid leave will be given at the discretion of 
your Supervisor. Proof of the need for such leave may be required. 
 

O. State Disability Insurance 
 
You are covered under the State Disability Insurance Plan (SDI), which provides low-cost protection for loss of earnings due to non-
work-related illness or accident.  It is funded by employee contributions, which state law requires to be withheld from your wages.  
The amount withheld is computed as a percentage of your gross wages, up to a maximum specified by the state. 
 

P. Unemployment Insurance 
 
Unemployment insurance is provided at no cost to you through Company contributions.  You are not eligible for unemployment 
insurance if you voluntarily quit without good cause or are terminated for misconduct connected with work. 
 

Q. Social Security 
 
You are covered under the provisions of the federal social security law (F.I.C.A.).  We match the amount of deduction from your wages 
for social security taxes.  For more details, contact your local Social Security Office. 
 
 

[policy continues on next page] 
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R. Paid Family Leave Benefits 
 
When you stop working or reduce your work hours to care for a family member who is seriously ill or to bond with a new child, you 
may be eligible to receive Paid Family Leave (PFL) benefits. The PFL program is administered by the California Employment 
Development Department (EDD).  For information about PFL (eligibility, claim filing, etc.), contact the EDD service center at 1-877-238-
4373. You are responsible for filing your claim for family leave insurance benefits and other forms promptly and accurately with the 
Employment Development Department. All eligibility and benefit determinations are made by the Employment Development 
Department. 
 
The Paid Family Leave Act does not provide a right to leave, job protection or return to work rights.  Further, this policy does not 
provide additional time off; rather, family leave insurance may provide partial wage compensation during an approved leave pursuant 
to any organization provided leave. 
 

S. Employee Literacy Program  
 
We will reasonably accommodate and assist any employee who reveals a problem of illiteracy and requests employer assistance in 
enrolling in an adult literacy education program, provided that this reasonable accommodation does not impose an undue hardship.  
An employee who reveals a problem of illiteracy and who satisfactorily performs his or her work shall not be subject to termination of 
employment because of the disclosure of illiteracy. 
 

T. Company Discounts 
 
The opportunity to purchase products at a discount is a valuable benefit extended to all employees.  This discount is limited exclusively 
to purchases for your own use and for gift giving. 
 
Products and merchandise may be purchased for cash at a 30% discount of the listed retail price less 30%. Only a Shop Managers/Leads 
may authorize and ring-up the employee sale.  Availability will be determined by inventory levels.  Purchases are only authorized when 
you are off duty.  If you are at work, please do not use our pick-up option. 
 

V. LEAVE OF ABSENCE/TIME OFF 
 

A. General Information  
 
We understand that events occur which require employees to be gone for more than a few days.  The Company will grant leaves of 
absence to employees in full compliance with all federal, state and local laws.  We may require you to use accrued paid time off to 
cover some or all the leave in accordance with state and federal law.  The use of paid time- off will not extend the length of the leave 
to which you are otherwise entitled.  You may be eligible for state disability insurance or other wage replacement benefits during your 
leave, visit www.edd.ca.gov for more information. 
 
It is understood that you will not obtain other employment or apply for unemployment insurance while you are on a leave.  Acceptance 
of other employment while on leave or failure to return on the day agreed without prior approval may be treated as a voluntary 
resignation. 
 
You will not accrue any benefits (such as vacation, sick leave, holidays, etc.) during an approved leave. 
 

B. Notice and Certification Requirements 
 
It is important to request any leave in writing as far in advance as possible, to keep in touch with your Supervisor during your leave 
and to give prompt notice if there is any change in your return date. In addition, you may be required to provide us with a certification 
from a health care provider both prior to the leave and before reinstatement.  The certification should include: 

• The date on which you become disabled or the date of the medical advisability for a transfer. 
• The probable duration of the period(s) of the disability or the period(s) for the advisability of a transfer; and, 
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• A statement that, due to disability, you are unable to work at all or to perform any one or more of the essential functions of 
your position without undue risk to yourself, the successful completion of your pregnancy or to other persons or a statement 
that a transfer is medically advisable. 

 
C. Contributions Related to a Group Health Plan While on a Leave 

 
We will maintain your group health insurance coverage while on: Pregnancy Disability Leave, FMLA, CFRA, or CA Parental Leave, or 
Organ Donation leave if such insurance was provided before the leave was taken and on the same terms as if you had continued to 
work.  In some instances, we may recover premiums we paid to maintain your health coverage if you fail to return to work following 
the leave.   
 
We will not compensate, nor make any contributions to the Group Health Plan for you while on a personal leave after the exhaustion 
of any protected leave listed above or a personal emergency leave greater than 30 days.   
 

D. Seniority during Leave 
 
Leave for FMLA, CFRA, PDL or Organ or Bone Marrow Donation will not be considered a break in your service for the purpose of salary 
adjustments, sick and vacation pay accrual, annual leave or seniority. 
 
For all other leaves, you will not accrue seniority during your leave, but you will not forfeit previously accrued seniority. 
 

E. Job Reinstatement 
 
Upon submission of a medical certification that you can return to work, you will be reinstated in accordance with applicable law.  
However, when you return from a leave you have no greater right to reinstatement than if you had been continuously employed 
rather than on leave.  For example, if while on leave you would have been laid off had you not gone on leave, or if your position has 
been eliminated or filled in order to avoid undermining our ability to operate safely and efficiently during the leave, and there are no 
equivalent or comparable positions available, then you would not be entitled to reinstatement. 
 

F. Family and Medical Leave Act (FMLA) and California Family Rights Act (CFRA) 
 
The FMLA and the CFRA entitle eligible employees of covered employers to take unpaid, job-protected leave for specified family and 
medical reasons with continuation of group health insurance coverage under the same terms and conditions as if the employee had 
not taken leave. 
 
We will grant family and medical leave in accordance with state and federal law in effect at the time the leave is granted.  To be eligible 
for family and medical leave benefits, you must: (1) have worked for us for a total of at least 12 months; (2) have worked at least 1,250 
hours over the previous 12 months; and (3) work at a location where at least 50 employees are employed within 75 miles. 
 
If eligible, you may receive up to a total of 12 workweeks of unpaid leave during a 12-month period (26 weeks for military caregiver 
leave).  A 12-month period begins the date of your first use of such leave after the preceding 12-month period has ended.  Leave may 
be used for one or more of the following reasons: 

• The birth or placement of a child for adoption or foster care. 
• To care for an immediate family member (spouse, registered domestic partner (CFRA), child or parent) with a serious health 

condition. 
• You are unable to work because of your own serious health condition. 
• For any qualifying exigency because the employee is the spouse, son, daughter, or parent of an individual on active military 

duty (or has been notified of an impending call or order to active duty) in the Armed Forces in support of a contingency 
operation. 

• An employee who is the spouse, son, daughter, parent, or next of kin of a covered service member shall be entitled to a 
combined total of 26 workweeks of leave during a 12-month period to care for the service member. 
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Under some circumstances, you may take family and medical leave intermittently – which means taking leave in smaller blocks of time 
– or by reducing your normal weekly or daily work schedule. 
 
You may be granted family and medical leave for drug- or alcohol-related illness.  For more information, see the section below entitled 
“Drug Free Workplace Policy”. 
 
If you are pregnant, you may have the right to take a pregnancy disability leave in addition to a family and medical leave. 
 
A leave taken due to a “qualifying exigency” related to military service must be supported by a certification of its necessity. A leave 
taken due to the need to care for a service member shall be supported by a certification by the service member’s health care provider.  
If your spouse works for us, you may take a combined total of 26 workweeks of military caregiver leave in a 12-month period This 
limitation also applies to a combination of military caregiver leave and leave for the other qualifying reasons. 
 
Spouses who work for us may take a combined total of 12 workweeks of leave for purposes of bonding with a new child. Certain 
restrictions on these benefits may apply. 
 
Should a leave or an extension be requested and granted providing for leave longer than 12 workweeks in any 12-month period, such 
leave or extension will generally not contain a guarantee of reinstatement to the same or an equivalent position (26 weeks for military 
caregiver leave).  We will grant leaves and extensions in accordance with state and federal law in effect at the time the leave is granted.  
You will be advised at the time the leave or extension is granted what conditions apply to that leave or extension. 
 

G. On-the-Job Illness/Injury Related Leave of Absence  
 
If you sustain work-related injuries or illness you must inform your Supervisor immediately.  No matter how minor the on-the-job 
injury may appear, it is important that it be reported immediately.  Reporting procedures are critical to qualify for payment of workers’ 
compensation benefits. 
 
We will grant a workers’ compensation disability leave if you have an occupational illness or injury in accordance with state law.  We 
will try to reasonably accommodate you with modified work, where such work would be appropriate and is available.  If you are eligible 
for a FMLA/CFRA leave, then leave taken for workers’ compensation disability will run concurrently with FMLA/CFRA leave. 
 
Neither the Worker’s Compensation insurer nor the Company will be responsible for payment of workers’ compensation benefits for 
any injury that arises out of your voluntary participation in any off-duty recreational, social, or athletic activity that is not part of your 
work-related duties.   Workers’ compensation fraud is cause for immediate termination. 
 

H. Pregnancy Disability Leave (PDL) 
 
If you are disabled due to pregnancy, childbirth, or related medical condition, you may take up to a maximum of four (4) months leave 
per pregnancy.  “Four months” means the number of days you would normally work within four calendar months (one-third of a year 
equaling 17-1/3 weeks), if the leave is taken continuously, following the date the pregnancy disability leave commences.  If your 
schedule varies from month-to-month, a monthly average of the hours worked over the four months prior to the beginning of the 
leave shall be used for calculating your normal work month.  A pregnancy disability leave does not need to be taken in one continuous 
period but can be taken on an as needed basis. 
 
Leave may include, but is not limited to, additional or more frequent breaks, time for prenatal or postnatal medical appointments, 
doctor-ordered bed rest, severe morning sickness, gestational diabetes, pregnancy-induced hypertension, preeclampsia, recovery 
from childbirth or loss or end of pregnancy, and/or post-partum depression.  Leave may be taken consecutively or intermittently.  The 
amount of leave needed is determined by your health care provider’s recommendation. 
 
At your option, you can use any accrued paid time off as part of your pregnancy disability leave before taking the remainder of your 
leave on an unpaid basis.  The substitution of any paid leave will not extend the duration of your pregnancy disability leave. 
 



 

 
   

16 | P a g e  
NOVEMBER 2020 

Employees who are granted leaves for pregnancy will be returned to their same or similar position to the extent required by state law.  
Upon the advice of your health care provider, you may also be entitled to reasonable accommodation, to the extent required by law, 
for conditions related to pregnancy, childbirth or related medical conditions.  You should promptly notify the Company of the need 
for a reasonable accommodation.   
 
You must give the organization at least 30 days’ advance notice if your need for pregnancy-related disability leave, reasonable 
accommodation, or transfer is foreseeable.  Otherwise please give the Company notice as soon as is practicable if the need is an 
emergency or unforeseeable. 
 
Prior to the start of the leave, the Company will require a written medical certification indicating that you are disabled because of 
pregnancy or that it is medically advisable for you to be reasonably accommodated for pregnancy.  The certification should include an 
anticipated date when you will be able to return to your job or job duties.  In the event your leave exceeds the anticipated date of 
return, it is your responsibility to provide further certification from your health care provider that you are unable to perform your job 
or job duties and the revised anticipated date of return. 
 
Medical insurance and coverage will be continued on the same basis, including your requirement to make any premium contributions, 
as when you are actively employed.   
 

I. New Parent Leave 
 
We will grant leave to new parents in accordance with state law in effect at the time the leave is granted.  To be eligible for New Parent 
Leave Act benefits, you must: (1) have worked for us for a total of at least 12 months; (2) have worked at least 1,250 hours over the 
previous 12 months; and (3) work at a location where at least 20 employees are employed within 75 miles. 
 
If eligible, you may receive up to a total of 12 weeks of unpaid leave during a 12-month period.  Leave may be used for the purpose 
bonding with a new child within one year of the child’s birth, adoption, or foster care placement. 
 
If you are pregnant, you may have the right to take a pregnancy disability leave in addition to a new parent leave. 
 
If both parents work for us, new parent leave is available for an aggregate of 12 weeks of leave to be shared between you.  You may 
both take leave simultaneously with the other parent if there is limited business impact, otherwise, you may take turns. 
You have a guarantee of employment in the same or comparable position upon termination of this leave. 
 
Should a leave or an extension be requested and granted providing for leave longer than 12 workweeks in any 12-month period, such 
leave or extension will generally not contain a guarantee of reinstatement to the same or an equivalent position.  You will be advised 
at the time the leave or extension is granted what conditions apply to that leave or extension. 
 

J. Medical Leaves of Absence - non FMLA qualifying 
 
You may be granted a leave of absence due to a personal illness, injury or other disabling condition that does not qualify for leave 
under the FMLA.  We reserve the right to approve or deny any request for such leave.  Our operational needs, your reason for leave, 
your job performance, requested length of leave and length of employment will be considered in determining whether your request 
will be granted. 
 

K. Jury Duty/Court Service 
 
If you receive a notice to report for jury duty, please notify your Supervisor immediately. If you are a non-exempt employee and are 
called to serve on jury duty or to make a court appearance, this time will be without pay.  Exempt employees will be paid in accordance 
with state and federal law. 
 
You must show proof of jury service and the amount of jury pay to which you are entitled. On any day of jury service in which you are 
excused entirely or in enough time to permit you to return to work for a minimum of one-half your regular scheduled shift, you are 
required to report for work. 
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L. Military Spousal Leave 
 
You may take up to 10 days of unpaid leave when your spouse is on leave from deployment during a period of military conflict.  To 
qualify for this leave: 

 
• Your spouse must be a member of the Armed Forces who has been deployed during a period of military conflict to an area 

designated as a combat theater or combat zone by the President of the United States, or a member of the National Guard or 
Reserves who has been ordered to active duty and deployed during a period of military conflict. 

• You must be employed for an average of 20 or more hours per week. 
• You must provide us with notice of your intent to take this leave within two business days of receiving official notice that your 

spouse will be on leave from deployment. 
• You must submit written documentation certifying your spouse will be on leave from deployment during the requested leave 

time. 
 

M. Military Service 
 
Leave without pay is provided to you when you enter military service of the armed forces of the United States or are in the armed 
forces reserves.  You are afforded reemployment rights and retain full seniority benefits for all prior service upon reemployment in 
accordance with the Uniformed Services Employment and Reemployment Rights Act of 1994 as well as any applicable state law. 
 

N. Voting Time Off 
 
You may claim time off without loss of pay to vote at statewide elections if you do not have enough time outside of working hours to 
vote. See your Supervisor at least two working days prior to Election Day if time off for voting is required.  No more than two hours of 
the time taken off for voting will be without loss of pay.  The time off for voting will be only at the beginning or end of your regular 
work shift, whichever allows the freest time for voting and the least time off from your regular work shift. 
 

O. Family School and Child Care Partnership Leave 
 
We encourage you to participate in the school or childcare activities of your child(ren).  If you are the parent or guardian of children 
in kindergarten through grade 12 or who are with a licensed a childcare provider, you may take up to 40 hours per calendar year for 
the purpose of protected school or childcare-related activities and enrollment.  You may also use this time to address a childcare 
provider or school emergency, including unexpected closure, natural disaster, or discipline problems. 
 
Time may not exceed eight hours in any one calendar month unless the time off is for a school or childcare emergency as defined by 
law.  
 
Please provide your Supervisor with as much advance notice as possible. This time will be without pay, but you may use accrued paid 
time off. 
 

P. School Suspension Leave 
 
If you are the parent or guardian of a child facing suspension from school and are summoned to the school to discuss the matter, you 
should notify your Supervisor as soon as possible before leaving work.  No discriminatory action will be taken against you for taking 
time off for this purpose.  We may require you to provide documentation of your need to attend a meeting at the school. 
 

Q. Victims of Domestic Abuse, Sexual Assault, or Stalking  
 
If you are a victim of domestic violence, sexual assault or stalking, we will not discriminate against you for: taking time off from work 
to obtain or attempt to obtain any relief, including but not limited to, a temporary restraining order, restraining order, or other 
injunctive relief to help ensure the health, safety or welfare of you or your child; taking time off to appear in court to comply with a 
subpoena or other court order as a witness in any judicial proceeding 
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Time off will also be granted, if you are a victim of domestic violence, sexual assault or stalking and need to take time off from work 
to seek medical attention for injuries caused by the domestic violence or sexual assault, to obtain services from a domestic violence 
program, to obtain psychological counseling related to the domestic violence or sexual assault, or to participate in actions to increase 
safety from future domestic violence or sexual assault, including temporary or permanent relocation. 
 
Please provide us with reasonable advance notice before you take time off. If, however, you are unable to provide advance notice, 
please provide proof explaining the reason for your absence within a reasonable time. Proof can be a police report, court order or 
doctor’s or counselor’s note or similar document 
 
You may use available vacation, personal leave, or accrued paid sick leave for your absence. Even if you don’t have paid leave available, 
you still have the right to unpaid time off. 
 
You can ask for a reasonable accommodation to ensure you are safe at work. To facilitate your request, you will need to provide a 
signed statement certifying that your request is for a proper purpose.  We will also need proof of your status as a victim of domestic 
violence. (Any of the proof described above is acceptable.)   
 

R. Time Off for Crime Victims  
 
We will not discriminate against you if you take time off to appear in court to comply with a subpoena or other court order as a witness 
in any judicial proceeding.  You may take time off from work, without fear of discrimination, harassment, or retaliation if you, an 
immediate family member (spouse, registered domestic partner, child, stepchild, brother, stepbrother, sister, stepsister, mother, 
stepmother, father, or stepfather) are a victim of a violent or serious felony, or of felony theft or embezzlement. 
 
Before you may be absent from work under this provision, you must provide a copy of the notice of each scheduled proceeding that 
is provided to the victim by the agency responsible for providing notice, unless advance notice is not feasible.  When advance notice 
is not feasible or an unscheduled absence occurs, no disciplinary action will be taken against you if you, within a reasonable time after 
the absence, provide documentation evidencing the judicial proceeding from any of the following: 

• The court or government agency setting the hearing. 
• The district attorney or prosecuting attorney’s office. 
• The victim/witness office that is advocating on behalf of the victim. 

 
You may use vacation, medical and/or other leave or other accrued time off if available. 
 
If you are a crime victim and suffered direct or threatened harm, you may also be granted leave to be heard at any proceeding where 
your rights are at issue.  Please contact HR for more information regarding leave for proceedings involving crime victims’ rights.  
 

S. Volunteer Civil Service Leave  
 
If you are a volunteer firefighter, peace officer, an employee or member of a disaster response entity sponsored or requested by the 
state, please tell your Supervisor that you may have to take time off for emergency duty.  When taking time off for emergency duty, 
tell your Supervisor before doing so when possible. You are also eligible for unpaid leave for required training.  
 

T. Bone Marrow and Organ Donation Leave of Absence 
 
You will be eligible for up to 30 business days paid leave in any one-year period for organ donation and up to five business days paid 
leave for bone marrow donation.  A 12-month period begins on the date of your first use of bone marrow and organ donation leave.  
To qualify, you may be required to provide us with written verification of your status as an organ or bone marrow donor and the 
medical necessity for the donation.  
 
Leave for organ or bone marrow donation will not be considered a break in your service for the purpose of salary adjustments, sick 
and vacation pay accrual, annual leave or seniority. We may require you to use up to five days of accrued vacation or PTO for bone 
marrow donation leave and up to two weeks of such time for organ donation leave.  Accrued paid sick leave time may be used at the 
employee’s request. 



 

 
   

19 | P a g e  
NOVEMBER 2020 

U. Civil Air Patrol Leave 
 
Volunteer members of the California Wing of the Civil Air Patrol may take up to 10 days of unpaid leave per year when called to 
respond to an emergency operational mission.  To qualify for this leave you must be an employee for at least 90 days immediately 
preceding the commencement of the leave and you will be required to give us as much notice as possible of the intended leave dates. 
 

V. Personal Leave of Absence 
 
We will consider reasonable requests in writing for leave of absence for personal reasons, not to exceed 30 days if you have been 
regularly scheduled to work 30 hours per week or more for six months of employment. You must give a minimum of 30 days’ notice 
except in the case of an emergency. 
 
 

VI. INTEGRITY 
 

A. Conduct 
 
We place a high value on teamwork and ethical conduct.  As a business, we follow the laws and regulations that govern us, and we 
expect you to do the same as an employee.  You must conduct yourself in a manner that will not embarrass or discredit our good 
reputation.  You are expected to give loyal and efficient service and your conduct on and off the job is a direct reflection of us.  Because 
you represent us, the community's impression of you will often be their impression of our entire organization. In your relations with 
others, whether they are co-workers, vendors or customers, you are asked to be courteous, tactful and fair. 
 
Regardless of your classification, status or length of service, you are expected to meet and maintain our standards for job performance 
and behavior.  Although there is no way to identify every possible violation of standards of conduct, the following is a partial list of 
infractions: 

• Conduct which may endanger the wellbeing of any employee or other person on Company premises.  
• Being impaired or under the influence of drugs or alcohol when conducting company business. 
• Falsifying any employment document (including time record), filing a false claim of worker’s compensation or harassment.  
• Dishonesty, theft or unauthorized possession or removal of Company property or property belonging to another employee, 

vendor or customer.  
• Gambling, carrying weapons or explosives, or violating criminal laws. 
• Fighting, throwing objects, horseplay, practical jokes, or other.  
• Engaging in acts of dishonesty, fraud, theft, or sabotage. 
• Posting harassing, threatening, slanderous or malicious posts on social media websites. 
• Threatening, intimidating, coercing, using abusive or vulgar language, or interfering with the performance of other employees. 
• Discourtesy, disrespect, or hostility to our customers, vendors, fellow employees, and supervisors.  
• Insubordination, refusal to comply with instructions, or failure to perform duties which are assigned by either a Lead, 

Supervisor, or member of Manager. 
• Damaging, misusing, losing, or destroying company property due to unauthorized use or careless and willful acts. 
• Performance which does not meet the requirements of the position, including excessive absences or tardiness. 
• Unlawful harassment of any nature, including sexual harassment; unlawful discrimination; or retaliating against any employee 

for raising concerns or complaints about unlawful harassment or discrimination.  
• Other circumstances that we determine warrant corrective action. 

 
Violations of any Company policy may lead to discipline, up to and including termination. 
 

B. Attendance and Related Issues 
 
Timely and regular attendance is a performance expectation of all employees. We expect you to be on-time, have a March and Ash 
shirt on and come to work with a desire to help your co-workers and customers having patience, being friendly, approachable, and 
have a desire to help others regardless of your job. 
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We hired you because we need your efforts to be successful and to meet our customer’s needs. When you are not here or you are 
late, you cannot contribute to meeting our customer’s needs and the responsibility of your work is placed on other employees. Late 
arrival, early departure or other absences from scheduled hours are disruptive and must be avoided. 
 
To ensure adequate staffing, positive employee morale, and to meet customers’ expectations, timely and regular attendance is an 
expectation for all employees.  Employees will be held accountable for adhering to their workplace schedule. In the event an employee 
is unable to meet this expectation, he/she must obtain approval from their supervisor in advance of any requested schedule changes. 
 
It is imperative that you tell your Supervisor/Manager if you will be late, absent, or away from your workstation for an extended period 
and when you expect to return. 
 
Supervisors will work with HR to evaluate extraordinary circumstances of a late, absence or failure to clock-in or clock-out and 
determine whether a disciplinary notice is needed to keep the employee on track. 
 
Excessive lateness and absences are not conducive to your success nor ours and will not be tolerated. Excessive lateness and absences 
will be cause for disciplinary action up to and including termination.  Three days no-call, no-show is considered resignation.  Walking 
off the job without notifying supervisor or lead is terms for immediate termination. 
 

1. Procedure 
 
Absent:  An employee is deemed absent when he/she is unavailable for work as assigned/scheduled and such time off was not 
scheduled/approved in advance as required by department notification procedure. 
 
Late:  An employee is deemed to be late when he/she: 

• Fails to report for work at the assigned/scheduled work time.  
• Leaves work prior to the end of assigned/scheduled work time without prior supervisory approval. 
• Takes an extended meal or break period without approval 

 
Failure to Clock in/out:  Employees are required to follow established guidelines for recording their actual hours worked. A missed 
clock in/out is a violation of this policy and includes: 

• Failure to clock in/out on their designated time clock (Indica Online) at the beginning and/or end of their assigned shift. 
• Failure to clock in/out on their designated time clock for the meal break. 
• Failure to accurately and timely report time worked. 
• Clocking in/out early (or late) of assigned shift without prior approval. 

 
2. Supervisor Notification Procedure 

 
• Employees are expected to notify their supervisor if they will be late for work, will not be at work, or are requesting planned 

time away from work.  
• An employee who fails to call in and report to work as scheduled for three consecutively scheduled workdays will be viewed 

as having abandoned their position and employment will be terminated. The supervisor will notify HR this occurs. 
• Incidents of not following the Supervisor Notification Procedures, including No-Call/No-Show, will be addressed in 

accordance with the Discipline Process. 
 

3. Discipline Process 
 

• Supervisors are expected to monitor their employees' attendance on a regular basis and address unsatisfactory attendance 
in a timely and consistent manner. If supervisors notice a pattern of lateness, absences, or other unscheduled usage of 
accrued time-off banks and/or failures to clock in or out, they should discuss this concern with the employee.  

• When an employee has been previously counseled and the pattern continues, the totality of the circumstances will be 
assessed when determining further disciplinary action. For situations involving suspension or termination of employment, 
the supervisor should consult with HR before taking disciplinary action. 
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Timely and regular attendance is a performance expectation of all employees. Consequently, those employees who have gone through 
the Discipline Process described above will have the behavior documented in their annual evaluation. 
 

C. Drug Free Workplace Policy 
 
Use of any intoxicating or controlled substance on the job adversely affects your work performance, efficiency, safety and health and 
the wellbeing of others.  Our workforce and workplace must be free of illegal substances.  (The term “illegal” includes drugs not legally 
obtainable under federal or state law and prescribed drugs not legally obtained and prescribed drugs not being used for the prescribed 
purposes.)  This requirement is based upon the fact that any measurable amount of an illegal drug may render the employee physically 
or mentally impaired.  While we recognize your right to your own lifestyle, we will not accept the risk that on-the-job or off-the-job 
drug abuse by you may cause or contribute to accidents or other job performance problems. 
 
Furthermore, the use or being under the influence of any legally obtained alcohol or drugs, including marijuana, by you while 
performing Company business or while in our facility is prohibited.  If you feel or have been informed that the use of a legal drug may 
present a safety risk, you are to report such drug use to your Supervisor. 
 
In order to provide you with some guidance concerning unacceptable behavior, we strictly prohibit the following: 

• On-the-job use of or working under the influence of alcohol, marijuana, and/or an illegal substance. 
• Distribution, sale, dispensing, manufacture or purchase of illegal controlled substances or controlled substances used in an 

illegal way at the worksite. 
• Driving a Company vehicle at any time, or your personal vehicle on Company business, while under the influence of alcohol, 

marijuana, or an illegal substance. 
• The use of, or working under the influence of, any controlled substance, including prescription or over-the-counter drugs, if 

such use or influence may affect the safety of co-workers, members of the public, your job performance or the safe or 
efficient operation of our facility. 

 
If you violate the above rules and standards of conduct, we may bring the matter to the attention of appropriate law enforcement 
authorities. 
 
If you have chemical dependencies (alcohol or drugs), we will encourage you to seek treatment and/or rehabilitation.  To this end, if 
you desire such assistance you should request a treatment or rehabilitation leave. 
 
We will reasonably accommodate an employee who wishes to participate in an alcohol or drug rehabilitation program.  There will be 
a guarantee of a job upon the employee’s timely return from the approved leave.  If you are unable to perform your duties, or cannot 
perform the duties in a manner which would not endanger your health or safety or the health or safety of others, because of your 
current use of alcohol or drugs, you may be subject to discipline, without regard to your eligibility for a leave of absence. 
 

1. Reasonable Suspicion Testing 
 
You will be tested for the presence of drugs and/or alcohol if reasonable suspicion exists to indicate that your ability to perform your 
work or to work safely may be impaired.  Also, if there is reasonable suspicion of your possession, distribution, dispensing, manufacture 
of drugs or usage of alcohol or drugs at the workplace, reasonable suspicion testing will be required. 
 
If you fail the drug test and/or have alcohol present at the levels set forth by us or if you refuse or otherwise fail to comply with the 
required suspicion-based testing process you will be subject to immediate suspension followed by termination of employment. 
 

2. Medical Marijuana 
 
The possession of a medical marijuana card will not insulate you from negative consequences for violating the provisions of this 
section. 
 
 

[policy continues on next page] 
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3. Off-the-Job Conduct 
 
Based on the judgment of management regarding the circumstances of the case, you may be referred for treatment/rehabilitation 
rather than subjecting you to disciplinary action for violation of this policy. 
 

4. Rehire Following Termination for Substance Abuse 
 
If your employment is terminated for violation of the policy, you may be considered for rehire after one year following termination 
and upon providing competent written medical opinion attesting to your full recovery from drug/alcohol abuse. 
 

D. Workplace Violence 
 
We do not tolerate threats or acts of violence in the workplace, and workplace security is an integral part of our Injury and Illness 
Prevention Program.  This includes such things as physical violence and fighting, but also includes vulgar or abusive language, 
threatening, intimidating or coercive behavior aimed directly or indirectly at any employee or person doing business with us.   
 
 All employees should treat each other in a considerate and respectful manner. You should feel free to report, without fear of 
retaliation, any condition that you believe poses a safety, health or security risk in the workplace.  We will investigate such reports 
promptly and thoroughly and take appropriate corrective action to support this policy.  We will consider any comments or jokes 
regarding threats of violence as serious, and deal with them as outlined above. 
 

E. Workplace Weapons Policy 
 
In order to ensure a safe environment for employees and customers, we prohibit the wearing, transporting, storage, or presence of 
firearms or other dangerous weapons in our facilities or on our property.  Any employee in possession of a firearm or other weapon 
while on our facilities/property or while otherwise fulfilling job responsibilities may face disciplinary action including termination.  
Possession of a valid concealed weapons permit authorized by the State of California is not an exception under this policy. 
 
Firearms or other dangerous weapons mean: 

• Any device from which a projectile may be fired by an explosive 
• Any simulated firearm operated by gas or compressed air 
• Sling shot 
• Sand club 
• Metal knuckles 
• Any spring blade knife 
• Any knife which operates or is ejected open by an outward, downward thrust or movement 
• Any instrument that can be used as a club and poses a reasonable risk of injury 

 
This policy does not apply to: 

• Any law enforcement personnel engaged in official duties 
• Any security personnel engaged in official duties 
• Any person engaged in military activities sponsored by the federal or state government, while engaged in official duties 

 
Staff or security personnel will request any client or visitor found in possession of a firearm or other dangerous weapon to remove it 
from the facility. The client or visitor may also be removed from the property, and local law enforcement authorities will be notified 
promptly. 
 

F. Confidential Information 
  
Our product designs, production processes, corporate policies, personnel records, procedures and manuals, customer lists and 
business records are assets. It is important that this information is kept confidential for Company use only. 
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It is understood and agreed between us that confidential Company or customer information is not to be disclosed to people outside 
of our Company, or to other employees who do not have a legitimate need to know without prior approval from your Supervisor.  
 

G. Customer Relations 
 
Every contact with a customer must result in a satisfied customer.  They should always be treated with the highest standards of 
professionalism and courtesy, even if the individual does not reciprocate. Remember it is the customer who make us successful and 
will help us to continue to grow. 
 

H. Customer Complaints 
 
Customer complaints are bound to happen. We want to ensure you are equipped with the knowledge to make the experience for our 
customer a positive one. “LAST” is an easy-to-remember acronym to remember when working with customers, clients, and guests 
through their problems: 
 
  L – Listen 
  A – Acknowledge / Apologize 
  S – Solve 
  T – Thank 
 

1. Listen 
 
First, listen to their complaint. Often, customers just want to be heard! By listening, and giving them your undivided attention, you 
show that you care about them, their business and solving their problem. 
 

2. Acknowledge / Apologize 
 
Next, apologize if this is something that could have been prevented. If you made a mistake, or one of your employees messed up, 
apologize. But if the problem was outside of your control, simply acknowledge it. Do NOT apologize for how the customer feels. “I’m 
sorry you feel that way” means you don’t agree with them. 
 

3. Solve 
 
Now that you know what the problem is, find a solution. Try to compensate your client with what they lost. For example, if the problem 
cost the client money, reimburse them. If the problem cost the client time, how can you give them some time back? 
 
 

4. Thank 
 
Finally, thank your client for bringing his/her complaint to you. They easily could have kept this to themselves or ranted on social 
media but instead, they took the time to bring their problem to you. 
 

I. Conflicts of Interest 
 
You have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  Business dealings 
with outside firms should not result in unusual gain from those firms.  Unusual gain refers to bribes, product bonuses, special fringe 
benefits, unusual price breaks and other windfalls designed to ultimately benefit you.  Promotional plans that could be interpreted to 
involve unusual gain require specific executive-level approval. 
 
An actual or potential conflict of interest occurs when you are able to influence a decision that may result in a personal gain for you 
or for a relative as a result of our business dealing.  No presumption of guilt is created by the mere existence of a relationship with 
outside firms.  However, if you have any influence on transactions involving purchases, contracts or leases, it is imperative that you 
disclose the existence of any actual or potential conflict of interest so that safeguards can be established to protect all parties. 
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J. No-Solicitation Rule 
 
Solicitation of any type by you during working time is prohibited.  Distribution of literature of any type or description by you at work 
is prohibited.  
 
Working time includes the working time of both the employee doing the soliciting and distributing and the employee to whom the 
soliciting or distribution is being directed.  Working time does not include meal periods, rest periods or other specified periods during 
the workday when employees are not engaged in performing their work tasks. 
 
Solicitation or distribution of literature by non-employees on our property is always prohibited. Any such incidents should be reported 
to Management immediately. 
 

K. Gifts and Tipping 
 
Every customer is entitled to efficient and courteous service.  Since such service is given impartially to all, tips or gratuities are not 
expected.  However, if tips are received, they will be reported to and collected by a store manager to be distributed among all customer 
facing employees, including the receptionist. Failure to report a tip to the manager shall be grounds for immediate termination. 
 

L. Use of Electronic Communication Devices and the Internet 
 
We provide access to electronic communication devices, equipment, and technology, including, but not limited to, telephones, 
electronic mail, voice mail, computers and the Internet.  We utilize surveillance equipment in the interior and exterior areas of our 
office buildings. 
 

1. Ownership of Systems and Data 
 
All messages, materials, information and software created, transmitted, downloaded, received or stored on our computers or other 
electronic or telephone systems are our property.  We reserve the right to monitor, retrieve and read any data composed, sent or 
received, utilizing our systems.  You should be aware that, even when a message is erased or a website page is closed, it is still possible 
to recreate the message or locate the site.  Messages on these systems are considered a business communication and are not private 
employee communication.  Furthermore, all communications, including text and images, may be disclosed to law enforcement or 
other third parties without the prior consent of the sender or the receiver. 
 
We reserve the right to monitor all Company computer and electronic equipment, including voice mail, electronic mail and Internet 
accounts. You should not consider Internet usage or voice and electronic communications on Company property to be private.  All 
passwords must be made known to the appropriate representative so that we may access your system at any time, including when 
you are absent.   
 

2. Authorized Access 
 
You should only access messages, files or programs, whether computerized or not, that you have permission to enter.  Unauthorized 
review, duplication, dissemination, removal, damage or alteration of files, passwords, computer systems or programs, voice mail 
messages, or other Company property or improper use of information obtained by unauthorized means, will not be tolerated.  Such 
information includes, but is not limited to, confidential information such as customer data, trade secrets, personnel information or 
other material covered by our confidential information and conflict of interest policy. 
 

3. Acceptable Use 
 
When you access the Internet, voice mail or electronic mail systems you are representing us.  You are responsible for ensuring that 
you use these systems in an effective, ethical and lawful manner. 
 
Harassment, nondiscrimination and solicitation policies all extend to such use.  Sending, saving or viewing offensive material on the 
Internet is prohibited.  Similarly, voice mail, text, electronic mail, or other digital messages may not contain content that is offensive 
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or disruptive to any employee.  Offensive material includes, but is not limited to, sexual comments, jokes or images, racial slurs, 
gender-specific comments or any comments, jokes or images that would offend someone on the basis of his or her age, disability, 
gender, race, religion, national origin, physical attributes, sexual orientation or any other characteristic or activity protected by 
applicable law.  Any use of the Internet, company provided equipment or other electronic systems to harass or discriminate is strictly 
prohibited. 
 

4. Employee Responsibility 
 
You are responsible for the content of all text, audio or images that you place or send.  All messages communicated on the Internet 
or company provided equipment should have your username attached.  Messages may not be transmitted using someone else’s name 
or under an assumed name.  If you wish to express personal opinions on the Internet, you are encouraged to obtain your own 
username on other Internet systems. 
 

5. Software 
 
Any software, applications, or other material downloaded into computers may be used only in ways that are consistent with the 
licenses and copyrights of the vendors, authors, or owners of the material.  Prior written authorization from us is required before 
introducing any software into the computer system.  To prevent computer viruses from being transmitted through the system, you 
are not authorized to download any software into your computer or any driver - this includes any entertainment software or games.  
If you are interested in obtaining software from the Internet, you should receive appropriate authorization from your Supervisor. 
 

6. Email and Slack Message Retention Policy 
 
Email or instant message records should be treated like other business records when it comes to record retention schedules.  Emails 
should not be stored for longer than necessary so that they do not unnecessarily utilize computer storage space.  Consult our record 
retention guidelines or consult your Supervisor. 
 

7. Social Media 
 
Surfing the web, checking personal social media sites, shopping online, or playing games for non-business-related purposes on 
Company computers without prior approval is prohibited during work time.   
  
Company communications and computer technology are designed and intended for work.  Do not use any work-related social media 
tools (blogs, LinkedIn account, Facebook, etc.) unless you have received training and approval to use these tools.  Do not use social 
networking accounts to harass, threaten, libel, defame, or discriminate against co-workers, managers, customers, or anyone else.  
Posting of pictures or video that take place at a Company location or venue in uniform, or in any other way connected to the work 
environment should be approved by your Supervisor prior to posting. 
 
At all times any electronic communications and social networking activities for work-related purposes must maintain and reflect our 
standards for professionalism.  You must comply with all policies which cover confidential information and trade secrets.  If you review 
or make a statement about a product that we are a producer or marketer for, or you receive compensation or free merchandise for 
reviewing a product, the relationship must be disclosed.   
 

M. Personal Property/Inspections 
 
To keep your valuable belongings safe, it is best to leave them at home and not bring them to work.  Personal items, coats, purses, 
lunches, etc. may be stored in your desk or in a designated storage area.  While you are on Company property, these items or any 
other personal property may need to be inspected because of safety, health, security or other concerns. If any of your personal items 
are missing due to theft or carelessness, we are not responsible. 
 
 

[policy continues on next page] 
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N. Unauthorized Removal, Use or Possession of Company Property 
 
Company property includes, but is not limited to Company vehicles, equipment, tools, office equipment, documents and files.  
Company property may only be used on authorized jobs and may not be used by employees for personal purposes.  At no time may 
an employee or friend/relative of an employee remove or keep in their personal possession any property without approval from the 
[Insert, e.g., COO or CEO].  We reserve the right to notify the appropriate authorities with the names of the individuals involved in the 
unauthorized possession of Company property. 
 

O. Mobile Phones 
 
The use of personal phones is prohibited during working hours unless you are on a designated rest or meal period or are authorized 
to use it for business.   Your phone should always be turned off and stored away from your work area.    
 
Except in the case of an emergency, you are prohibited from texting and are required to use a hands-free device when using a phone 
while operating a motor vehicle. Whenever feasible, you should safely pull off the road to use a phone. 
 
Employees are prohibited from using the camera feature on their cell phone or wireless handheld device for non-business purposes.   
 
Non-exempt employees must have prior approval before using their mobile phone for business purposes after regularly scheduled 
work hours.    If you do utilize your cell phone or wireless handheld device for business after regularly scheduled work hours, you must 
report that work time to your Manager immediately. 
 

P. Personal Business at Work 
 
Be sure to take care of your personal affairs when you are not at work.  This includes receiving personal mail, cashing personal checks 
and using the telephone for personal reasons.  You are permitted to use Company phones to place or receive brief personal calls while 
you are on the job if this practice does not become excessive.  
 

Q. Dating in the Workplace/Consensual Relationships 
 
We realize that romantic relationships may occur in the workplace.  To ensure a relationship does not violate our harassment policy, 
employees who enter such relationships must notify their Supervisor of the relationship and review the policy prohibiting harassment 
in the workplace.  It is the responsibility of each party to ensure that they conduct themselves in a completely professional manner, 
will not engage in offensive work behavior, and that the romantic relationship will not adversely affect an employee’s individual work 
performance. 
 
However, we do prohibit such relationships in the event they involve a Supervisor and subordinate.  Romantic relationships between 
a Supervisor and subordinate can be harmful not only to the people involved but also to the work group in general and therefore they 
are prohibited.  Employees involved in such relationships will be reassigned when possible. 
 

R. Employment of Relatives 
 
You may not be placed into a position where you are the immediate supervisor or have a direct or indirect line of authority over 
another family member. If you become related during employment, action may be taken so that there is no reporting relationship. 
Relatives include an employee's parent, child, spouse, registered domestic partner, sibling, in-laws and step relationships. Exceptions 
to this policy can only be approved by the CEO or COO. 
 

S. Outside Employment 
 
We have no objection to you holding another job if you effectively meet the performance standards for your job with us. We ask that 
you think seriously about the effects extra work may have on the limits of your endurance, your overall personal health and your 
effectiveness.  We will hold all employees to the same standards of performance and scheduling demands and cannot make exceptions 
for employees who also hold outside jobs. You may not solicit any customer to perform any work, service, installation or repair of the 
type performed by our Company.    
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VII. ON THE JOB 
 

A. Promotions 
 
It is our policy, where possible, to promote qualified personnel from within.  Open positions will be posted and may be open to the 
public as well. If you are promoted to a new position, you will be given up to thirty calendar days to demonstrate your ability and 
qualifications to satisfactorily perform the full duties required of the new position.  If you do not perform satisfactorily within such 
time, you may be returned to the position you formerly held at the appropriate wage for the position you formerly held. 
 

B. Transfers/Shift Exchanges 
 
You may request a transfer to another department and all requests will be processed based on ability, qualification, length of service 
and our needs.   
 
If you wish to exchange shifts with a co-worker, you must make the request via the scheduling software and obtain your Supervisor's 
approval in advance.  If your shift swap or drop is not picked up, then you are expected to fulfill your shift. 
 

C. Personal Information 
 
It is your responsibility to immediately advise your Supervisor of any change in your personal information, such as your telephone 
number, address or name.  It is important, and to your benefit, that this information be accurate and timely. 
 

D. Personnel Files 
 
Upon written request, you may inspect your own personnel file and may take notes on any material contained therein.  If you wish to 
inspect your file, please let your Supervisor know so an appointment may be scheduled.  If you wish copies made of any document, a 
reasonable fee will be charged. Materials maintained in your personnel file will not be disclosed to anyone except upon prior written 
authorization from you, in compliance with a lawfully served subpoena or at the request of law enforcement agencies. 
 

E. Leaving our Company 
 
If you find it necessary to resign, you are requested, but not required, to give advance notice of at least two weeks in writing indicating 
the last day of work and the reason for your resignation.  This date will be considered the effective date of your resignation.  If you 
resign or are terminated for any reason during your employment, you will receive accrued and unused PTO/vacation benefits.   
 
The final wages for employees who resign with at least 72 hours’ advance notice will be provided on their last day of work.  Employees 
who do not give such notice will receive their wages within 72 hours of their resignation date. 
 
Your final wages will be available for you to pick up at the office during normal business hours.   
 
An exit interview may be scheduled which will allow you to share your thoughts and experiences while working with us. Letters of 
reference generally will not be given to employees.  Exceptions to this policy may occur only upon the written approval of the CEO or 
COO. 
 

F. On-the-Job Illness/Injury/First Aid 
 
If you receive an injury while on the job or in the course of employment, IMMEDIATELY report to your Supervisor the following 
information: time of accident, location where the accident occurred, circumstances of the accident, description of the injury and any 
witness(es) to the accident. 
 
Injuries that you may feel are minor at the time of the accident may develop further complications.  Report all accidents to your 
Supervisor IMMEDIATELY for your protection. 
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You may elect, either at the time you are hired or later in your employment, to be treated by your own pre-designated personal 
physician in the event of an injury on the job.  You must notify the Office Manager in writing prior to the date of an injury that this is 
your wish. “Personal physician” is defined as your regular primary care physician or surgeon who has directed medical treatment on 
previous occasions and who retains your medical records and agrees to be pre-designated. 
 

1. Non-Retaliation 
 
Employees have a right and are therefore encouraged to report any workplace injury or illness.  Employees who report workplace 
illnesses or injuries are expressly protected from retaliation and no adverse action will be taken against employees for doing so. If 
employees believe that adverse or retaliatory action has been taken, they should immediately report such actions to HR or any 
company official not involved in the complaint. 
 

G. Company Vehicles 
 
You must observe all laws and safety guidelines while using a vehicle and smoking is always prohibited within the vehicle. 

 
We will be responsible for all necessary repairs and maintenance.  If any repairs are needed, you must bring them to the attention of 
management as soon as possible.   
 

1. Gasoline Credit Cards 
 
Gasoline credit cards are to be used for the exclusive purpose of refueling Company vehicles.  Employees are not authorized to 
purchase food or other store items with the gas card.   
 

H. Personal Vehicle Use 
 
You will receive a reasonable mileage reimbursement whenever you are required to use your own vehicle to perform Company 
business.  We will not pay for any fines or tickets you receive while driving on Company business.  You should not have any passengers 
in the vehicle with you, unless you have approval. 
 
In order to drive a vehicle for the Company, you must have proof of insurance, a valid driver's license, be insurable by our insurance 
carrier and maintain a safe driving record. 
 

VIII. GENERAL INFORMATION 
 

A. Bulletin Board 
 
We use a bulletin board to keep you up to date on policies, notices and events.  You are responsible for keeping up to date by reading 
the bulletin board. Bulletin boards are not intended for the personal use of employees, and only authorized notices may be posted. 
 

B. Safety  
 
To assist in providing a safe and healthy work environment for employees, customers and visitors, we provide information to 
employees about workplace safety, health and security issues through regular internal communication channels such as employee 
meetings, bulletin board postings, memos or other written communications. 
 
You are expected to obey safety rules and to exercise caution in all work activities.  Please immediately report any unsafe conditions 
to your Supervisor.   
 
If you notice a suspicious person on the premises or observe any unusual, peculiar activities, you must immediately notify your 
Supervisor or a Security Guard.  There are designated areas which are restricted to authorized employees only such as the back-storage 
areas.   
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C. Packages 
 
All packages, handbags or containers brought into or taken out of the facility are subject to inspection. 
 

D. First Aid 
 
A first aid kit is available for use in the event of minor injuries.  It is in the Security Office. Should an injury occur, use common sense 
and do not hesitate to use 911 in the case of an emergency.  You should be familiar with the safety and first aid procedures listed in 
your operational manual. 
 

E. Visitors 
 
Visits of a personal nature by former employees, members of your family or friends, are not permitted without prior arrangements 
being made with your Supervisor. 
 

F. Housekeeping 
  
You are responsible for maintaining your individual work area in a clean, neat and functional manner.  The eating of snacks or foods 
and drinking of liquids at workstations using computer terminals should be limited.  Extra caution should be used in those areas 
regarding prevent staples, paper clips and foreign materials from entering the keyboards.  Lunch or break rooms are the responsibility 
of all employees and must be maintained in a presentable manner. Guests may use those facilities and they should not be subjected 
to dirty dishes, food particles or spilled liquids.   
 

G. Parking 
 
Please park in your designated area and avoid spaces reserved for clients, customers, guests, residents/patients, disabled persons or 
visitors. 

 
H. Smoking/Tobacco Use 

 
Smoking, including the use of vaporizers or “vape” pens, is prohibited in all areas of the buildings and property.  Smoking is only 
permitted off-property, such as across the street or in your car.  Additional breaks for the purpose of smoking or the use of tobacco 
products will not be provided to any employee. 
 

I. Questions/Suggestions 
 
You are encouraged to ask questions and make suggestions.  Your manager/supervisor and HR are always available to answer 
questions.  You can contact HR by sending an e-mail to hr@marchandash.com. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
   

30 | P a g e  
NOVEMBER 2020 

ACKNOWLEDGMENT OF RECEIPT OF HANDBOOK 
 
If I am a nonexempt employee, I understand that I will be authorized and permitted to take an unpaid, duty-free meal period of no 
less than 
30 minutes whenever I exceed five hours in a workday.  The meal period should begin prior to completing my fifth hour of work unless 
I am scheduled to work six (6) hours or less, and we agree that the meal period may be waived.  I understand I am authorized and 
permitted a second unpaid, duty- free meal period of thirty minutes whenever I work for a period of more than 10 hours in any 
workday. 
 
If I am a nonexempt employee, I also understand that, after I have worked at least 3.5 hours, I am authorized and permitted to take 
one, ten-minute paid rest break for every four hours worked or major fraction thereof. I further understand that the rest period should 
be taken as close to the middle of each 4 hour work period as possible. 
 
I understand that I can and should report any workplace concerns, problems, and suggestions with my immediate Supervisor, Human 
Resource representative or management. If the nature of the matter is such that I would prefer not to discuss it with a particular 
person, I may discuss it with any level of management without fear of reprisal. 
 
I also acknowledge that this Employee Handbook supersedes and replaces any other employee handbook or similar document that 
may have been previously distributed. I further acknowledge that my employment is at-will and is not for a specified period and can 
be terminated at any time for any or no reason, with or without cause or notice. 
 
By my signature below, I acknowledge that I have received a copy of this Employee Handbook.  I also acknowledge that I have read 
and understand the contents of the Employee Handbook, and I (check one) do ¨ do not ¨ want to discuss the handbook or any 
particular policies, benefits or procedures described in it with my Supervisor or another Company official. 
 
 

  
Printed Name Date 
 
 
 

 

Signature  
 
 




