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Vertically Aligned 
 
The implementation of vertical alignment within the cannabis space ensures sustainability, 
provides enhanced efficiencies, and most of all facilitates product quality control at every level.  
As a retailer, manufacturer, and distributor, LEEF Holdings powers 20+ brands and 
manufacturers, and its products are on the shelves of 600+ licensed dispensaries and 450+ 
wellness retailers with strategic partnerships with Nordstrom and Marriott.  LEEF brings local, 
fresh product to market from boutique farms through its distribution hub (known as LEEF 
Distribution Co., a LEEF Holdings company).  At the “end” of the supply chain is LEEF retail, 
including its high-end Palm Desert location “The Leaf” with a carefully curated selection of 
cannabis products. 
 

 
 

 

 

 

                         
Additional information may be found at: https://www.LEEFca.com.  
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LEEF sources adult-use cannabis and cannabis products from licensed local distributors, as well 
as popular products from well-known brands.  LEEF’s robust product menu and pricing model 
offers choices for patrons of all budgets and needs including various THC and CBD potencies.   
LEEF’s business model and proven plans of action will be a great opportunity for the  
City of El Centro to choose a professional and experienced organization to operate a 
Commercial Cannabis Retail Storefront within its community. 

 

Best Practices Summary 
 
LEEF implements industry best practices in its retail storefront operations, participating in 
conferences, events, and symposiums where the company shares its own successes and learns 
from others.  Not only does LEEF have a deep understanding of current State laws and 
regulations, the company is a leader in implementing policies and practices that exceed 
requirements.  LEEF has long been a leading proponent of regulating the cannabis market in 
California.  Regulation brings safer products to market due to required laboratory testing, 
packaging and labeling, and other security requirements. 
 
Detailed discussion of LEEF’s best practices can be found in the Operating Plan section of the 
Business Plan below, including the following important areas: 
 

• Onsite Retail Storefront Management 

• Packaging Labeling, and Exit Bags 

• Daily Sales Limits 

• Cash Management 

• Safe/Security Room 

• Business Hours Operations and After Hours 
o The Daily Operating Schedule 
o Closing Procedures 

• Enhanced Product Safety 

• Secure Inventory Storage 

• Inventory Tracking 

• Track and Trace System Requirements 
o Receiving of Cannabis Products 
o Return of Cannabis by Patrons 
o Return of Cannabis to Distributors 
o Destruction of Cannabis 
o Transfer of Cannabis for Destruction 
o Inventory Reconciliation 
o Diversion Prevention 

• Cannabis Products Return and Recall 
o Return Policy for Cannabis Products 
o Recall of Cannabis Product 
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OWNER QUALIFICATIONS & MANAGEMENT TEAM 
 
The management team is regionally local and heavily involved in day-to-day operations at LEEF, 
ensuring the highest excellence in retail services, inventory management, regulatory 
compliance, and safety and security.  They are in charge of implementing all standard operating 
procedures, periodically reviewing and updating plans, and auditing financial projections and 
reports.  The LEEF management team is a strategic group of executives with backgrounds 
spanning multiple industries including retail, pharmaceutical, and coupled with an intimate 
understanding of all aspects of the cannabis industry, creating a platform for long-term success. 
LEEF successfully raised forty million in capital, built the largest most sophisticated 
manufacturing facility and quickly became the top oil producer in the state of California. As an 
omnichannel brand, LEEF CBD Wellness products can be found nationwide and through 
strategic partnerships with Nordstrom and Marriott. 
 
Committed to community, LEEF continues to work hand-in-hand with the city of Willits and 
recently donated $25,000 to the Willits Fire Department. 
 
 
MICAH ANDERSON 
CEO & Co-founder of Leef EC Retail, LLC 
 
Mr. Anderson is a serial entrepreneur and the CEO of Leef EC Retail, LLC as well as founder of 
LEEF Holdings.  He is responsible for setting and delivering on the overall strategy of the 
company.  Micah has extensive experience in all aspects of the cannabis industry and currently 
holds every cannabis license type.  Under his leadership, LEEF has recruited a world-class team 
of executives and board members, developed distribution relationships with leading retailers in 
the U.S., and has built the most sophisticated extraction facility in North America.  Micah has 
raised private equity and institutional debt to capitalize the Company and has negotiated a 
wide range of complex sourcing and operating agreements.  Recognized at the federal and state 
level as a key opinion leader, Micah speaks regularly at conferences and advises government 
officials on public policy matters. 
  
Micah has built a results oriented corporate culture at LEEF focused on achieving the company’s 
mission and on delivering market beating returns for shareholders.  
 
 
EMILY HEITMAN 
COO & Co-founder of Leef EC Retail, LLC 
 
Ms. Heitman is a self-starter with an entrepreneurial mind that has a unique balance of 
creative, out-of-the-box thinking as well as being strategic and focused.  She possesses an 
unparalleled attention to detail and makes sure every dollar spent counts.  Emily has led the 
marketing and creative process for multimillion-dollar brands as well as played an integral role 
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in a handful of start-up companies wearing multiple hats from operations to sales and brand 
image.  
 
As the COO of LEEF Holdings, Emily has been intimately involved with every aspect of the 
cannabis industry from manufacturing to distribution and overseeing the company’s CPG 
brands positioning in their respective spaces.  Emily oversees all day to day operations, strategic 
accounts, marketing initiatives, and strategic product merchandising and launches.  Emily has 
bridged her pharmaceutical foundation to the cannabis industry and speaks regularly at 
industry conferences.  She has played an integral role in evolving the social stigma through 
education.  
 

Management Staff & Key Personnel 
 
LEEF intends to hire local management staff.  Each person will be required to submit the 
requisite background checks and Live Scan.  The following key personnel have helped shape 
LEEF’s local operations into the successful operation it has become today.
 
 
Haleigh Roach  
General Manager, Leef EC Retail, LLC 
 
Ms. Roach was the former the General Manager of Golden State Greens in San Diego.  She has 
been working in the cannabis industry since 2018 and has experience working under all license 
types. 
 
Ms. Roach oversees the day-to-day operations at LEEF, using expert knowledge she has 
acquired over the years, she is able to navigate the intricacies associated with each license type 
and ensure compliance and regulatory standards are upheld across the board.  She has 
welcomed cannabis regulation and believes that the restrictions and rules placed on these 
items help to guarantee the products being sold to the consumer are safe, clean products that 
have met all packaging and testing requirements put forth by the State of California. 
 
Her knowledge of cannabis products and managing the distinction between medicinal-use and 
adult-use is a valuable asset.  With this knowledge she leads her organization in ensuring all 
employees receive extensive training on job responsibilities, laws and regulations, inventory 
control, human resources, and product knowledge.  
 
Ms. Roach has also helped in the process of creating and maintaining a Track and Trace system 
that meets the needs of cannabis businesses.  Ms. Roach is aware that cannabis industry 
requirements are ever-changing and takes the time to ensure all new regulations are satisfied. 
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Phase 3:  Opening Working Capital 
 

 
 
  

Initial Cash Reserve / Initial Period Losses     

Initial Salary Reserve - Preopening Training       

CPU Monitors / CPU's / Laptops         

Software         

Security System       

Printers         

Scales         

Furniture & Furnishings       

Opening Inventory     

Total     
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BUDGET – Operations, Years 1-3  
 

 
  

Year 1 Year 2 Year 3

Testing, Misc. $                                                

Inventory $                                 

Supplies $                                            

Computer and Internet Expenses $                                                      

Alarm $                                                         

Others $                                                      

POS Services $                                                

Legal & Professional Fees $                                              

Events $                                                

Others $                                                

Print $                                              

Promotional Material $                                                

Radio $                                                

Weedmaps $                                          

Meals & Entertainment $                                                  

Office Expense $                                                

Other - Selling, General, & Admin $                                                

Health Insurance Expense $                                          

Payroll Expenses $                                 

Payroll Taxes $                                          

Property Taxes $                                                      

Rent Expense $                                          

Security $                                          

Telephone Expense $                                                

Travel $                                                

Electric $                                                

Water $                                                    

Insurance Expense (GL, WC, etc.) $                                          

Total $                             
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PROOF OF CAPITLIZATION 
 
Summary of LEEF accounts under the control of Micah Anderson and Emily Heitman: 
 

 
 
See Appendix A for copies of bank statements under LEEF Holdings’ control as of October 31st, 
2020. 
 
 
  

Bank Statements

707 $     

Holdings $        

Paleo Paw $          

Paynes $          

Parke $     

Total Bank Balance $     

Safe Balance

LEEF La Jolla $            

LEEF Willits $          

Paynes La Jolla $            

Paynes Willits $          

707 La Jolla $        

707 Willits $        

Total Safe Balance $        

Total Cash as of 10/31/20 $     
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PRO FORMA – Operations, Years 1-3 

 
The following Profit & Loss and Cash Flow pro forma are rooted in past experience based on 
existing location data.  Demographics and expected competitor makeup were taken into 
account to then create financial projections for our proposed location at 739 N. Imperial Ave., 
El Centro.  For example, whereas the immediate population level is significantly lower than the 
San Diego County site referenced in the table below, the median household income level is 
comparable and traffic counts along Imperial Ave. are quite strong. 
 
The Reference Site was used as it has been operating for several years now and reached 
stabilized cash flows, allowing for more precise forecasting for LEEF’s El Centro location.  These 
financial projections may even be conservative given the 739 Imperial Ave. location’s visibility in 
a high traffic commercial district, compared to the Reference Site’s location in an industrial 
area. 
 

 
 
 

(Pro Forma Statements begin next page…) 
  

Radius: 3 miles 5 miles 3 miles 5 miles

      $ 

     j    

36K at Imperial Ave. & El Centro 

Ave.

1  $ $ 
8.3K at reference site's frontage. 

48.2K at nearest main road.

Population Income

LEEF El Centro - 739 N. Imperial Ave.

Reference Site (stabilized partner location in S.D. County)

Traffic Count
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P&L Pro Forma, Year 1 Monthly 
 

 
 

Cash Flow Pro Forma, Years 1-3 
 
Cash Flow Pro Forma – Pre-Revenue  
 

 

Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 Month 7 Month 8 Month 9 Month 10 Month 11 Month 12 Total

Income

Sales - Delivery

Sales - Storefront

Total Income

Cost of Goods Sold

COGS-Testing/Misc.

Product Cost

Supplies

Total Cost of Goods Sold

Gross Profit

Gross Margin

Expense

Computer and Internet Expenses

Alarm

Others

POS Services

Legal & Professional Fees

Events

Others

Print

Promotional Material

Radio

Weedmaps

Meals & Entertainment

Office Expense

Other - Selling  General  & Admin

Health Insurance Expense

Payroll Expenses

Payroll Taxes

Property Taxes

Rent Expense

Security

Telephone Expense

Travel

Electric

Water

Insurance Expense (GL  WC  etc.)

Total Expense

EBITDA

Other Expense

Amortization Expense

Depreciation Expense

Community Benefit (5% of Gross)

Comm. Benefit  (add t onal 5% of EBITDA)

State Tax

Total Other Expense

Net Income

OPERATING ACTIVITIES

Net Income               

Adjustments to reconcile Net Income

to net cash provided by operations:

Inventory               

Preopening Training, POS, etc.               

Net cash provided by Operating Activities               

INVESTING ACTIVITIES

Building               

LHI               

Permits               

Fixed Assets               

Net cash provided by Investing Activities               

FINANCING ACTIVITIES

Owner's Equity               

Net cash provided by Financing Activities               

Net cash increase for period               

Cash at end of period               
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Cash Flow Pro Forma – Year 1  
 

 
 
Cash Flow Pro Forma – Year 2 
 

 
 
Cash Flow Pro Forma – Year 3 
 

 
 

OPERATING ACTIVITIES

Net Income

Adjustments to reconcile Net Income

to net cash provided by operations:

Inventory

City Tax Payable

State Tax Payable

Net cash provided by Operating Activities

INVESTING ACTIVITIES

Accumulated Amortization

Accumulated Depreciation

Net cash provided by Investing Activities

Net cash increase for period

Cash at beginning of period

Cash at end of period

OPERATING ACTIVITIES

Net Income  

Adjustments to reconcile Net Income

to net cash provided by operations:

Inventory ) 

City Tax Payable  

State Tax Payable  

Net cash provided by Operating Activities  

INVESTING ACTIVITIES

Accumulated Amortization  

Accumulated Depreciation  

Net cash provided by Investing Activities  

Net cash increase for period  

Cash at beginning of period  

Cash at end of period  

OPERATING ACTIVITIES

Net Income   

Adjustments to reconcile Net Income

to net cash provided by operations:

Inventory   

City Tax Payable   

State Tax Payable   

Net cash provided by Operating Activities   

INVESTING ACTIVITIES

Accumulated Amortization   

Accumulated Depreciation   

Net cash provided by Investing Activities   

Net cash increase for period   

Cash at beginning of period   

Cash at end of period   
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Estimated Community Benefit and Local Sales Tax Revenue 
 
The LEEF El Centro dispensary will continue to follow the LEEF Holdings’ vision and ethos:  to 
benefit the El Centro community, draw tourism, and become a destination that showcases the 
California cannabis culture in a well-designed, state-of-the-art cannabis retail store.  As 
demonstrated in our Security Plan, our core design concept is founded in crime prevention 
through environmental design, state of the art security systems, and expert third-party security 
personnel.  In keeping with LEEF’s philanthropic commitment for all our businesses, the El 
Centro retail store will provide a revenue source for the City of El Centro’s Community Benefit 
Program to further the City’s objectives and strategic priorities in support of quality-of-life 
programs.  
 
In addition to the required contribution of 5% of gross sales, this financial plan contemplates 
that LEEF will contribute up to 5% of its annual profits (EBITDA) to charities that serve the local 
community.  LEEF suggests that community leaders select which charitable organizations they 
feel are most likely to further the City’s goals to address public outreach and educational 
activities in the areas of public health impacts and risks of cannabis use and addiction among 
local youth.  LEEF is happy to negotiate with the City of El Centro to establish a fair and 
beneficial contribution to facilitate these goals for the good of the community. 
 

 
 
(Local & County Sales Taxes = estimated local allocation.) 

 
 

OPERATING PLAN 
 

Operational Summary 
 
A new business entity (“Leef EC Retail, LLC”) has been formed for the improvement and 
operation of the proposed Commercial Cannabis Business (“CCB”) consisting of a storefront 
retail dispensary at 739 North Imperial Avenue in the City of El Centro.  The new business entity 
is co-owned by Micah Anderson and Emily Heitman of LEEF Holdings.  LEEF will conduct the 
following activities as a Commercial Cannabis Retailer:  
 

• LEEF will purchase cannabis and cannabis products from licensed distributors; 

• LEEF will offer cannabis and cannabis products for retail sale to patrons at the facility by 
operating as a cannabis “Retailer” as defined in the City of El Centro regulations. 

 

Benefit/Tax Rate Year 1 Year 2 Year 3 Total Yrs 1-3

Community Benefit (5% of Gross ) 5.0%                                                       

Comm. Benefit  (additional 5% of EBITDA ) 5.0%                                                             

Local & County Sales Taxes 4.3125%                                                       

Totals                                               
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safety and security technology and measures to deter and prevent theft and misuse of cannabis 
and cannabis products through following strict day-to-day procedures. 

 

Customer Check-in Procedures 
 
LEEF has proven track record of implementing customer flow techniques that mitigate any 
excessive queuing of customers outside the building and minimize customers parking offsite.  
Seeing as the proposed site will be completely renovated, LEEF enjoys the flexibility of being 
able to create the most optimal design for managing customer flow inside and outside the 
facility. 
 
LEEF strives to deliver an exceptional retail experience for patrons and to be a conscientious 
community member.  From every aspect, our facility will be beautifully designed, properly lit, 
clean, well-organized, and will comply with all State and local laws, regulations, and 
requirements. 
 
The Retail Cannabis facility will be set up with very similar customer flow protocols to LEEF’s 
other Retail Cannabis businesses.  Generally, customers will access the facility from the main 
entrance into the large reception area.  Upon the entering the facility, patrons check in with the 
receptionist where they are asked to again present their government-issued identification.  
Once patrons have completed the checking and verification procedure, LEEF will ask them to 
wait in the large reception area until there is an available budtender.  All patrons in line for 
their “turn” will remain in the reception area so that there are never any customers queuing 
outside the building. 
 
In order to deliver the exceptional service that we strive for, we implement a one-on-one sales 
approach where one budtender attends to one patron at a time on the retail sales floor.  The 
receptionist searches for existing patrons in our proposed Microsoft Dynamics NAV database 
and ensures that all patron information is current.  If the patron is new to LEEF, the receptionist 
creates a new profile in the software and if a medical patient, scans the patron’s identification 
and physician’s recommendation into the software so that the documents are attached to the 
patron’s profile.  
Valid proof of identification is required on each visit.  Acceptable forms of identification include 
the following: 
 

• A document issued by a federal, state, county, or municipal government, or a political 
subdivision or agency thereof, including, but not limited to, a valid motor vehicle 
operator’s license, that contains the name, date of birth, physical description, and 
picture of the person. 

• A valid identification card issued to a member of the Armed Forces that includes a date 
of birth and a picture of the person. 

• A valid passport issued by the United States or by a foreign government. 
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Limiting the number of patrons on our retail sales floor also helps us manage the safety and 
security of all patrons and employees.  LEEF limits the number of customers in the retail sales 
area to achieve a one-on-one experience with a budtender.  This manner of access 
management also enhances safety and security by strategically managing the number of people 
in the retail sales area.  LEEF will install a buzz-in style door lock to further limit access into the 
retail sales area.  The receptionist will “buzz-in” customers when there is an available 
budtender. 
 
When patrons have made a purchase decision, budtenders pick the cannabis and cannabis 
products off the shelves behind the glass display counters for patron inspection.  When patrons 
are ready to make their purchases, budtenders bring the products to the cashier station.  The 
cashier looks up each patron profile in our Microsoft Dynamics NAV system and adds the 
products to be purchased to the order.  In other words, each order is associated with a patron 
profile in our Microsoft Dynamics NAV tracking system and daily sales limits are easily 
determined.  The cashier provides a total amount due for the order and collects the cash 
payment from the patron. When the sales transaction is complete, the cashier places all 
cannabis and cannabis products in an opaque exit bag as required and provides a receipt that 
lists our business name and address, the type of product, quantity, the time, date, and the 
patron’s assigned identification number.  Patrons now exit the retail sales floor. 
 

Receiving Deliveries 
 
The Manager Room will be used as the Receiving Room for in-taking product from vendors 
along with discrete cash pickups through the rear of the facility. This room will eliminate open 
exposure to bulk cannabis and cash in unsecured areas on the premises.  The Manager Room 
will also be used for vendor intake.   
 
Upon receipt of cannabis products from a licensed distributor, LEEF enters the following 
information into the Track and Trace system: 
 

• The distributor’s name and license number.  

• Type and kind of cannabis products. 

• Amount received, by weight or count. 

• Best-by, sell-by, or expiration date of the batch, if any. 

• The person who holds title to the cannabis products. 

• The date of receipt of the cannabis products. 

• The unique identifiers associated with the cannabis products or the batch number. 

• Any other information required elsewhere by the State or City of El Centro cannabis 
regulations. 
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Point of Sales Locations & Customers Served 
 
Point of sales locations will be found on the sales floor only, separate from a doorway to/from 
the reception and check-in area, through which all customers must enter.  The sales floor will 
also be securely separate from the Managers Room, Stock and Safe Room, Delivery area, back 
offices, and employee only areas.  LEEF plans on six point of sales locations on the sales floor for 
its El Centro location.  LEEF plans on capacity to serve as many as 200 – 250 customers per day 
once steady sales numbers have been reached. 
 

Proposed Product & Estimated Sales Percentages 
 
We will source medicinal-use and adult-use cannabis and cannabis products from licensed local 
distributors, as well as popular products from well-known brands.  Our robust product menu 
and pricing model offers choices for patrons of all budgets and needs including various THC and 
CBD potencies.  LEEF has a reputation for offering an unmatched selection of flower, 
concentrates, tinctures, edibles, and topicals. 
 
Estimated sales percentages are 60% flower and 40% manufactured products. 
 
Adult-Use Cannabis Products Offered: 
 
Whole Plant Products and Flowers:  Dried flowers of the cannabis plant.  Flowers are available 
in a variety of strengths and strains in variable quantities. 
 
Concentrates/Extracts: Cannabis can be extracted by a number of different processes.  
Extractions allow patrons to regulate dosage more easily and are available in a wide variety of 
strains and strength. 
 
Food-Based Products:  Some patrons prefer the products in food form. Under all new state 
regulations, all edibles will be discreetly packaged and clearly labeled to ensure safety and will 
meet all requirements set forth in AUMA. 
 
Tinctures:  Tinctures are liquid preparations in which the cannabis plant material is infused.  
These tinctures can be added to beverages and produce a more rapid onset. 
 
Cannabis Supplements:  There are a number of delivery methods that include capsules, pills, 
sprays, patches, and tonics infused with adult-use cannabis.  These methods are ideal for 
patrons seeking curative treatment and cannabinoid saturation treatments. They are available 
in a variety of strengths and sizes. 
 
Topical Preparations: Cannabis can be infused into a number of topical ointments and lotions 
that may help with conditions, such as eczema or dry skin. 
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Live Plants:  Individuals are allowed to cultivate up to six plants per household in California. We 
provide a selection of live plants in a variety of strains and growth stages that patrons can add 
to their own patient garden. All live plants are properly cared for and free of pests and disease. 
LEEF curates a menu of over 1,450 different cannabis and cannabis products. The categories of 
cannabis and cannabis goods the company sells include the following: 
 
Cannabis concentrate: means cannabis that has undergone a process to concentrate one or 
more active cannabinoids, thereby increasing the product’s potency, and includes resin from 
granular trichomes from a cannabis plant. 
 
Edible cannabis product means cannabis product that is intended to be used, in whole or in 
part, for human consumption, including, but not limited to, chewing gum, but excluding 
products set forth in Division 15 (commencing with Section 32501) of the Food and Agricultural 
Code. 
 
Topical cannabis means cannabis product intended for external use. 
 

Product Handling Procedures 
 
Transportation 
 
All cannabis goods must be shipped by a licensed distributor.  LEEF is not authorized to 
transport cannabis goods between licensed commercial cannabis businesses. 
 
 
Receiving Hours 
 
Shipments may be received during business hours.  Refer to Business Hours section. 
 
Non-Cannabis Goods 
 
Apparel and Cannabis Accessories – Received through receiving but stored in separate dry 
storage area. 
 
Cannabis Goods 
 
Receiving & Returning Shipments of Inventory: 

a) All commercial cannabis activity shall only be conducted between entities that are 
licensed by the Bureau of Cannabis Affairs. The inventory or store manager are required 
to verify the license status of the distributor at time of ordering and when receiving 
inventory. 

b) All order received must be on a manifest which includes the name, address and license 
number of the distributor. 

c) All cannabis shipments from distributors are received through the delivery entrance. 
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d) If the inventory management system is not available, the manual inventory log must be 
utilized. All information entered on the manual log must be updated into the Inventory 
system once it is again fully operational. Please refer to the Incident Response section 
on proper escalation and notification procedures. 

e) Cannabis merchandise is only received or returned to licensed distributers on the 
approved list. All merchandise is received through the receiving door into the receiving 
area. 

f) All the merchandise must be verified against the manifest (bill of lading) and entered 
into the inventory system prior to be transferred from the receiving area and into the 
inventory or processing areas. 

g) All the merchandise must be verified and tracked based on its type (M-retail, Aretail) 
and only received from vendors and distributors with the appropriate license type. 

 
Condition of Goods Received: 

a) All goods must be inspected to ensure all goods are properly packaged and labeled prior 
to receiving. 

b) All goods must be inspected to insure they have been laboratory tested by a licensed 
testing lab. 

 
Storage after Receiving Process: 

a) All goods received should be transferred to storage after being received and recorded in 
the inventory system. 

b) Products that require refrigeration should be stored in the refrigerated storage area. 
c) Products that do not require refrigeration should be stored in the dry storage area. 
d) All inventory should be rotated when placed in storage to avoid items going stale or 

expiring. 
 
All products sold in the dispensary are purchased from state licensed commercial cannabis 
distributors and comply with all state testing and product safety regulations.  In addition, LEEF 
carefully tracks all products for recalls and expirations dates.  All products are inspected prior to 
be accepted through the receiving process.  Please refer to section on Non-Laboratory Quality 
Control Procedures in the operating plan. 
 
Additionally, LEEF recognizes the need to carefully select the products that it sells to make sure 
they are not attractive to children per the California Department of Public Health guidelines, 
are in proper child proof packaging and placed in child resistant exit bags.  LEEF will be offering 
a program to credit customers that reuses the exit bags with a goal of having them keep them 
to be used to store products at home. 
 

Delivery Service Procedures 
 
LEEF will offer cannabis and cannabis products delivery within an approximate 20-mile radius of 
our retail storefront, or as otherwise allowed by the City of El Centro regulations.  Delivery 
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orders come in via telephone call or email.  Telephone orders are processed as retail phone 
sales operations, except the order is processed as a delivery, rather than a pickup. 
 
Email orders require the customer to attach a photo of the patron’s valid government-issued 
identification and, if applicable, the patron’s original physician’s recommendation or MMIC. 
Orders are placed in Microsoft Dynamics NAV for existing and new patrons as explained 
elsewhere.  Email orders are verified via telephone prior to the delivery driver leaving the 
facility.  If the order is for a medicinal cannabis patron, we verify the doctor’s recommendation 
as explained herein before fulfilling the order. 
 
The delivery manager creates a compiled delivery report in Microsoft Dynamics NAV and prints 
individual delivery request receipts, which are used to fulfillment orders.  An order fulfillment 
associate is assigned to assemble each order into an exit package.  Once all of the orders are 
placed in individual fulfillment bags, the delivery manager reviews the Microsoft Dynamics NAV 
delivery report and checks each order and bag for accuracy.  The delivery manager then staples 
the bag closed with a copy of the order attached.  Then a customer “delivery request receipt” is 
generated.  At this point the delivery manager prepares a planned route for the delivery driver.  
The delivery manager reviews the travel route and orders with the delivery driver prior to the 
driver leaving the facility.  Cannabis and cannabis products are then loaded into the vehicle and 
the delivery route begins. 
 
Upon arrival at the delivery address, the delivery driver requests to see the patron’s 
identification.  Upon confirming identity, the delivery driver accepts the cash payment for the 
cannabis or cannabis products and has the patron sign the required “delivery request receipt.” 
The patron is provided with a copy of the delivery request receipt and the delivery driver 
retains a copy of the delivery request receipt. 
 
General Delivery Procedures 
 

• All delivery drivers must be 21 and over and must be directly employed by LEEF. 
• Delivery drivers shall not deliver cannabis goods to an address located on publicly 

owned land or any address on land or in a building leased by a public agency. 
• Delivery drivers shall not deliver cannabis goods to a school providing instruction in 

kindergarten or any grades 1 through 12, day care center, or youth center. 
• Only the driver or an employee of The LEEF shall be in the delivery vehicle. 
• All delivery vehicles shall be outfitted with a dedicated Global Positioning System (GPS) 

device for identifying the geographic location of the delivery vehicle as well as recording 
a history of all locations traveled by the delivery driver while engaged in delivery.  The 
device shall remain active and inside of the delivery vehicle at all times during delivery.  
At all times, The LEEF shall be able to identify the geographic location of all delivery 
vehicles that are making deliveries and document the history of all locations traveled to 
by a delivery driver while 
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• engaged in delivery.  The LEEF shall provide this information to the BCC upon request. 
The history of all locations traveled to by a delivery driver while engaging in delivery 
shall be maintained by the licensee for a minimum of 90 days. 

• Delivery driver shall not carry cannabis goods in the delivery vehicle with a value in 
excess of  at any time 

• Delivery drivers shall not consume cannabis goods while delivering cannabis goods to 
customers. 

 
Delivery Hours of Operation 
 

• Hours of delivery follow the stores business hours.  No deliveries leave the store one 
hour before regular closing time.  All deliveries that are scheduled but not able to be 
fulfilled within the operating hours will be re-scheduled for the beginning of the next 
day. 

 
Order Intake & Processing 
 

• All customers placing orders online must first visit the store once to be properly 
inputted in the system with ID on file. 

• Orders will appear though POS / ecommerce platform and be fulfilled in the order they 
are received. 

• Any discrepancies in the order needs to be communicated with the customer 
immediately, use the phone number provided and contact customer to verify order. 

• All orders are to be processed in the prep area by inventory staff only and confirmed by 
the delivery driver. 

• All orders must be placed in a child resistant exit bag before leaving premises for 
delivery. 

• All orders will remain in prep area until the delivery driver has arrived and can load 
packages safely into the secure cooler located in the vehicle. 

• Before leaving LEEF, delivery driver must have a delivery inventory ledger of all cannabis 
goods. The delivery inventory ledger shall include the type of good, the brand, the retail 
value, the track and trace identifier, and the weight, volume or other accurate measure 
of the cannabis good.  All cannabis goods prepared for an order that was received and 
processed by LEEF prior to the delivery driver’s departure from the store must be clearly 
identified on the inventory ledger.  After each customer delivery, the delivery inventory 
ledger must be updated to reflect the current inventory in possession of the delivery 
driver. 

 
Delivery 
 

• All packages will be placed in secure vehicle cooler and cooler must be locked during 
transit. 

• Orders are to be added to “Onfleet GPS” by delivery supervisor. If a specific delivery 
time has been requested, input into Onfleet and notify driver. 
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• During the process of delivery, delivery driver may not engage in any activities except 
for fuel or vehicle repair stops. 

• Driver is required to carry a copy of LEEF’s current license, the employee’s government-
issued identification, and their identification badge. 

• While carrying cannabis goods for delivery, delivery driver shall ensure the cannabis 
goods are not visible to the public. Cannabis goods shall be locked in the vehicles 
secured cooler at all times while in route to delivery destinations. 

• Delivery driver shall maintain a log that includes all stops from the time the driver leaves 
the store to the time that the driver returns, as well as the reason for each stop. The log 
shall be turned in to the delivery supervisor when the driver returns to the store. 

• Prior to leaving the store, the driver must have a request receipt for each delivery of 
cannabis goods. The delivery request receipt shall contain the following: 
o The name and address of the licensed retailer. 
o The first name and employee number of the delivery employee who delivered the 

order. 
o The first name and employee number of the licensed retailer’s employee who 

prepared the order for delivery. 
o The first name of the customer and a licensed retailer-assigned customer number 

for the person who requested the delivery. 
o The date and time the delivery request was made. 
o The delivery address. 
o A detailed description of all cannabis goods requested for delivery. The description 

shall include the weight, volume, or any other accurate measure of the amount of all 
cannabis goods requested. 

o The total amount paid for the delivery, including any taxes or fees, the cost of the 
cannabis goods, and any other charges related to the delivery. 

• Upon delivery, the delivery driver must note the date and time the delivery was made 
and collect the handwritten or electronic signature of the customer who received the 
delivery. 

• At the time of the delivery, the delivery driver shall provide the customer who placed 
the order with a hard or electronic copy of the delivery request receipt. 

• The delivery employee shall retain a hard or electronic copy of the signed delivery 
request receipt for store records. 

• While making deliveries, delivery driver shall only travel from the store to the delivery 
address; from one delivery address to another delivery address; or from a delivery 
address back to the store. 

• Delivery driver shall not deviate from the delivery path described in this section, except 
for necessary rest, fuel, or vehicle repair stops, or because road conditions make 
continued use of the route unsafe, impossible, or impracticable. 

 
Vehicles & Maintenance 
 

• Vehicle Maintenance log will be kept with accounting department with all prior 
maintenance performed on the vehicle and upcoming maintenance requirements. 
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• On a daily basis, the delivery supervisor along with the delivery driver will perform a 
routine check of the interior and exterior of the vehicle noting any damage to the 
vehicle or maintenance that may be required immediately.  In the event maintenance is 
required, delivery supervisor is to notify management and management will set-up 
required maintenance. 

• All fueling of vehicles will be handled by the delivery supervisor at closet gas station to 
store. If fuel is required while on delivery, driver to fill the vehicle with enough fuel to 
return to store and reimbursed for fuel expense. 

 
Vehicle Equipment 
 

• Vehicle equipment will be inspected daily by the driver and delivery supervisor. Any 
software or vehicle equipment not working properly must be brought to the attention of 
the delivery supervisor or store management before the next delivery is made. 

• Phone equipment shall be assigned to the driver at the beginning of the delivery driver’s 
shift and returned after the last delivery is made. Equipment will be checked in by the 
delivery supervisor or store management. 

• Company phones are for business use only, personal calls are not permitted. 
• Icommcorp.com. Cell phones that are custom configured so to not have access to any 

services / apps except for phone calls. 
• Owlcam.com. Each vehicle will be equipped with video cameras viewing the front and 

rear exterior of the car. 
• Cannabis is stored in a locked insulated box.  Need specs.  Whynter FM-665G which is a 

refrigerator.  The box is strapped with steal enforced key locking system.  The driver does 
not have access to the keys for the strapping system.  The box is secured a four-digit 
combination lock. 

 
Cannabis Payload Limitations 
 
During deliveries, LEEF’s drivers and delivery vehicles will not carry more than in 
cannabis and cannabis products as determined by the retail value of all cannabis and cannabis 
products carried by the driver and delivery vehicle. 
 
Retail Delivery Sales Requirements 
 
LEEF may only conduct delivery sales transactions in cities and counties in the State of California 
that do not expressly prohibit such deliveries by ordinance.  Prior to physical delivery of 
cannabis products to a patron, LEEF will package the cannabis and cannabis products in exit 
packaging that complies with state requirements.   
 
LEEF will provide written receipt of the delivery transaction to the patron upon completion of 
the sale and purchase of finished cannabis and cannabis products with LEEF.  The receipt will 
include the following information: 
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• Name and address of retailer. 

• First name and employee number of the retailer’s delivery employee who is delivering 
the order. 

• First name and employee number of the retailer’s employee who prepared the order for 
delivery. 

• First name of the customer and a retailer-assigned customer number for the person 
who requested the delivery. 

• The date and time the delivery request was made (either by phone or email). 

• The delivery address. 

• A detailed description of all cannabis goods requested for delivery, including the weight, 
volume, or other accurate measure of the amount of all cannabis goods requested. 

• Total amount paid for the delivery, including any taxes or fees, the cost of the cannabis 
goods, and any other charges related to the delivery. 

 
Retail Delivery Driver Requirements 
 
LEEF will directly employ delivery vehicle drivers and will not use the services of independent 
contractors or courier services to deliver cannabis products.  LEEF’s delivery vehicle drivers will 
be at least 21 years of age and have a valid California Driver’s License.  LEEF’s delivery vehicle 
drivers will complete a criminal background check and will not have been convicted of or plead 
guilty or no-contest to a crime that serves as a ground for denial of licensure pursuant to the 
City Cannabis Law; or an “an offense that is substantially related to the qualifications, functions, 
or duties of the business or profession for which the application is made” under Section 
26057(b)(4) of the B&P Code. 
 
LEEF will also maintain an accurate database of the list of individuals authorized to serve as 
delivery vehicle drivers for LEEF. 
 
Vehicles 
 
LEEF will purchase delivery vehicles in the local El Centro area. At the launch of LEEF’s El Centro 
location, the company will purchase at least two (2) hybrid/electric or similar vehicles and 
thereafter will determine how many additional vehicles will be needed to meet local demand.  
Each vehicle will be outfitted with an active alarm system and GPS as required by State law.  
The alarm system will be activated by the driver each time he/she leaves the vehicle to delivery 
to an address.  LEEF’s delivery vehicles will be insured at or above the legal requirement for the 
State. 
 
LEEF’s delivery vehicles will be capable of securing (locking) cannabis and cannabis products 
during delivery in containers secured to the vehicle and stored in those containers according to 
their adult-use and medicinal-use designation. 
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LEEF’s delivery vehicles will be outfitted with a dedicated Global Positioning System (“GPS”) 
devices for identifying the geographic location of the delivery vehicle.  A dedicated GPS device 
does not include a phone or tablet; but, rather, GPS device will be either permanently affixed to 
the delivery vehicle and will remain active and inside of the delivery vehicle at all times during 
delivery.  Via the GPS, the LEEF delivery manager will have access to delivery driver’s location at 
all times. 
 
Vehicle and Driver Records 
 
LEEF will maintain an accurate database of the list of its delivery vehicles, which includes the 
following information:  the delivery vehicle’s make, model, color, Vehicle Identification 
Number, and license plate number.  LEEF will maintain an accurate database of delivery drivers. 
 
Retail Delivery Safety and Security Requirements 
 
LEEF’s delivery drivers will not consume controlled substances drugs or alcoholic beverages 
while operating a delivery vehicle. 
 
LEEF will equip its delivery vehicles with an active vehicle alarm system. 
 
LEEF’s delivery vehicle drivers will ensure that cannabis and cannabis products are not visible to 
the public from the exterior of the delivery vehicle. Additionally, cannabis products are placed 
in separate locked containers according their adult-use and medicinal-use designation.  LEEF’s 
delivery vehicles will not display advertising or symbols visible from the exterior of the delivery 
vehicle that suggest the driver or delivery vehicle is used for the delivery of finished cannabis 
and cannabis products. 
 
During deliveries, LEEF’s drivers will carry a copy of LEEF’s cannabis business permit, a driver’s 
California Driver’s License, and the driver’s laminated identification badge issued by LEEF.  Cash 
will be stored in a lock box in the vehicle. 
 

CASH HANDLING PROCEDURES 
 
Because LEEF accepts cash-only for the purchase of cannabis and cannabis products, we 
manage cash in the retail storefront area carefully.  When the single cash register has $2,000 in 
cash above the necessary amount to make change, the cash is counted, bundled and placed in 
the safe, which is located in the Stock and Safe Room or within the Manager’s Room. 
 
LEEF’s process and procedures for the handling and accounting of cash are encompassed within 
LEEF’s use of the Microsoft Dynamics NAV software system’s fully integrated customer 
relationship management, Point Of Sale, inventory tracking, and financial reporting system. 
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Stock and Safe Room - Security 
 
The safe/security room will be secured by a metal door and metal frame. The walls of the room 
will be layered with a metal barrier mesh for additional security.  The room will be accessible by 
a commercial electronic keypad. The Stock and Safe Room will initially have two commercial 
grade safes made of metal; and will either weigh more than 750 lbs or be securely anchored to 
the concrete floor.  Safe #1 will be used for prepackaged material and more readily accessible 
to key holder employees for opening and closing.  Safe #2 will be used for cash and paperwork 
and only accessible by the manager.  The cash and paperwork safe will have a drop through 
window for periodic daily cash drops to occur without direct access as needed.  Any required 
refrigerated products will be in a lockable refrigerator that is securely fastened to the building 
 
Business Hours 
 
During business hours, cannabis items that are ready for sale will be transported from the safe 
to the dispensary sales floor area.  Only the quantity of cannabis and cannabis products 
reasonably anticipated to meet the daily demand will be moved from the secured storage to 
the retail area on a daily basis.  All other product will be kept behind sales counters and in 
secure locking drawers.  The sample display cannabis items will be in a location that is clearly 
visible to sales area employees in order to prevent any possible opportunity for theft.  Only 
cannabis items that have been confirmed to be in compliance with all testing, packaging and 
labeling requirements – and have been properly entered into the Cannabis Track and Trace 
System along with the licensee’s applicable business records – will be allowed to be transported 
from secure storage into the consumer sales area. 
 
At commencement of business each day, the MOD (Manager on Duty) will transfer sufficient 
cash from the facility safe into the Point Of Sale cash boxes to allow for support of ordinary 
transactions and providing change to customers.  During business hours, the manager-on-duty 
will ensure that excessive amounts of cash have not accumulated in the Point Of Sale cash 
boxes – and when cash receipts reach a predetermined level, the manager-on-duty will transfer 
excess cash to the facility safe and will accurately record such deposits in applicable business 
records. 
 
After Hours 
 
During all hours when the facility is not open for business, all cannabis items on the premises 
will be kept in a safe or locking refrigerator that meets the State of California specifications. 
During all hours when the facility is not open for business, the manager-on-duty or other 
authorized personnel will ensure that all deposits of cash from the Point Of Sale cash boxes into 
the safe are accurately recorded in applicable business records.  
 
Each day at end-of-business, with the security guard in attendance the closing shift manager 
ensures that all patrons have left the retail storefront and the front door is locked.  While 
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budtenders are securing cannabis and cannabis products during their end-of-day procedures, 
the closing shift manager attends to end-of-day cash management procedures. 
 
All cash is removed from each cash register and taken to the manager’s room where it is 
counted, bundled, and placed in the safe in the Stock and Safe Room.  No cash is ever left in a 
cash register during hours of non-operation.  When the morning shift arrives, approximately 

 in cash in denominations sufficient to make change is placed back in each cash register. 
 

INVENTORY CONTROL 
 
Location of Inventory Storage 
 
Please refer to the premises diagram Area Map for details on the location of storage of 
cannabis.  The primary storage areas are located in the basement of the premises. 
 
Access Control 
 
The entrance to the storage areas are secured with both access control and video surveillance 
systems.  Employee roster is posted in the security office.  Please refer to the Security Plan for 
additional information. 
 
Inventory Management 
 
The inventory management keeps a detailed record of all sales, returns, inventor order, 
inventory returned, inventory adjustments.  This is critical to comply with state regulations for 
accurately accounting for all cannabis inventory.  The inventory management system integrates 
with the state’s track and trace system.  The inventory management must also separately track 
of all inventory that is categorized as A-retail or M-retail. 
 
Inventory Documentation Verification 
 
When merchandise is received the following documentation (manifest) for the inventory must 
be verified as recorded in the inventory management system prior to acceptance of the 
delivery: 

a) A description of each item received. This description will be such that the cannabis 
goods can easily be identified. 

b) Unique identifiers, serial number or batch numbers match the manifest 
c) An accurate measurement of the quantity or THC content of the item. 
d) The date and time the cannabis goods were received. 
e) The sell-by or expiration date on any cannabis goods if available. 
f) The name and license number of the distributor that provided the cannabis goods to the 

retailer. 
g) The price the retailer paid for the cannabis goods, including taxes, delivery 
costs, or any other costs. 
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Inventory Reconciliation 
 
Audit Frequency: 

a) An internal inventory reconciliation or audit is required to be conducted every 30 days. 
b) An audit supervised by a third-party auditor is required to be conducted annually. 

 
Audit Log: 

a) A log entry shall be made each time inventory is taken. 
b) The date, time and name of each person is record in the log. 
c) All discrepancies shall be logged by unique product. 

 
Method of Inventory Audit: 

a) Audit shall be conducted to verify the accuracy of inventory in the inventory system, 
track and trace system and actual inventory on the premises. 

b) All audits shall be conducted and verified by two employees 
c) The audit shall be conducted after business hours and after all inventory has been 

returned to storage areas. 
d) Reporting of Results of Audit 
e) The results of the audit will be reported to management with in 12 hours. 
f) If a significant discrepancy as of  or 3 percent of average monthly sales whichever 

is smaller is discovered between the stores physical inventory and the inventory 
records, then management will be required to notify the Bureau and law enforcement 
following the Incident Response policy. The discrepancy shall be calculated as follows: 

g)  or 3 percent of average monthly sales whichever is smaller. 
a. The average shall be for the past six months or if less than six months are 

available the average for those months. 
b. The cost of the goods purchased from the distributor shall be the value used 

 
Record of Returns: 
All returns through the Point of Sale system will update the inventory system and customer 
sales database including: 

a) Transaction number 
b) Point of Sale Device Number 
c) Type of sale: A-retail or M-retail 
d) Customer First Name and Unique Number 
e) Sales Employee Number 
f) Total amount refunded 
g) Tax refunded 
h) Method of refund 
i) Payment reference code if available 
j) For each item returned: 

a. Date and time of transactions 
b. Inventory code of item returned 
c. Serial number of items returned if available 
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d. Weight of product returned 
e. THC content of product returned if available 
f. Item price 

 
Record of Destruction & Waste Disposal: 
All inventory that is destroyed is tracked in the inventory system 

a) When the item is removed from inventory 
b) Returned by a customer 
c) No longer used for display 
d) Determined to be defective or expired 

 
Track and Trace (Metrc) 
The inventory management system (Cova) is integrated with the state track and trace system 
and will report all inventory received, sold, returned or destroyed. 
 
Track and Trace Account Administrator: 

a) The Director of Retail Operations is the administrator for the track and trace system. 
b) The administrator is responsible for to be trained by approved trainers prior to 

operating the system. 
c) The administrator is responsible for managing user accounts. 
d) The administrator is responsible for monitoring all compliance notifications. 
e) The administrator is responsible for all actions taken by any user assigned access to the 

system. 
 
Compliance Notifications: 

a) The administrator is responsible for monitoring all compliance notifications. 
b) All compliance notification will be logged following the Incident Response policy. 

 
Inventory Management System Outages: 

a) All outages are reported per the Incident Response and Regulatory reporting policy. 
b) All cannabis business that was conducting when the outage occurred must be manually 

record and then updated into the system within three business days. 
 
Customer Data Base 
The system maintains a list of all the customers that have made purchases.  The primary 
purpose of this database is to track customers that have setup purchase restrictions, self 
exclusions and state mandated daily limits. 
 
Sales Tracking for Daily Limits 
All sales are tracked by customer to in order to support purchase restrictions and state 
mandated daily limits. 
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Daily Limit Calculation: 
a) A retailer shall not sell more than the following amounts to an adult-use cannabis 

customer: 
b) A retailer shall not sell more than 28.5 grams of non-concentrated cannabis in a single 

day to a single customer. 
c) A retailer shall not sell more than 8 grams of concentrated cannabis as defined in 

Business and Professions Code section 26001, including concentrated cannabis 
contained in cannabis products, in a single day to a single customer. 

d) A retailer shall not sell more than 6 immature cannabis plants, in a single day to a single 
customer. 

e) A retailer shall not sell more than the following amounts to a medicinal cannabis 
customer. 

f) A retailer shall not sell more than eight ounces of medicinal cannabis in a single day to a 
single medicinal cannabis customer. 

g) If a valid physician’s recommendation contains a different amount than the limits listed 
in this section, the medicinal cannabis customer may purchase an amount of medicinal 
cannabis consistent with the patient’s needs as recommended by a physician. 

 
Secure Inventory Storage 
 
Inventory that is not staged for display and readily available for retail sale is securely stored in 
the Stock and Safe Room, which remains locked at all times except when access is needed.  The 
built-in shelving units are labelled to ensure that adult-use cannabis and cannabis products are 
stored distinctly and separately, as required.  Inventory is also organized according to date and 
product type. 
 
Access to the Stock and Safe Room is limited to the General Manager, Inventory Managers, and 
the Purchasing Managers.  Two video surveillance cameras will be permanently affixed to the 
interior of the Stock and Safe Room so that the identifying facial features of any person 
entering are identifiable.  There are also video surveillance cameras on the area outside of the 
Stock and Safe Room. 
 
Inventory Tracking 
 
Pursuant to City of El Centro cannabis regulations, LEEF will ensure a Point Of Sale and 
management inventory tracking system to track and report on all aspects of the Commercial 
Cannabis Business including, but not limited to, such matters as cannabis product tracking, 
inventory data, gross sales (by weight and by sale) and other information which may be 
deemed necessary by the City.  LEEF will ensure that such information is compatible with the 
City’s record-keeping systems.  In addition, the system will have the capability to produce 
historical transactional data for review. 
  
With hundreds of different cannabis and cannabis products offered by LEEF, inventory tracking 
is critical to our success.  The key to an effective inventory tracking system is to have robust 
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inventory tracking and reconciliation procedures using internal software that will integrate with 
the State’s Metrc® system once an applicant’s annual license is issued.  Our comprehensive 
inventory tracking, Point Of Sale, customer relationship management, and reporting approach 
exceeds all requirements. 
 
Track and Trace System Requirements 
 
LEEF’s inventory control manager will be the State-required Track and Trace account manager 
responsible for daily maintenance of data entry and weekly reconciliation.  Under the guidance 
of the inventory control manager, the following Track and Trace requirements will be met: 
 

• The designated Track and Trace account manager may authorize additional LEEF 
representatives to obtain Track and Trace system administrator accounts. 

• Each LEEF representative who is authorized to access the Track and Trace system on 
behalf of LEEF, will obtain his or her own unique Track and Trace system log-on and 
password, and will only use that log-on and password. 

• LEEF will maintain a complete and accurate list of all Track and Trace system 
administrators and users. 

• LEEF will accurately record all transactions involving inventory of cannabis products, 
physical movement, or destruction of cannabis products in the Track and Trace system. 

• LEEF will ensure that all transactions will be entered into the Track and Trace system no 
later than the end of the day that the transaction occurred. 

• If, for any reason, LEEF is not able to access the Track and Trace system, LEEF will create 
and maintain records detailing all transactions that would have been entered into the 
Track and Trace system.  Upon the restoration of access to the Track and Trace system, 
all transactions that occurred while access to the Track and Trace system was not 
available will be accurately entered into the Track and Trace system. 

 
LEEF will only enter accurate information into the Track and Trace system and will correct any 
known errors in the information entered into the Track and Trace system immediately upon 
discovery. 
 
Receiving of Cannabis Products 
 
Upon receipt of cannabis products from a licensed distributor, LEEF enters the following 
information into the track and system: 
 

• The distributor’s name and license number.  

• Type and kind of cannabis products. 

• Amount received, by weight or count. 

• Best-by, sell-by, or expiration date of the batch, if any. 

• The person who holds title to the cannabis products. 

• The date of receipt of the cannabis products. 
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• The unique identifiers associated with the cannabis products or the batch number. 

• Any other information required elsewhere by the State or City Cannabis Law. 
 
Return of Cannabis by Patrons 
 
Upon the return of cannabis and cannabis products to LEEF by a patron, LEEF will enter the 
following information into the track and system: 
 

• The name of LEEF employee who processed the return. 

• The name or an identification number of the patron who made the purchase. 

• The date and time of the transaction. 

• A list of all of the cannabis products, including a description of the quantity returned. 

• The unique identifiers associated with the cannabis products or the batch number. 

• Any other information required elsewhere by the State or City Cannabis Laws. 
 
Return of Cannabis to Distributors 
 
Upon the return of cannabis products by LEEF to a licensed distributor, LEEF will enter the 
following information into the Track and Trace system: 
 

• The distributor’s name and license number.  

• Type and kind of finished cannabis and cannabis products. 

• Amount received, by weight or count. 

• Best-by, sell-by, or expiration date of each item or product returned, if any. 

• The date of return of the cannabis products. 

• The unique identifiers associated with the cannabis products or the batch number. 

• Any other information required elsewhere by the State or City Cannabis Law. 
 
Destruction of Cannabis 
 
Upon the destruction of cannabis products by LEEF, LEEF will enter the following information 
into the track and system: 
 

• The name of LEEF employee who performed the destruction. 

• The date and time of the destruction. 

• A list of all of the cannabis products, including a description of the quantity destroyed. 

• The unique identifiers associated with the cannabis products or the batch number. 

• Any other information required elsewhere by the State or City Cannabis Laws. 
 
Transfer of Cannabis for Destruction 
 
Upon the transfer of destructed cannabis products to a distributor for destruction, LEEF will 
enter the following information into the track and system: 
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• The distributor’s name and license number.  

• Type and kind of finished cannabis and cannabis products. 

• Amount transferred, by weight or count. 

• The date of transfer of the finished cannabis and cannabis products. 

• The unique identifiers associated with the finished cannabis and cannabis products. 

• Any other information required elsewhere by the State or City Cannabis Law. 
 
Inventory Reconciliation 
 
State regulations require retailers to reconcile inventory periodically.  LEEF reconciles inventory 
every seven days.  Reconciliation is a process where the inventory manager compares Track and 
Trace reports to Microsoft Dynamics NAV reports to ensure correct data entry and accuracy 
between the two systems.  Then all physical inventory will be counted and compared to Track 
and Trace system reports.  If there is a discrepancy between the physical inventory count and 
the Track and Trace reports, an audit will be conducted.  After the audit, any discrepancies of 
physical inventory of at least or  t of the average monthly sales that cannot be 
resolved will be reported in the Track and Trace system as well as be reported to the Bureau of 
Cannabis Control. 
 
Diversion Prevention 
 
The use of Track and Trace tools is critical to preventing diversion.  LEEF runs sales reports each 
day and tracks sales trends including buying trends.  If we notice individual patrons are 
purchasing quantities of cannabis that are within daily limit allowances, we will observe for 
potential diversion activities such as supplying cannabis to persons under the age of 21.    If 
there is real evidence of diversion, we will report the incident to law enforcement and the 
Bureau of Cannabis Control for further investigation. 
 
Cannabis Products Return and Recall  
 
Return Policy for Cannabis Products 
 
LEEF accepts returns of cannabis products purchased by patrons if the products sold were 
defective in some manner.  Patrons are offered an exchange for products of equal or lesser 
value.  Our return policy ensures that LEEF and its licensed distributors will be made aware, as 
soon as possible, of any consumer complaints associated with the cannabis products or the 
possibility that the cannabis products may be misbranded or adulterated.    
 
After acceptance of returned cannabis products from a patron, LEEF will contact the distributor 
or manufacturer and the testing laboratory of the cannabis products and work to determine the 
next appropriate step: disposal by LEEF at the facility, transfer back to the licensed distributor 
or manufacturer, and/or institution of recall procedures. 
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LEEF will consider cannabis products “misbranded” if it has any of the following characteristics: 
 

• Its labeling is false or misleading. 

• Its labeling or packaging does not conform to the requirements of applicable law. 
 
Recall of Cannabis Products 
 
LEEF and its licensed distributor and manufacturing partners will recall any misbranded or 
adulterated cannabis products if LEEF and its partners determine both of the following 
conditions exist: 
 

• The manufacture, distribution, or sale of the cannabis products creates or poses an 
immediate and serious threat to human life or health. 

• Other procedures available to LEEF to remedy or prevent the occurrence of the situation 
would result in an unreasonable delay. 

 
LEEF’s inventory manager will initiate and coordinate all recall activities with LEEF’s licensed 
distributors and manufacturers and be the point of any contact with the State Department of 
Public Health and any other relevant regulatory or law enforcement authorities.  In the event of 
a product recall, LEEF’s inventory manager and LEEF’s licensed distributors will: 
 

• Provide contact details for key personnel to the State Department of Public Health and 
any other relevant regulatory or law enforcement authorities. 

• Lay down precise methods for notifying and implementing a recall from all distributive 
channels and retailers where the affected product might be, as well as affected products 
in transit, and of halting any further distribution of affected products.  

• Lay down the process for recalling product from consumers. 

• Ensure that the notification of recall includes the following information: 
o The name, pack size, and adequate description of the product. 
o Identifying features of the products and lots concerned. 
o The nature of the defect. 

• Actions required, with an indication of the degree of urgency involved. 

• The name of contact and telephone number of contact who can supply further 
information. 

• Ensure the proper treatment of withdrawn or recalled material or product, which should 
be quarantined, until a decision is made as to appropriate treatment or disposal. 

• Ensure that quantities of the recalled lot of product are reconciled with the total lot 
quantity in question. 

 
LEEF’s primary role in the event of a recall will be to collect information from patrons and pass 
that information to other persons in the supply chain, and offer the facility as a drop-off point 
and waypoint for the transfer and/or disposal of the recalled cannabis products. 
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BEST PRACTICES – PREVENTING UNAUTHORIZED ACCESS TO CANNABIS PRODUCTS 
 
To prevent unauthorized access to cannabis and cannabis products, cameras will be placed 
throughout the facility for the purpose of loss prevention.  A detailed security plan with camera 
placements shown on site plans and floor plans will be provided with the application.  Detailed 
information on LEEF’s best practices and procedures to prevent unauthorized access to 
cannabis products are part of our Safety Plan and Security Plan below. 
 
 

MARKETING PLAN 

 
Our 360-degree plan will hit all five pillars of marketing: product, price, place, promotion and 
most of all people.  The LEEF El Centro dispensary will bring to market quality products from 
licensed manufacturers and cultivators alike that follow all state mandated testing and 
procedural requirements.  The highly curated product assortment will be offered at the best 
value/price to the customer and present through beautifully designed visual merchandising 
displays.  The LEEF ethos of leading with education will be seamlessly integrated throughout the 
store with interactive kiosks providing detailed information and insights into product 
experience and guide safe usage, assisting the consumer in navigating all product mediums and 
brand offerings.  LEEF will continue to execute tasteful advertising campaigns that have proven 
success for its current retail operations and consumer packaged goods brands (CPG). They will 
take an omni-channel approach to these efforts, leveraging; print, online web presence, events 
and educational outlets. LEEF will leverage their intimate understanding of the vast cannabis 
consumer demographic to ensure all marketing efforts properly communicate to all customers 
at all levels of education and experience.  
 

Strategy & Competition 
 
As touched upon in the Business Model section above, LEEF is known for its exceptional 
customer intimacy while providing a top-quality product line, two important primary 
competitive advantages LEEF has proven to successfully implement.  LEEF thus will continue to 
provide fair, low pricing.  
 
A typical competitor matrix may be foregone at this point as local competition is of course yet 
to be determined.  However, one can surmise that competition will consist of similar players to 
those seen around LEEF’s other retail locations.  LEEF will therefore continue to differentiate 
itself as the source for affordable cannabis products with consistent branding across each of its 
locations. 
 

CRM - Point of Sale Software System
 
LEEF proposes using a Point of Sale and inventory tracking information technology system 
called Microsoft Dynamics NAV that will integrate with the State’s Metrc® Track and Trace 
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system.  Microsoft Dynamics NAV will provide the technical infrastructure for LEEF’s entire 
retail storefront that meets LEEF’s operational requirements, the City’s requirements, and the 
State’s requirements.  Microsoft Dynamics NAV offers encrypted data storage and is HIPAA 
compliant.  LEEF has been using Microsoft Dynamics NAV in its Point Loma location for several 
years. 
 
LEEF will submit to any City of El Centro requirement that a City administrator will approve and 
authorize the use of Microsoft Dynamics NAV or another system.  If the City administrator does 
not provide approval and authorization, LEEF will select another software system that does 
meet the City’s requirements. 
 
Microsoft Dynamics NAV is a cloud-based software system specifically designed for real-time 
Point of Sale and inventory tracking management of a commercial cannabis retail operation.  
Below is a summary of Microsoft Dynamics NAV’s capabilities: 
 

• Customer Relationship Management (CRM) capabilities to manage patron check-in and 
identity verification, patron profiles, physician recommendations and MMIC 
documentation, and individual sales tracking (including daily limits). 

• Point of Sale cash register that calculates excise, state, and local taxes and prints patron 
receipts. 

• Unique employee logins to track every transaction and entry in the system, including the 
ability to assign different levels of access to associates and managers. 

• Inventory management and tracking of quantities and storage location of each 
individual cannabis good. 

• Inventory dispositioning including the ability to track by adult-use storage and sales, as 
well as retail sale floor sales. 

• Distributor account management features allowing LEEF to track which cannabis 
products came from which distributors. 

• Secure data storage, backup, and archiving that is HIPAA compliant. 

• Reporting for cannabis Track and Trace, inventory management, employee 
management, gross sales, and other accounting. 

• Financial reports including sales, taxes collected, revenue, and numerous other reports. 
 

Product Offering 
 
See Proposed Product under the Business Plan in the Operating Plan section herein, where it 
has been placed for purposes of this permit application.
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LABOR AND EMPLOYMENT PLAN 
 

Local Workforce Integration 
 
Launching a successful, professionally managed cannabis business in a community requires 
hiring a majority of new employees from the local El Centro community and “seeding” the local 
enterprise with several experienced professionals to oversee the initial launch of the business.  
LEEF expects that over 95% of new employees hired will be from the local community.  Our 
business model and industry-leading training programs are designed so that we can recruit 
talented individuals from the local community who may not have experience in the cannabis 
industry. 
 

Local Management 
 
LEEF intends for its 739 N. Imperial Ave. retail storefront to be staffed and managed by local 
community members.  Upon being granted a license from the City of El Centro, we will begin 
recruiting local talent for key positions, especially management positions, to guide the hiring, 
community relations, compliance, and other operational needs.  This early hiring will be critical 
to achieving our Community Benefit Program and Neighborhood Compatibility Plan objectives. 
 
To launch the local enterprise, LEEF will send professionals from our Palm Desert (“The Leaf”) 
location to staff and train the El Centro facility.  These professionals will stay approximately six 
to nine months while the new facility is being established in the community.  It is our objective 
to hire locally, including managers. 
 
Principal Professionals 
 
Seeding the 739 Imperial Ave. operation with principal professionals ensures a seamless launch 
of this new facility.  LEEF can relocate one or two highly experienced retail storefront 
dispensary management professionals who will ensure that best practices are implemented and 
adhered to.  These professionals will hire local talent and train those new hires on all aspects of 
running a safe and professional cannabis business. 
 

Employee Training, Responsibilities, & Roles 
 
Age Verification and Restriction 
 
All applicants must be twenty-one years of age to be eligible to apply for employment.  Each 
applicant must fully complete the application, sign and date it.   The applicants must provide 
identification that meets Acceptable Government Identity Documents Policy to the receptionist 
in the check in area for confirmation of age.  The receptions will attest if the applicant is or is 
not twenty-one years of age on the application. 
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Mandatory Background Checks 
 
All applicants must agree to submit their fingerprint images to the El Centro Police Department, 
California Department of Justice, and the Federal Bureau of Investigation for fingerprint-based 
criminal history records review and reporting in order to apply for all positions. 
 
Mandatory Reporting to Management 
 
All Owners and Employees must report to management any offense that is substantially related 
to the qualifications, functions, or duties of the retail cannabis business. The LEEF will report 
any and all such information to the City as required by State law or City ordinance. 
 
Employment Agreement and Non-Disclosure Agreement 
 
All employees are required to read and sign an employment and non-disclosure agreement 
prior to or on the first day of work. 
 
Mandatory Annual Vacation 
 
All employees are required to take a two-week vacation each year. 
 
Compliance Responsibilities and Training Requirements 
 
The following table identifies responsibilities and training requirements required by local 
and state statutes and regulations: 
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Compliance Training Materials 
 
LEEF uses compliance training materials provide by https://cannabistrainers.com/classes/. 
 
Product 
 
Instore training is provided to the sales staff / cannabis consultants by each vendor.  In 
addition, the store manager provides cannabis education about endocannabinoid 
system and the safe use of cannabis.  The following is the outline of the training: 
 
Training Outline 
 
Safety Procedures: 

a) Security and Fire Safety 
b) Emergency Evacuation 
c) COVID-19 best practices 
d) HVAC, CO, and Odor Control Systems Operation and Maintenance 
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Customer Check-In Procedures: 
a) Advise Customer of Wait Time 
b) Optionally Set Reservation 
c) Assign Customer Service Number 

 
Adult Use Customer: 

a) Present Government ID 
b) Daily Limits Check 

 
Medical Customer: 

a) Present Government ID 
b) Present Government Approved Medical Card 
c) Prescription 
d) Care giver card 
e) Daily Limits Check 

 
Entry to Retail Area: 

a) Service Number Called 
b) Escort into Retail Area Through Entry Door 

 
Samples: 

a) Allow customer to view and or smell samples 
 
Check Out: 

a) Enter Customer Unique Identifier 
b) Enter Items into Sales System 
c) Verification of Daily Limits 
d) Packaging 

 
Exit Upon Sales: 

a) Escort Customer to Exit Door 
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SAFETY PLAN 
 
LEEF understands that safety is of paramount importance.  We are keenly aware of the added 
safety challenges that a business of this nature faces, and we have taken extensive measures to 
have professionally vetted policies, procedures and systems in place to provide comprehensive 
protection, not only for our physical plant and inventory, but also for our employees.  Our 
safety plans will meet or exceed the City of El Centro and State requirements.  We will name a 
local workplace safety firm to be responsible for overseeing all safety procedures, systems 
installations, and inspections so as to keep LEEF on the forefront of technology and best 
practices in this important area of operations considering all possible fire, medical, and 
hazardous situations.   
 

Fire Alarm and Monitoring System 
 
We have attached a letter from Art Espinoza, owner of Fire Service Corp. at (800) 767-3473, 
reviewing our fire safety plan.  Fire Service Corp will maintain the fire alarm and monitoring 
system. 
 
If our application is approved, we will reach out to local fire officials in our application area to 
enlist their input and cooperation in the development of our safety procedures.  The goal is for 
our plan to meet or exceed current standards for policing and securing this type of facility. 
The preventive measures adopted in these components will minimize our safety exposure while 
protecting the public and our staff.  We also are confident that should there be any breach of 
safety, our comprehensive response capabilities will ensure the incident is quickly detected, 
contained and resolved at the appropriate response level.  
 
Fire Sprinklers 
 
The dispensary building will be protected throughout by a proposed NFPA 13 fire sprinkler 
system.  The system will only be designed by a licensed sprinkler contractor to ensure coverage 
is extended to all areas within the proposed facility.  Light fixtures, soffits, and other potential 
obstructions will not interfere with the spray patterns of the fire sprinkler system heads.  The 
sprinkler contractor will ensure that the type and location of potential obstructions is 
considered in the design of the system.  The sprinkler contractor is responsible for coordinating 
and resolving conflicts in coverage patterns.  Any future modifications to the system will also be 
done by a licensed sprinkler contractor with prior approval of the Fire Department.  Central 
station monitoring of the systems control valves and water flow switch will be provided via the 
same central station-monitoring agency that will be monitoring the security system.  Per code, 
the control panels for fire and security will be separate.  LEEF will provide the UL listed Fire 
Control Panel and any additional equipment required by the central station necessary to 
guarantee non-interrupted monitoring services. 
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Smoke Detection, Exits, and Fire Separations  
 
The facility will be provided with automatic smoke detection as required by the CFC and CBC 
and will be monitored at a remote central station.  The smoke detection system will be 
monitored twenty-four seven (24/7) by the same licensed central station that will be 
monitoring the security system.  The security system will use an array of sensors and detectors 
to monitor the facility.  Photoelectric smoke sensors will be attached to the security alarm 
system throughout the facility, which detects smoke and fire.  The onsite physical alarm system 
will monitor each zone with up to eight sensors to monitor environmental variables including 
smoke and fire.  These sensors will create a system notification (alarm) when fire and/or smoke 
are detected. 
 
Required fire separations between various operational areas within the facility will be provided 
and maintained as required by the CFC and CBC.  All penetration into or through fire rated 
separations will be repaired to the required fire rating of the building. 
 
All exits will comply with the California Building and Fire Codes and will be maintained 
operational at all times.  Exit doors will not require special knowledge to open and will not be 
secured with surface mounted dead bolts.  All interior passage doors will be rated for the type 
of construction and will not be held open with any type of device when part of a required fire 
separation.  Exits will be provided with an illuminated exit sign that is readily visible from any 
direction of travel.  In an emergency, staff and any vendors or visitors in the office areas will 
evacuate easterly thru the Staff Entry at the southeast corner of the building.  Customers and 
staff on the dispensary floor, check out and reception areas will evacuate easterly thru the main 
entry to the parking lot. 
 
Emergency Access 
 
Emergency access to the facility is provided by adjacent public streets that comply with the 
City’s standards.  At no time will staff, visitors, vendors or contractors, park in such a way as to 
reduce the emergency access width.  Parking will only be permitted in marked spaces in 
approved areas. 
 

Fire Code Compliance: Fire Suppression Equipment, Employee Training, Evacuation Procedures  
 
LEEF will obtain all required Fire Department permits and keep them on site and available for 
inspection per the California Fire Code. 
 
An approved key box will be provided and installed by LEEF in a location approved by the City of 
El Centro.  LEEF will contact the City of El Centro designee for specific key box requirements 
prior to final inspection and will provide sufficient keys to all area within the facility prior to the 
Fire Department locking the box. 
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UL listed and appropriately sized and type of fire extinguishers will be located throughout the 
facility as required by the California Fire Code and local amendments.  All fire extinguishers will 
be mounted in highly visible locations and will be easily identifiable by anyone within the 
facility.  Signs identifying the location of the fire extinguisher will be provided as required.  
Proposed fire extinguisher locations are shown on the attached floor plans. 
Access to and around the electrical panel in the building will be per the California Fire Code.  All 
storage and access restrictions will be removed, and clear space will be maintained at all times 
per code.  (See the Floor Plan in Appendix C for locations of each Fire Extinguisher Cabinet, 
“FEC”.) 
 
The facility will have a written and posted emergency operations plan that will be reviewed at 
least annually by all staff personnel.  Training on emergency systems will also be conducted 
annually with all staff; new hires will be trained in emergency systems and in their individual 
role within the emergency plan at time of hire. Elements within the plan will include: 
 

• Emergency personnel names and contact information 

• Evacuation routes 

• Local Public Safety business and 911 phone numbers 

• Utility contact numbers 

• Emergency reporting and evacuation procedures 

• How to respond to medical emergencies including COVID-19 related issues 

• How to respond to fire emergencies 

• How to respond to extended power outages 

• How to respond to chemical spills 

• How to handle telephone bomb threats  

• What to do during severe weather or natural disasters, and  

• How to manage critical operations in any situation 
 
Maintenance and Testing of Fire Suppression Systems and Equipment 
 
LEEF will have annual inspections performed of all Fire related systems and equipment.  All 
systems and equipment will remain in compliance with applicable local, State, and National 
Standards.   Records of inspections will be maintained and kept on sight for Fire Department 
Review. 
 
Security System Component Maintenance and Testing 
 
All security-related systems will be routinely inspected to ensure that they are functioning 
properly.  This includes:  
 

• Third-party monitoring equipment and connections 

• Alarm systems 

• Sensors 
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• Electrical connections 

• Smoke detectors 

• Panic buttons 

• Phone connections 

• Electrical backup systems 
 
LEEF will be responsible for ensuring that such inspections take place at reasonable intervals.  
We will promptly implement all necessary repairs to ensure continuous proper functioning of 
the security system.  Inspection results and maintenance records will be securely kept for 
review by the City, State (the Bureau of Cannabis Control) and appropriate oversight 
authorities. 
 
HVAC 
 
LEEF proposes to provide a new HVAC system for the proposed location.  The proposed HVAC 
system will be a split system with a roof mounted condenser and internal air handler.  The roof 
mounted condensers are proposed to be screened with a combination of parapet walls and 
screening elements, which will meet all City of El Centro zoning and design guidelines.  The 
HVAC will be designed by licensed engineers in order to properly supply and condition the 
indoor air for all rooms within the space.  Furthermore, the proposed HVAC system will meet all 
Title 24 and California Mechanical Code requirements.  
 

Accident and Incident Reporting Procedures 
 
Safety Policies and Procedures 
 
Incident Management and Emergency Response   
 
LEEF understands and appreciates that smooth operations require well-laid contingency plans 
and a staff well trained in their execution.  Under the leadership of the Security Team and with 
input from appropriate, local agencies and enforcement authorities, we will develop a 
comprehensive Emergency Response Plan to cover various contingencies such as evacuation, 
shelter in place and lockdown procedures in the event of an area wide emergency.   
 
We will provide a designated smart phone for single security officer assignments or two-way 
radios for our security officers to use at the dispensary facility when two or more security 
officers are present.  Security Officers will have access to our main dispatch center, as well as 
communication with the Supervisory Officer designated to this contract.  Each officer will 
possess a mobile smart phone so that, in emergency cases, they can contact 911.  In addition, 
our corporate offices provide a twenty-four (24) hour phone line that can be accessed for 
emergency and non-emergency issues. 
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The Emergency Response Plan will include contingencies for non-security related emergencies 
such as medical emergencies, bomb threats, fires, explosions, and weather-related disasters to 
ensure an appropriate and orderly response.  This will prevent non-security related 
emergencies from becoming aggravated emergencies as well.  Emergency procedures and 
emergency contact numbers will be provided in writing to all employees and posted 
prominently in all areas of the facility. 
 
We will also develop a comprehensive set of guidelines for dealing with safety issues.  All staff 
will learn and be drilled in these procedures to ensure they are adequately prepared for 
emergencies.  Preparedness means all staff members: 
 

• Know how to assess emerging situations to determine the type and level of threat they 
may pose 

• Know how to respond to different kinds of safety and security threats 

• Know which types of situations warrant the activation of panic buttons 

• Know how to proceed when an alarm goes off or a panic buttons has been activated 
 
If a safety or security issue is found and constitutes an actual emergency, authorities will be 
notified as required.  We will then follow the emergency response procedures that have been 
establish in cooperation with local fire and law enforcement authorities for smoothly bringing 
the situation under their control.    
 
As a matter of corporate policy, the following rules will be enforced by LEEF: 
 

• Cannabis will not be consumed by anyone on LEEF’s premises, in accordance with City of 
El Centro regulations. 

• A Manager will be on the premises at all times during hours of operation.  LEEF will 
provide the City of El Centro officials with the name, telephone number (both land and 
mobile if available) for the onsite Manager or owner to whom emergency notice may be 
provided at any hour of the day, in accordance with City of El Centro regulations. 

• All cannabis and cannabis products sold, tested, distributed or manufactured will be 
cultivated, manufactured, and transported by Commercial Cannabis Businesses that 
maintain operations in full conformance with State Laws, State regulations, local laws, 
and local regulations.  

 
Outside Partnerships: Liaising with Community and Local Fire Officials  
 
The local fire department and neighbors in close proximity to the facility will be provided with 
the name of a contact person as well as one or more contact persons on our staff whom they 
can notify day or night in case there is a problem impacting them or that they feel may impact 
us.  We will periodically reach out to neighbors to ensure that there are no unreported 
problems of any sort via our Community Liaison.    
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We will strive to develop and maintain a strong relationship with the local law enforcement and 
fire departments to develop a professional working relationship and a coherent contingency 
plan for incidents that require fire and/or law enforcement involvement at our facility.  Local 
law enforcement and fire officials will be invited on-site to discuss and evaluate potential safety 
and security risks, vulnerabilities, and to assist in the development or enhancement of our 
current safety and security and emergency response plans. 
 
Workforce Safety 
 
Safety and Security and emergency response training is only part of the comprehensive training 
required for all employees, including Pandemic Safety training.  It is critical that employees 
understand exactly what to do when specific breaches and threats take place.  This ensures 
their safety and gives the Security Officers the ability to respond rapidly without fear of injury 
to client and staff.  We will hire a consulting firm to provide specific training to management 
and employees in the following areas: 
 

• Local fire emergencies 

• Alarm activation response 

• Working with local law enforcement and firefighters 

• Medical emergencies 

• COVID-19 Pandemic Workplace Management 

• Proper use of the “Panic Button” 

• Being a good witness/report writing 

• OSHA compliance 

• Training Developed to all compliance issues 
 
Employees will be tested on training content and must pass a comprehensive test by their third 
attempt in order to remain employed.  All staff will also go through periodic refresher seminars, 
as well as new training on any policy updates or changes in procedure.  All emergency 
procedures will be rehearsed in periodic drills.   
 
In addition to training and periodic drills, all employees will receive official company reference 
material, written in plain English and presented in an easy-to-use outline format, explaining all 
operational, safety and security policies and protocols.   
 
In developing our official safety and security policies, we will consult with local fire and law 
enforcement.  We will also work with them to develop effective ongoing employee training 
seminars and practices especially in developing our policies and training procedures on crime 
prevention and security threat response.    
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Background Checks 
 
LEEF will conduct Live Scan on all employees, volunteers, principals, directors, and board 
members.  LEEF will also vet and run background checks on any contractors or vendors who 
regularly work within the facility or may be employed there for an extended time.  All 
transmission of personal data from every source uses SSL (Secure Socket Layer); a robust 
protocol for encrypting data online.  A copy of “Your Rights Under the Fair Credit Reporting Act” 
will be included for all potential employees, volunteers, principals, directors, board members 
and vendor application packages.  A release of information form is also provided.  Any 
employees, volunteers, principals, directors, and board members may request a free copy of 
any report that was run the employer. 
 
LEEF will not employ anyone that has been convicted of a felony within the last seven years.  
Also, LEEF elects not to engage any contractors or vendors who would have access on a regular 
basis or for an extended time to restricted areas of our facility if they have been convicted of a 
felony.  Only properly vetted individuals will be employed at LEEF in strict accordance with our 
high standards to make every effort to provide our customers and the community with the best 
possible service at all times. 
 
COVID-19 Pandemic Safety and Sanitation 
 
LEEF has adopted the COVID-19 Retail Safety and Sanitation Manual published by the United 
Cannabis Business Association, which LEEF CEO Micah Anderson contributed to as a member of 
the association at the time.  The 45-page manual lists best management practices to reduce the 
risk of COVID-19 spread including practices when cleaning, onsite manager duties, and how to 
disinfect and clean the premises.  The manual also provides flyers for printing and posting on 
the premises including a disinfecting schedule, social distancing, what to do when sick, COVID-
19 facts, germ awareness and hand washing, and symptom awareness.  It also provides an 
extensive list of EPA approved disinfection products.  Below is a summary of best practices: 
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Burglary Alarm System 
 
LEEF will install, maintain, and use a professionally monitored robbery and burglary alarm 
system with door and window breaks and motion sensors.  Both audio and video surveillance 
will be utilized.  In the event of a break-in after hours the monitoring service will be able to 
communicate directly through the system.  The system will be operational twenty-four seven 
(24/7) without interruption.  LEEF will select a local security company to provide the cameras 
and system monitoring.  The system will meet and exceed all requirements of the City of El 
Centro by including:  
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• The control panel will be a UL listed burglar alarm control panel;  

• The system will report to a UL listed central monitoring station;  

• A test signal will be transmitted to the central station every twenty-four (24) hours;  

• At a minimum, the system will provide coverage of all facility entrances and exits, rooms 
with exterior windows, rooms with exterior walls or walls shared with other facility 
tenants, roof hatches, skylights, and storage room(s) that contain safe(s);  

• The system will include at least seven (7) holdup alarm for staff use; and  

• The system will be inspected and all devices tested annually by a qualified alarm vendor. 
 
Alarm Testing  
 
A test signal will be transmitted to the central station every twenty-four (24) hours.  The alarm 
system will provide coverage to the facilities points of ingress/egress, the exterior windows, 
offices, production areas, storage areas, cashiering areas and the product storage safe. The 
holdup alarm for staff use will be inspected and tested annually. 
 
Preventing Theft and Non-Diversion 
 
To prevent diversion of cannabis and cannabis products, cameras will be placed throughout the 
facility for the purpose of loss prevention.  
 
Preventing On-Site Consumption 
 
Pursuant to City of El Centro regulations, consumption of cannabis at the registered premises in 
any form will not be permitted.  We will also enforce a strict anti-loitering policy.  All cannabis 
products will be kept in our designated safe/storage rooms that are not being used in the 
dispensary process.  Any cannabis or cannabis paraphernalia that shows evidence of the 
cannabis having been consumed or partially consumed will be reported to the local Police 
Department.  We will routinely monitor surveillance footage to prevent the use of cannabis on 
the registered premises. 
 
Suspicious Activity and Loitering  
 
Staff will be trained to identify and respond appropriately to all levels of suspicious activity.  
Loitering will not be tolerated.  Loitering by non-employees or vendors will result first in a 
warning from our staff or security guard, and then notification of local law enforcement. 
 
Enhanced Product Safety Implementation 
 
LEEF is committed to being a leader in the regulated cannabis market with a focus on enhanced 
product safety.  We will implement standard operating procedures and practices that exceed 
City of El Centro and state regulations in terms of product safety.  Our cannabis product 
philosophy begins with sourcing the safest and highest quality cannabis goods from licensed 
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cultivators, manufacturers, and distributors.  We only accept cannabis goods that are 
accompanied by the required Certificate of Analysis from a licensed testing laboratory.  On a 
regular basis, we review the websites of the three State of California cannabis regulatory 
agencies--the Bureau of Cannabis Control, Department of Public Health, and Department of 
Food and Agriculture--to ensure that all of our partners in the cannabis supply chain have active 
and valid licenses.  
 
Labeling 
 
We only carry cannabis goods that we acquire from distributors that are in finished form and 
are packaged and labeled according to strict state requirements.  We strictly adhere to all 
regulations and reject all cannabis goods that might be packaged and labelled in a manner that 
would be attractive to children.  All cannabis goods we acquire for our retail operations must be 
packaged and labeled with the required labels and warnings including the following: 
 
Primary Panel 
 

• Identification of the cannabis product 

• Universal cannabis symbol 

o  
• Net weight or volume of contents 

• THC and CBD content for the entirety of package expressed in milligrams per package 
 
Information Panel 
 

• Date of manufacture and packaging 

• Manufacturer’s name and website or phone number 

• Government warning label 
o Unmanufactured cannabis: 

“GOVERNMENT WARNING: THIS PACKAGE CONTAINS CANNABIS, A SCHEDULE I CONTROLLED 
SUBSTANCE. KEEP OUT OF REACH OF CHILDREN AND ANIMALS. CANNABIS MAY ONLY BE 
POSSESSED OR CONSUMED BY PERSONS 21 YEARS OF AGE OR OLDER UNLESS THE PERSON IS A 
QUALIFIED PATIENT. CANNABIS USE WHILE PREGNANT OR BREASTFEEDING MAY BE HARMFUL. 
CONSUMPTION OF CANNABIS IMPAIRS YOUR ABILITY TO DRIVE AND OPERATE MACHINERY. 
PLEASE USE EXTREME CAUTION.” 

o Manufactured cannabis: 
“GOVERNMENT WARNING: THIS PRODUCT CONTAINS CANNABIS, A SCHEDULE I CONTROLLED 
SUBSTANCE.  KEEP OUT OF REACH OF CHILDREN AND ANIMALS.  CANNABIS PRODUCTS MAY 
ONLY BE POSSESSED OR CONSUMED BY PERSONS 21 YEARS OF AGE OR OLDER UNLESS THE 
PERSON IS A QUALIFIED PATIENT.  THE INTOXICATING EFFECTS OF CANNABIS PRODUCTS MAY 
BE DELAYED UP TO TWO HOURS.  CANNABIS USE WHILE PREGNANT OR BREASTFEEDING MAY 
BE HARMFUL.  CONSUMPTION OF CANNABIS PRODUCTS IMPAIRS YOUR ABILITY TO DRIVE AND 
OPERATE MACHINERY.  PLEASE USE EXTREME CAUTION.” 



LEEF EL CENTRO – CCP APPLICATION EVALUATION CRITERIA ATTACHMENTS 

 
59 

• All ingredients in descending order of prominence by weight or volume 

• Product expiration date, “use by” date, or “best by” date, if application 

• Unique identifier or batch identification number 
 
Additional Edibles Requirements 
 

• The words “cannabis infused” will be included on all edibles 

• THC and CBD contents will be expressed in milligrams per serving and milligrams per 
package 

• No edible product will contain more than 10 milligrams THC per serving and 100 mg THC 
per package 
 

Additional Topical Requirements 
 

• A topical cannabis good for the adult-use market will not contain more than 1,000 
milligrams of THC per package 

• A topical cannabis good for the medicinal-use market will not contain more than 2,000 
milligrams of THC per package and the label will include the wording “FOR MEDICINAL 
USE ONLY” and is only sold to medical-use patrons 

 
Additional Concentrate Requirements 
 
A cannabis product that contains more than 0.5% alcohol by volume will be packaged in no 
more than two fluid ounces and will include a calibrated dropper. 
 
Quality Assurance Review 
 
Upon receipt of cannabis goods our inventory manager conducts a quality assurance review of 
all products received.  This enhanced product safety step that we take gives our employees and 
patrons additional confidence that LEEF is committed to the health and safety of its customers.  
Including reviewing the following items:  
 

• As required, we only accept cannabis goods from active and valid distributor licensees. 

• Inspect cannabis goods to ensure that packaging and labeling meets regulations. 

• Inspect cannabis goods to ensure tamper-evident seal has not been broken. 

• Inspect cannabis goods to ensure child resistant packaging is resealable if there is more 
than one serving in the package and that child resistance can be maintained throughout 
the life of the package. 

• Inspection of laboratory testing results to ensure labeling matches test results. 

• Retail sales associates/budtenders will be trained on packaging and labeling 
requirements. If they see packaging or labeling that does not seem correct, they are 
trained to report it to management. 

 



LEEF EL CENTRO – CCP APPLICATION EVALUATION CRITERIA ATTACHMENTS 

 
60 

Child Resistant Packaging 
 
State of California laws and regulations require that all cannabis goods distributed to a licensed 
retailer will be packaged in child resistant packaging and that the packaging will maintain its 
child resistant effectiveness throughout the life of the package.  Child resistant packaging is 
especially important when a cannabis good contains more than one serving.  Even though LEEF 
only purchases cannabis goods for resale that meet all packaging and labeling requirements, 
upon customer request we will provide additional industry-leading child resistant packages 
for free to ensure our customers have the best resources available to keep cannabis goods 
away from children.   
 

 
 
Product Storage 
 
Cannabis goods will be stored in a manner that prevents their degradation at all times, 
including during transport.  Cannabis goods will be kept in a cool dry storage.  Cannabis goods 
that require refrigeration will be refrigerated at 41 degrees or below during storage, and 
transport. 
 
Product Display 
 
LEEF is using state-of-the-art display cases to ensure that cannabis products can be viewed by 
customers, while keeping them secured from potential theft or diversion. 
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SECURITY PLAN 
 
The goal of the Security Plan is to ensure that vigorous security measures are implemented and 
maintained at the facility and during operations in order to ensure the safety and security of 
employees, patrons, customers and all licensee inventory.  The Security Plan is intended to 
prevent theft at the facility, including robberies, burglaries, loitering and shoplifting.  The below 
comprehensive security plan will address security measures during operational hours, after 
hours, surveillance system layout, alarm system, product security during storage, secure 
handling of all cash, interior access control, employee specific policies and training, Track and 
Trace software and POS/Inventory Control system designed for the cannabis industry. 
 
LEEF will be located at 739 North Imperial Ave., El Centro, CA, 92243.  Hours of operation will 
be from 7:00 A.M. – 9:00 P.M. seven days a week or as otherwise approved by the City of El 
Centro.  The facility consists of the Receptionist Area, Dispensary Floor and Quick Pick-up Room 
for patrons, along with private staff areas such as the Manager’s Office, Stock Room, Purchasing 
Desk, Janitor’s Closet, Break Area, Staff Restroom, Quick Pick-up Service Room, and private 
Staff Entry.  To prevent access into the dispensary, there are limited points of access.  All doors 
(whether interior or exterior) will have electronic surveillance and sounding alarm equipment 
to deter and detect unauthorized intrusion and emergency exits.  There will be ample lighting 
surrounding the facility and parking area along with properly maintained landscaping to deter 
individuals from consuming cannabis on the premise in addition to providing easy visual for 
patrolling security personnel and law enforcement. 
 
LEEF will monitor applicable local and state cannabis regulations and guidance and at a 
minimum will ensure compliance with City of El Centro Cannabis Regulations, along with all 
California State Laws and Regulations. 
 
LEEF has appointed Triad Security Incorporated as our designated Security Representative and 
Liaison to the City of El Centro.  Triad and LEEF management shall be reasonably available to 
meet with City staff regarding any security related measures and operational issues.  LEEF shall 
notify the Community Development Director and police department within twenty-four hours 
of a change in designated security representative/liaison.  Triad’s security assessment letter is 
attached at the end of this Security Plan. 
 
See the Site Plan and Floor Plan in Appendices B and C, which include Security Diagram 
elements. 
 
Physical Security Measures 
 
Access Points  
 
All LEEF entrances will be disabled compliant. Customers will access the facility from the 
secured parking lot to the rear of the building.  No access shall be provided from the public 
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sidewalk along Imperial Avenue or Woodward Avenue.  LEEF limits the number of customers in 
the retail sales area to achieve a one-on-one experience with a budtender.  This manner of 
access management also enhances safety and security by strategically managing the number of 
people in the retail sales area.  LEEF will install a buzz-in style door lock to further limit access 
into the retail sales area.  The receptionist will “buzz-in” customers when there is an available 
budtender. 
 
External Door Security 
 
Every external door of the facility is equipped with commercial grade locks (ANSI/BHMA 
Commercial Grade 1 or Grade 2).  Each external door will be equipped with at least two locks.  
All metal security doors will have a locking deadbolt and a locking entry knob or lever.  All glass 
security doors will have a locking deadbolt and sliding metal bolts that lock securely into the top 
and bottom of the door frame.  If practicable, external doors will also be equipped with locking 
metal security gates.   All keys will remain in the possession of the licensee, licensee 
representatives, or authorized personnel.  Licensee will maintain a master list of all keys issued 
to authorized personnel, along with permitted access information. 
 
External Window Security 
 
All external facility windows will be secured either by metal security bars (placed internal) or a 
security film covering and are also equipped with motion detectors linked to the security alarm 
system.  If a window is broken or forced open, the alarm system will immediately notify 
licensee or licensee’s designated contact. 
 
Secure Lobby 
 
All visitors to the facility will enter directly into the secure lobby, which is separated from the 
rest of the facility by an internal security door with an electronic strike lock.  The lobby will be 
supervised at all times by front desk personnel.  Front desk personnel will control all access to 
the facility by operation of the electronic strike lock.  The front desk personnel will reside 
behind a bank teller window thus creating the lobby as a secure screening area. 
 
Internal Doors 
 
Beyond the secure lobby, all restricted access areas are separated from the dispensing area 
with doors equipped with commercial-grade electronic keypad locks.  All keypad code will 
remain in the possession of the licensee, licensee representatives, or authorized personnel. 
 
Restrooms 
 
In compliance with the El Centro Municipal code, the public restroom facilities will remain 
locked and under the control of management.  The key is to be returned to the receptionist 
after use. 
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Facility Access Control 
 
Key Control 
 
At any time when the facility is not operating, all entrances to and exits from the premises will 
be securely locked and any keys or key codes to the facility will remain the possession of 
licensee, licensee representatives, or authorized personnel.  During operating hours, all 
employees are responsible for securing keys, access control cards, and security codes at all 
times. Licensee will maintain a master set of all facility keys and will maintain a master list of all 
issued keys and the location of any extra keysets kept on premises (e.g., keys to loan to 
contractors during work, etc.). 
 
Limited Access Areas 
 
All access areas past the lobby will be controlled by electronic keypads.  All keypads with be 
battery powered to allow the facility to remain secure and operational during a power outage. 
The lobby to the dispensary showroom will have a strike lock mechanism.  Access to any room 
beyond the Lobby will controlled with electronic keypads to limit access.  Limited Access Areas 
will have proper signage stating, “Access Area Limited to Authorized Personnel Only”.  All areas 
behind the cashier counters are limited access to employees only.  All rooms other than the 
Reception Area, the Quick Pick-up Room and the Dispensary Floor are also limited-access areas.  
Each employee must wear the required Employee Identification Badge, which helps us ensure 
that only employees and authorized personnel enter these limited-access areas. 
 
Visitor Access 
 
Vendors and contractors will not be given any access codes to any code-operated doors at the 
facility, and instead will only be given escorted access within the facility by a manager or 
employee.  With regard to licensee contractors, depending on the nature of the work to be 
performed, a manager may check out a facility key to a contractor – but only during the period 
of work, and all keys must be returned and checked back in prior to any contractor leaving the 
facility, even if the exit is temporary (e.g., lunch breaks, etc.). 
 
Daily Employee and Visitor Log 
 
Licensee will maintain a daily log of all employees, city officials, contractors, and licensed 
representatives who perform work on the licensed premises.  First and last name; date of birth; 
date and time; and purpose of visit will be recorded in addition to any other information 
required to be recorded based on the type of visitor. 
 
Identifying Badges/Clothing 
  
Licensee will require that all employees, contractors, and licensee representatives must wear a 
badge issued by the licensee that easily identifies the individual as an employee, visitor, 
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contractor, or licensee representative.  All employees will be issued permanent identification. 
The identification badge will include company name along with assigned license number, 
employees first and last name, along with a 2” X 2” color photograph of the employee that 
shows the full front of the employee’s face.  Licensee will maintain a sufficient set of visitor 
identification badges on hand in order to provide to all contractors or other visitors for use 
while on the premises. 
 
Consumer Sales Area  
 
Other than the Reception Area, the only areas where patrons are permitted will be the 
designated sales area (Dispensary Floor) and Quick Pick-up Room.  All other areas of the facility 
will be designated and appropriately marked as limited access areas and separated from the 
consumer sales area with secure locking doors.  The licensee will not allow more consumers 
into the consumer sales area than can be effectively monitored and assisted by the budtenders 
currently on duty.  A 2:1 ratio of patrons to budtenders will be a rule of thumb to prevent 
overcrowding of the dispensary floor. 
 
The following notices will be posted in the sales area: 
 

• “The sale or diversion of cannabis or cannabis products without a license issued by the 
City of El Centro is a violation of State law and the El Centro Municipal Code.”  

• “Secondary sale, barter, or distribution of cannabis or cannabis products purchased 
from LEEF is a crime and can lead to arrest.”  

• “Patrons must immediately leave the premises and not consume cannabis or cannabis 
products until at home or in an equivalent private location. Staff will monitor the 
location and vicinity to ensure compliance.”  

• CALIFORNIA PROP. 65 WARNING: Smoking of cannabis and cannabis-derived products 
will expose you and those in your immediate vicinity to cannabis smoke. Cannabis 
smoke is known by the State of California to cause cancer." 

 
After-Hours Security Measures 
  
The Security Alarm System will be activated at all times when the premises are closed for 
business.  All entrances to and exits from the premises are securely locked and any keys or key 
codes to the enclosed area remain in the possession of the license, licensee representative, or 
authorized personnel.  All cannabis items on the premises will be kept in a safe or locking 
refrigerator that is securely anchored to a permanent structure and meets the regulations set 
forth, located in a locked, enclosed area of the facility that is secured with a door that contains 
a multiple position combination lock or the equivalent and a relocking device or the equivalent. 
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Facility Locking Plan  
 
At the end of operations, and after all required closing activities have taken place, the Manager-
on-Duty (MOD) will accomplish the following protocol to ensure that all entrances and exits are 
locked when the business is not operating: 
 

• MOD will confirm that all required activities have been completed. 
• MOD will review key log to ensure that any checked-out keys have been returned and 

are secured in locked storage. 
• MOD will ensure that all other personnel or visitors have exited the facility. 
• MOD will lock and test each internal door to ensure that it is securely locked. 
• MOD will lock and test each external door (other than door of exit) to ensure that it is 

securely locked and in good working order. 
• When all checks are complete and MOD is prepared to leave building, MOD will arm the 

security system and exit the facility. 
• MOD will lock and test the door of exit to ensure that it is securely locked and in good 

working order. 
 
On-Site Security Personnel 
 
LEEF will have on-site security personnel 24 hours per day, seven days per week at our cannabis 
retail storefront facility. 
 
During the business hours that we are open to the public, 7:00 A.M. to 9:00 P.M. Sunday 
through Saturday (or as otherwise approved by the City of El Centro), we will have two security 
guards on duty at all times.  Each security guard will carry a walkie talkie to be available to each 
other and to the facility manager.  One security guard will be posted at the main entrance in 
the reception area and one security guard will be roaming the area outside of our facility and 
nearby neighborhood.   
 
The security guards will perform the following duties: 
 
Front Entrance Security Guard (Business Hours) 
 

• Ensure the general safety and security of employees and customers 

• Monitor the outside area in front of the facility to ensure no loitering, nuisances, or 
noise disturbances in the neighborhood 

• Ensure that there is no cannabis consumption on the facility property or within 100 feet 
of the facility 

• Only allow a limited number of customers/patrons into the waiting room/reception area 
at a time 

• Check small bags prior to entry into the waiting room/reception area and ask that large 
bags not enter the facility 
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• Observe the receiving of cannabis goods to ensure the safety of personnel and goods 
 
Parking Area/Perimeter Security/Patrol Guard (24 hours) 
 

• Ensure the general safety and security of employees and customers  

• Monitor the outside area parking lot area and neighborhood to ensure no loitering, 
nuisances, or noise disturbances the neighborhood  

• Direct customers to the front entrance and assist disabled customers to enter via the 
rear entrance when requested 

• Ensure that litter and trash are picked up in the area immediately surrounding the 
facility 

• Observe the receiving of cannabis goods to ensure the safety of personnel and goods 
 
During non-business hours Sunday through Saturday, we will have one security guard on duty 
at all times.  This overnight security guard will roam the area around the facility and parking lot. 
 
Product and Cash Storage Plan  
 
Safe/Security Room, Business Hours, After Hours 
 
(Part of our Security Plan, although included under Cash Handling Procedures in the Business 
Plan section above, for purposes of this application.) 
 
Product and Cash Transportation Plan 
 
Receiving Room 
 
The Manager Room will be used for in-taking product from vendors along with discrete cash 
pickups.  This room will eliminate open exposure to bulk cannabis and cash in unsecured areas 
on the premises.  The Manager Room will also be used for vendor intake.   
 
Transporting Cash 
 
Cash will be deposited in the bank whenever a $10,000 limit has been reached in reserves. 
Smaller and more frequent deposits will be made to the bank to decrease the risk of major 
financial loss and also maintain better credibility with the banking institution.  As facilitated by 
the transport service, cash pick-ups will be upon an irregular schedule to minimize risk of theft.  
Transport Service Personnel will be required to present identification – with required 
information recorded in the facility’s logs – and will be escorted by authorized personnel while 
on-site. 
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Security Alarm System 
 
In accordance with City of El Centro and State regulations, LEEF will have an active alarm system 
professionally installed, maintained, and monitored by a licensed alarm company.  The alarm 
system will meet all local and state requirements including motion sensors to detect entry and 
exit from all secure areas.  Only manager-level employees will have access to alarm activation 
and deactivation codes.  The alarm system will include panic buttons that will be installed at 
strategic locations including reception desk, manager’s office, safe room, and several in the 
retail sales floor area. 
 
Motion Detection 
 
All windows and each indoor area in the facility will be equipped with motion detectors that 
will detect movement in the covered area when the alarm system is activated. 
Door and Window Contacts 
 
All external windows and secured access rooms will have door contacts installed, when alarm 
activated any activity will notify specified personal. 
 
Notifications 
 
The alarm system will be programmed to notify a security company that will notify licensee, 
licensee representative, or authorized personnel in the event of a breach, or, if unavailable, law 
enforcement. 
 
Panic Buttons 
 
LEEF will ensure that there are at least three operational “panic buttons” located inside the 
facility at all times that are linked with the alarm system and will immediately notify a security 
company or law enforcement upon activation. 
 
Video Surveillance System 
 
The facility has a fully operational video surveillance system that will be activated 24 hours a 
day. Licensee will maintain the following system functionality and operation: 
 
Motion Detection.  All surveillance cameras are equipped with motion detection that will 
trigger recording of all movement and activity within covered areas. 
 
Viewing Monitors.  The facility is equipped with three viewing monitors for the video 
surveillance system.  One monitor is in the front office and one monitor is located in the secure 
room containing the facility safes and one monitor in the manager’s office. 
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Image Printer.  The surveillance system is connected to a color printer that can reproduce still 
photos from recorded camera images. 
 
Digital Archiving and Format.  All surveillance recordings will be kept for a minimum of 90 
calendar days, can be easily accessed for viewing by the Police Department and State authority 
upon request, and reproduction and that ensures authentication of all recordings as 
legitimately captured and guarantees that no alteration of the recorded image has taken place.  
Date and Time will be embedded on all surveillance recordings without significantly obscuring 
the picture.  Surveillance recordings will be kept for periods exceeding 90 days upon request 
and recordings will be made available immediately upon request. 
 
Off-site Accessibility.  Security surveillance footage will be remotely accessible by the 
authorized El Centro Authorities. In addition to remote and real time, live access to the video 
footage will be provided. 
 
Off-Site Recording Backup.  All required video surveillance recordings will be backed up offsite, 
the offsite storage will be secure, and backup recordings will be easily accessible for viewing 
and reproduction for a minimum of 90 days. 
 
Battery Backup.  The surveillance system will be equipped with a battery backup in the event of 
a power outage.  In addition, the proposed commercial cannabis business will be designed so 
that its capable of remaining secure during and a long-term power outage.  The proposed 
facility will accomplish this by implementing the following measures: 
 

• Access Control door locking hardware will be of the magnetic type. If there is a power 
loss, the magnetic lock will remain locked as it requires electricity to unlock. Locks will 
not be solely controlled by an access panel.  

• Emergency lighting: the project lighting will be designed by a licensed engineer and 
provide emergency lighting, with battery backup, to ensure that an adequate level of 
lighting is provided for an adequate period of time as specified in the California Building 
Code in the eventual temporary loss of power. 

 
Secure Location for Surveillance Equipment and Recordings 
 
All video surveillance system equipment, on-site storage components, video recordings and 
other archived records are located in a locked storage area designated as a Limited Access Area 
with appropriate mandated signage.  Entrance to the space will be secured with a commercial 
grade lock, will remain locked whenever the space is not being used, and will be accessible only 
by key or electronic keying system.  The space will only be accessible by the licensee, licensee 
representatives or authorized personnel, state or local law enforcement for a law enforcement 
purpose, and service personnel or contractors. 
 
LEEF will keep a current list of all authorized employees and service personnel who have access 
to the surveillance system room.  We will keep a surveillance equipment maintenance activity 
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log at the facility to record all service activity, including the identity of any individual performing 
the service, the service date and time, and the reason for service to the surveillance system. 
 
Camera Resolution and Image Capture 
 
All cameras connected to the surveillance system will record at a resolution of 1080P.  The 
system has the capability to produce a still photograph from any recorded camera image. 
 
Day and Night Recording 
 
All cameras will be capable of recording in any lighting condition and will be equipped with 
technology substantially similar to ICR (Infrared Cut-filter Removable), which can deliver full 
color video during the day and black & white video when illumination drops below a certain 
level. 
 
Camera Coverage and Placement 
 
Surveillance system cameras are placed throughout the facility to ensure complete coverage of 
all limited access areas, all points of entry to or exit from all limited access areas, all point of 
sale areas, and all points of entry to or exit from the facility.  Cameras are placed so that they 
can capture clear and certain images of any individual and activity occurring within 20 feet both 
inside and outside of all points of entry to and exit from the facility, and anywhere within 
secure or limited access areas of the facility.  In addition, third party security cameras will be 
placed around the entire perimeter of the facility to capture any activity occurring in the 
parking lot. 
 
Surveillance System Inspections 
 
The licensee’s authorized personnel will perform the following routine inspections of the Video 
Surveillance System to ensure proper function. 
 
Daily Inspection.  Before opening the facility for business, the manager-on-duty will perform a 
walkthrough of the facility and will check all areas for any evident issues with surveillance 
system equipment, as well as any evidence of tampering or attempted forced entry through 
doors or windows.  The manager on- duty will also review surveillance footage from the 
previous night and will visually review all camera feeds on the viewing monitor to ensure that 
all cameras are properly functioning. 
 
Monthly Inspection.  At least once a month, or as indicated by City of El Centro guidance, 
licensee or authorized personnel will ensure that all camera viewing angles have not been 
altered.  If any changes are noted, the licensee will be notified.  Surveillance recordings will also 
be reviewed to ensure that at least 90 days of footage is accessible.  Surveillance system 
notifications will be tested by disconnecting at least one individual camera to confirm that a 
failure notification is sent to designated personnel.  The surveillance system battery backup will 
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also be tested by allowing the system to operate solely on battery power and ensuring that the 
system maintains functionality for at least 60 minutes.  If possible, the battery test will be 
conducted outside of facility operating hours.  Panic buttons will be tested, with the alarm 
company being notified in advance to avoid accidental law enforcement notification. 
 
Network Security 
 
LEEF will take measures to ensure patient privacy, to protect sensitive records, and to minimize 
the possibility of unauthorized system access at the facility.  We will ensure that all computer 
workstations, other than the separate surveillance monitoring stations, will be connected to a 
network that complies with all State of California and City of El Centro requirements – 
including, at a minimum, the following: 
 
Engagement with IT Vendors and Service Providers 
 
LEEF will engage with qualified software and IT hardware vendors to implement a network 
infrastructure that meets exceeds requirements and will also establish appropriate vendor 
support relationships to ensure that any functionality issues that may arise during operations 
are able to be addressed in an expedient manner, and that the system is able to be 
appropriately upgraded over time in response to any future requirements. 
 
Documentation of Implemented Measures 
 
As LEEF establishes network functionality at the facility, all appropriate specifications, 
functionalities, and associated maintenance or monitoring requirements will be incorporated 
into this policy to ensure that measures are maintained, and that information is able to be 
readily provided upon regulator request. 
 
Secure Record Storage and Backup 
 
LEEF will keep all video recordings and archived required records not stored electronically in a 
locked storage area.  During hours when the facility is open, licensee may keep current records 
in a locked cupboard or desk outside the locked storage area, provided that the records are 
transferred back to the locked storage area at the close of operations each day.  All electronic 
records will be backed up both on- site, in short-term storage, and off-site, in long-term backup 
storage.  On-site back-ups will be updated daily to a secure server that is located in a locked 
storage area – as required by City of El Centro and the State of California – that is accessible 
only to licensee, licensee representatives, authorized personnel, designated El Centro officials 
and State of California regulators.  Off-site backup will be managed by a third-party data 
storage provider. 
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System Controls 
 
Only authorized personnel who are trained and understand licensee’s records management 
procedures will have access to the secure records storage on the facility network.  Personnel 
will be prohibited from sharing log-in codes. Workstation software will be configured with 
security measures, including password lockouts, login timeouts, use of strong passwords, 
periodic required password changes, and ability for administrators to disable users. 
 
Security Personnel 
 
A uniformed licensed security personnel will open and close the facility with an employee at all 
time.   
 
Security Personnel Selection 
 
Security Personnel will be licensed by the State of California Bureau of Security and 
Investigative Serves and will be approved by City of El Centro Officials before commencing 
work.  Preference for local, Imperial County based, security personal. 
 
Loitering Policy 
 
Patrons will only be allowed to congregate in the dispensary facility while engaging in an 
activity directly relating to operations of the cannabis dispensary.  The parking lot will be 
monitored from security cameras and a security personnel will do an hourly patrol of the 
premise to ensure no loitering is occurring.  If individuals are found loitering, they will be asked 
to leave the premise and if resistance occurs the authorities will be notified. 
 
Illegal Activity  
 
In the event any illegal activity occurs at the facility the Security Personnel’s top priority it to 
ensure safety of the patrons and staff and will not engage in any physical altercations with the 
individual causing a nuisance and will notify the Manager on Duty and Police Department. 
 
Police Response 
 
In the event that the Police Department is called and must come on site the Security Personnel 
or Manager on Duty will meet the Police Officer at a predetermined location outside of the 
facility to explain the situation to the responding Office. 
 
Designated Security Representative 
 
LEEF will designate a liaison to the City of El Centro regarding any security related measures or 
operational issues.  This individual will conduct security and emergency preparedness staff 
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training by developing, scheduling and/or facilitating training for employees in order to ensure 
that all employees meet and exceed all applicable building security requirements. 
 
Inventory Security  
 
The inventory tracking and control system associates every product sold with a single 
transaction, and a single dispensary facility employee.  LEEF will have in place an electronic 
Point-of-Sale software system which provides and includes inventory tracking and management 
capabilities, and will be utilized to track and report on all aspects of the business including but 
not limited to such matters as cannabis tracking, inventory data, gross sales (by weight, 
purchase price, mark-up percentages, and gross receipts derived from the wholesale or retail 
sale thereof) and other information which may be deemed necessary by the City of El Centro.  
LEEF will ensure that such information is compatible with the City’s record-keeping systems.  In 
addition, the system will have the capability to produce historical transactional data for review, 
and any system selected by LEEF for this purpose will be approved by and authorized by the 
proper City of El Centro officials prior to being placed in use. 
 
All purchases and sales take place under camera surveillance that captures product/inventory 
movement as well as the faces and identifying features of the vendor making the purchase and 
the dispensary employee making the sale. 
 
LEEF will not sell, give away, or donate specific devices, contrivances, instruments, or 
paraphernalia necessary for consuming cannabis or cannabis products, including but not limited 
to rolling papers and related tools, pipes, water pipes, and vaporizers. 
 
Pursuant to City of El Centro regulations, no cannabis or cannabis products will be visible from 
the exterior of LEEF’s facility. 
 
No outdoor storage of cannabis or cannabis products will be allowed at any time. 
 
More detailed Inventory Control measures can be found in the Business Plan section above. 
 
Disposal of Unused or Surplus Cannabis or Cannabis Products 
 
We intend to dispose of unused or surplus cannabis and its by-products in compliance with City 
of El Centro Municipal Code and any applicable state regulations.  Any and all cannabis products 
and/or perishable cannabis products will be ground up incorporating the cannabis waste with 
non-consumable, solid wastes with the resulting mixture of at least 50 percent non-cannabis 
waste with Bokashi or other compost activators or soil and sent to a locally certified entity to be 
disposed.  All unused or surplus cannabis and its by-products will be weighed and documented 
and recorded on a form. 
 
We will report any stolen or lost cannabis or cannabis products by filing a police report by 
calling 911 or in person with the city police department where our registered business resides 
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either in person or in writing within twenty-four (24) hours of becoming aware of the theft or 
loss. 
 
Information Systems Security  
 
Our data and information are as valuable as our products.  We will take both ordinary and 
extraordinary measures to protect our information systems and keep our data secure.  Ordinary 
measures are: 
 

• Using virus protection, spam-filtering, and firewalls; 

• Keeping software and OS operating system updated; 

• Using passwords and changing them frequently; 

• Using secure wireless networks; 

• Restricting web browsing; 

• Initiating frequent and secure off-site data backups 

• We will limit access to our network by using unique user passwords and by restricting IP 
addresses and MAC addresses to specific computers.  The use of third-party email, web, 
and data servers will be avoided. We will provide training to staff and employees on 
user security procedures.   

 
All data and information from our security system and from our inventory control system will 
be secured and encrypted and backed up automatically every night; not only to a private server 
on site, but also to a secure, off-site server location.  Should there be an emergency, natural 
disaster, or criminal breach at our facility, all data will remain safe and remotely accessible on 
our remote backup server.  
 
Security Representative/Community Relations Liaison 
 
LEEF will provide the name, telephone number, email address, and open access to our Security 
Representative/Community Relations Liaison for the Chief of Police, neighbors within 100 feet 
of our facility, and to employees.  The Security Representative/Community Relations Liaison will 
attend all community and city meetings, quarterly meetings with the City Administrator, as well 
as report all El Centro ordinance and State of California required issues to the Chief of Police 
within 24 hours.  The Security Representative/Community Relations Liaison will be available 
24/7 with a reasonable response time.  If the designated person will not be available due to 
vacation or other such reasons, all telephone, email, and other communication will be 
forwarded to an interim person who will be available 24/7 with a reasonable response time. 
 
The contact information of LEEF EC, LLC, the owner, will also be provided to the Chief of Police. 
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Security Assessment Letter 
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Community Involvement 
 
Community “Q and A” Introductory Meeting 
 
Stemming from previous community relations events in other cities in which LEEF and its 
partners operate, LEEF will host an open Community Question and Answer reception at a 
location near to the proposed site well before the building starts construction.  The main 
purpose of the “introductory meeting” will be to introduce ourselves to our fellow neighbors, 
address any community questions about how our retail Cannabis business operates, distribute 
our construction plans and proposed timeline, and to communicate local and state cannabis 
laws and regulations. 
 
LEEF’s goal is to visit each neighboring business as well, introducing our company and inviting 
them to the Neighborhood Reception with a flyer.  If the business owner or manager is not 
present, a flyer will be left.  A few days before the event, the neighborhood businesses will be 
visited again to leave a reminder.  LEEF will invest time and energy in reaching out to the 
surrounding community of neighbors in El Centro and welcomes the community’s feedback. 
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A takeaway from a previous “Q and A” session is the topic of the physical appearance of the 
proposed building improvements along with concerns regarding how LEEF will prevent public 
consumption in the neighborhood and protocols for keeping cannabis products away from 
children.  Another topic we will address is the legalized, retail Cannabis industry overall, and 
what LEEF’s team experience has been in dealing with the community in past endeavors in the 
industry.   
 
A main concern to address is that local business owners fully understand and believe that there 
are no negative impacts on their own businesses.  Overall, LEEF has the experience speaking to 
the community to address their concerns and will be a core part of the education for its 
citizens. 
 
Citizens Advisory Board 
 
LEEF will implement a periodic Citizens Advisory Board.  Our Community Relations Liaison will 
establish a regular board meeting schedule to proactively seek community input and feedback 
regarding LEEF impacts on the neighborhood and to seek positive solutions.   This will allow 
ongoing communication between the community and LEEF. 
 
Community Relations Liaison 
 
LEEF will appoint a Community Relations Liaison.  This person will be of high value within the 
community and will respond to all neighbor and community complaints related to LEEF within 
one business day or immediately depending on the urgency of the issue.  The Liaison will be 
responsible for answering questions from our neighbors and other interested persons about 
how our cannabis business will operate to maintain safety and security of all residents, 
customers, and employees.  The Community Relations Liaison will also address complaints 
during the building improvement phase as well.  This position will be reviewed annually.   
 
The appointed Community Relations Liaison will also attend a quarterly or periodic meeting 
with the City and other interested parties as deemed appropriate by the City to discuss costs, 
benefits, and other community issues arising as a result of implementation of this plan.  After 
the first year of operation, the owner, manager, and community relations contact from LEEF’s 
Commercial Cannabis Business will meet with the City when and as requested. 
 
LEEF will establish and maintain procedures for working to support our community and to 
resolve community concerns/complaints about our operations.  We are committed to keeping 
open communication between our customers and our staff, and neighbors and management.  It 
is important for us to educate our neighbors and customers about the procedure for expressing 
concerns or dealing with complaints about our operations so that requests, questions, concerns 
and ideas are addressed in a positive manner and timely fashion. 
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Operational Complaint Procedures 
 
LEEF has established formal complaint procedures to ensure we document and address all 
complaints in a timely manner.  Our complaint procedure for this location will be sent to all 
businesses within 500 feet of our location prior to opening and will include a procedure of how 
to express concerns or file a complaint, including the Community Relations Liaison’s contact 
information.  The information will also be posted on our website and available in the store.  All 
staff will be trained on how to proceed when a complaint or concern is expressed.  When we 
receive a complaint about our business, the following procedures will be followed:  
 

• The complainant’s name and contact information if the person wishes to provide the 
information for follow-up purposes; 

• A detailed description of the complaint including events and circumstances giving rise to 
the complaint; 

• The date of the event or if no specific date is available the general timeframe of the 
event; 

• Whether the complaint has been referred to anyone else like law enforcement; 

• The Community Relations Liaison will take all reasonable steps to fully understand the 
complaint and gathering additional information; 

• A response will be provided to the complainant and depending on the outcome of the 
investigation will segregate the product and notify regulatory authorities if necessary. 

 
The Community Relations Liaison will keep a log of all inquiries and complaints.  Anonymous 
complaints will be handled in the same manner.  All complaints will receive either a response 
via email, a face-to-face meeting if requested, or an informal discussion over the phone. 
Complaints which raise particularly challenging issues or are otherwise especially complex will 
be investigated thoroughly. 
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ample lighting surrounding the facility and parking area along with properly maintained 
landscaping to deter individuals from consuming cannabis on the premise in addition to 
providing easy visual for patrolling security personnel and law enforcement. 
 
The proposed storefront retail dispensary will include full site development including detailed 
drought tolerant landscape and irrigation designed to reduce water usage by implementing a 
drip type irrigation system to be designed by a licensed landscape architect and to also provide 
a quality landscape design to enhance the architecture of the proposed building as well to be 
congruent with, yet an improvement to, the character of the North Imperial Ave. corridor. 
 

Neighborhood Integration 
 
LEEF will conduct its business operations in a manner that mitigates any potential nuisance or 
disturbance to its neighbors and the larger community.  We believe that a cannabis business 
that is integrated into the community creates a harmonious environment and better 
community as a whole.  With specific policies in place that dictate how LEEF, as a business, will 
achieve this objective and how LEEF will manage its staff and operations to minimize and 
remove any potential and perceived negative impacts of its operation. 
 
LEEF intends on building relationships within its community that foster a free and willing 
exchange of information.  LEEF will appoint a Community Liaison and his/her contact 
information will be made available to neighboring businesses and the public.  In so doing, LEEF 
hopes to enlist suggestions of how they can improve their public facing operations. 
 
Local Community Policies 
 
Company employees in and around the retail storefront will conduct themselves in a 
professional manner at all times.  There will be daily monitoring and cleanup of the subject 
property and adjacent public areas.  
 
Neighborhood Business Tour 
 
Prior to opening, we will invite neighboring businesses to tour our facility so that we can show 
them how a professionally operated cannabis retail storefront succeeds in creating a safe and 
legal environment.  We believe that informing and educating neighboring businesses about 
how we operate is very important.  We want our neighbors to get to know us and to feel 
comfortable calling on our community liaison to resolve any nuisance caused by our business.  
During this tour, neighboring businesses will meet LEEF managers and staff and will be provided 
with a handout of our neighborhood policies and contact information for the community 
liaison. 
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Ongoing Neighbor Outreach 
 
Being a good neighbor involves ongoing effort.  Our community liaison will, from time to time, 
proactively seek feedback and communication with our neighbors.  LEEF may conduct this 
outreach by conducting neighborhood surveys, inviting neighbors to tour our Facility, or hosting 
neighbors for feedback sessions at an offsite premise.  We understand that Commercial 
Cannabis is relatively newly legal in California and that communities such as El Centro have 
created new laws and ordinances about which neighborhood community members may have 
questions.  LEEF has a deep appreciation for the concerns of neighboring businesses and takes 
very seriously our role in being a leader in the community to ensure a harmonious 
neighborhood environment. 
 
Citizens Advisory Board 
 
LEEF has a tradition of building strong relationships within the community.  Establishing a 
Citizens Advisory Board is a way that LEEF encourages feedback and input from concerned 
citizens.  We have learned from years of operating a high-volume retail cannabis dispensary 
that a key to success is providing a forum for people to speak, and not just listening, but also 
integrating feedback into our operations.  We have a deep understanding that a large part of 
our success is due to citizens having input.  
 
Facility Exterior Cleanliness 
 
In addition to constructing a beautifully designed exterior that fits the appropriate architectural 
style, LEEF attends to the practical matters of ongoing exterior maintenance.  There will be 
trash receptacles in front of the facility and in the parking area.  Multiple times a day an 
employee or one of the security guards visually inspects the exterior areas and surrounding 
public areas for trash and safety issues.  Any issues are immediately resolved.  
 
No Cannabis/Alcohol/Tobacco Consumption On-Site or in Vicinity 
 
LEEF has a zero-tolerance policy for smoking, vaping or otherwise consuming cannabis or 
cannabis products anywhere within or surrounding the retail storefront, including the parking 
lot.  Any cannabis or cannabis paraphernalia that shows evidence of the cannabis having been 
consumed or partially consumed near our facility will be reported to the City and/or local Police 
Department.  LEEF will place smoke detectors around the facility and routinely monitor via 
video surveillance to prevent the use of cannabis on the registered facility.  No person will 
cause or license the sale, dispensing, or consumption of alcoholic beverages or tobacco 
products on the property of LEEF’s Commercial Cannabis Business.  
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No Loitering 
 
LEEF enforces a strict no-loitering policy.  Staff will be trained to identify and respond 
appropriately to all levels of suspicious activity.  Security guards will manage patrons who loiter 
by asking them to leave the facility. 
 
Location 
 
In accordance with LEEF’s Security and Safety Plans herein, we will take a proactive approach to 
security, fire, and safety measures.  The security staff will be led by the security liaison and will 
be integral to our neighborhood integration and “good neighbor” policies.  The Security Team 
will be tasked with surveillance, patrol, and cleanup of the surrounding areas, as well as being a 
point of contact for local law enforcement.  Video surveillance using a state-of-the-art camera 
system around the building’s perimeter is active 24/7 and is monitored both from within the 
facility, as well as remotely via internet access (known as TCP - transmission control protocol) to 
ensure the safety of all people and businesses in the neighborhood.  LEEF’s active video 
surveillance allows us to ensure proper neighborly etiquette.  There will be an abundance of 
lighting of the building perimeter and parking lot.  Two security guards will be onsite during 
business hours and there will be at least one security guard onsite during non-business hours.  
LEEF will ensure that there will be immediate response and resolution to all law enforcement or 
neighborhood concerns. 
 
The address of the proposed Commercial Cannabis Business retail storefront is:   
 

739 North Imperial Ave., El Centro, CA 92243. 
 
A commercial building will be constructed to meet the business needs of the of LEEF and will 
comply with all local municipal, planning, and zoning codes; City CCB laws and ordinances; State 
cannabis laws and regulations; and all applicable City building, fire, electrical, and health codes.   
 
Parking  
 
LEEF will ensure that there is sufficient parking on site that is consistent with El Centro 
Municipal Code requirements.  All parking managed by LEEF will have proper signage, lighting, 
and litter removal.  Patrons and others will not be allowed to loiter or consume cannabis or 
cannabis products in parking areas.  Parking areas will have video surveillance and our security 
guards will monitor activities in parking areas.  LEEF’s community liaison will promptly follow up 
on all noise and other nuisance complaints from neighboring businesses, law enforcement, and 
other entities.  Provisions will be made for employees to park off site or use public 
transportation.  Bicycle transportation is often encouraged in other communities which LEEF 
operates and will be in El Centro per the Vision 2050 Strategic Plan; thus, bicycle racks are also 
provided.  LEEF will also install publicly available electric vehicular charging stations to 
contribute to El Centro and Imperial County green initiatives.  We will also designate preferred 
parking for alternative fuel vehicles. 
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Signage Plan 
 
At all times, no Signage will obstruct the entrance of the retail storefront in compliance with 
City and all agency regulations.  All signage will remain free and clear from referencing Cannabis 
by name or by any commonly associated symbols.  Further, the following forms of marketing 
and signage will be strictly prohibited: 
 

• No advertising by sign spinning or similar methods to attract attention or people driving 
by; 

• No banners, flags, or pop up signs; 
 
Each entrance will be visibly posted with the following notices: 
 

• These premises are under 24/7 video surveillance. 

• No smoking, ingesting, or otherwise consuming cannabis or cannabis products on the 
premises or adjacent areas. 

• Must have proper identification to enter. 
 
At all times LEEF will display its local permit, seller’s permit, business license and eventual State 
License in a highly visible location. 
 
Lighting Plan  
 
Statistics demonstrate that crimes are less likely to occur in well-lit areas, because a well-
lighted property serves as a meaningful deterrent against criminals and criminal activity.  
Security lighting is one of the most practical and effective ways to prevent and deter crime in or 
around commercial facilities.  Exterior lighting at LEEF’s facility will ensure the safety of the 
public and our employees, while not disturbing surrounding residential or commercial areas. 
The main objective of our security lighting system at the facility is to illuminate dark areas and 
detect and recognize concerning movement in the protected area.  The best vision for outdoor 
lighting is obtained from downward directed and shielded security lighting that is on from dusk 
until dawn, supplemented with instant-on lighting triggered by motion triggered detectors. 
Increased lighting will be installed at all points of ingress and egress. 
 
All exterior lighting on the premises and parking area lighting for the location will be balanced 
and will not result in glare on adjoining properties.  Lighting will comply with all City of El Centro 
requirements. 
 

Adults Only Aesthetic 
 
LEEF’s commitment to a commercial cannabis business that will not influence the desirability or 
attraction to the vicinity of the premises among youth:  LEEF’s commitment to an adults only 
aesthetic is evidenced by the professional, understated appearance and security/safety 
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features woven throughout our Neighborhood Compatibility Plan above as well as elements of 
our Security Plan.  Our well thought out exterior design contains no symbols or bright colors 
that may appeal to youth.  Rather, LEEF’s El Centro retail business conscientiously markets to 
responsible, law-abiding adults and respectable members of the local community.  LEEF takes 
great pride in the strong emphasis its plan places on community involvement its learned, 
developed, and improved upon through multiple cannabis facility investments through the 
State of California, designed to address neighborhood concerns and be compatible with a safe 
adult use product line.  
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AIR QUALITY PLAN 
 
LEEF will maintain a high standard for air quality for all aspects of the proposed commercial 
cannabis business operation at 739 N. Imperial Ave.  Generally, LEEF will meet and exceed the 
standards set by the California Labor Code as well as the COSHA Policy and Procedures Manual 
as applicable to our facility. 
 
Pursuant to State of California regulations and any more restrictive local codes, LEEF El Centro 
retail facility shall meet air ventilation requirements of cubic feet per minute (“CFM”) per 
square foot of conditioned floor area required in retail spaces.  Since existing State air quality 
regulations do not contain provisions specific to cannabis businesses, LEEF will comply with 
these State standards and in accordance to El Centro’s Chapter 13, Article X cannabis code 
when designing the ventilation systems and air filtrations systems including “air-scrubber” 
system for the entire facility.   
 
Per the City’s ordinance, LEEF will also submit full drawings and operations descriptions to the 
city of El Centro for its review and issuance of any required permits for the facility and its 
operations. 
 
Remediation Measures 
 
LEEF has helped set the Cannabis industry standard for air filtration which implements three 
different types of odor remediation measures including: a virgin carbon filtration system, an 
ozone method, or an air-scrubber system.  These systems vastly reduce, and in most cases, fully 
eliminate the odors that can be associated with the storage and handling of cannabis 
products.  These filtration systems also help to remove other air impurities that can be 
generated within this type of retail facility and further ensure that any untreated air is not 
vented directly outside prior to odor mitigation. 
 
For our facility at 739 N. Imperial Ave., the configuration of the filtration system will be 
determined during the construction phase to ensure the proper system is utilized based on the 
final construction details of the buildings and in compliance with the City’s ordinance.  The 
filtration system ultimately installed will ensure that odors from cannabis are not detected in 
any of the following locations: outside of the premises, anywhere on adjacent property or 
public rights-of-way, on or about the exterior or interior common area walkways, hallways, 
breezeways, foyers, lobby areas, or any other areas available for use by common tenants or the 
visiting public, or within any other unit located inside the same building as the Commercial 
Cannabis Business. 
 
Plans for LEEF’s odor-combating filtration system will be submitted to the City of El Centro for 
approval, and LEEF will schedule an inspection before commencing commercial cannabis 
activity at the facility to confirm compliance with approved plans or whatever period of time 
the ordinance calls out at a later date. 
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Ozone Generators 
 
LEEF will install ozone generators in the facility.  The function of ozone generators is to create 
ozone.  When ozone comes into contact with offensive odors, the ozone virtually neutralizes 
the odor.  Ozone generators will be placed strategically in places where charcoal filers are not 
sufficient, or in addition to the charcoal filters as deemed necessary by the engineers who will 
design the HVAC system, in accordance with the ordinance.   
 
While ozone is very powerful, it has a very short lifecycle.  When contaminants such as 
Cannabis odors make contact with ozone, they are destroyed completely by oxidation.  In so 
doing, the extra atom of oxygen is consumed and there is nothing left of the odor, only oxygen. 
Ozone then naturally reverts back to oxygen after it is used.  
 
Filtration System 
 
Lastly, as indicated in the schematics below, LEEF proposes to install a filtration system that 
utilizes a “virgin carbon” can filter, which is considered the state-of-the-art industry standard 
for dispensary odor elimination. 
 
Strategic Pressurization of Spaces 
 
While filtration is a key component of any odor mitigation strategy, controlling the amount of 
air inside the facility that escapes during normal operation such as opening and closing doors is 
also a critical component.  The proposed HVAC system will prevent any untreated/unfiltered air 
from escaping the facility by creating negative pressure areas for the spaces that contain the 
entry and access points.  Negative room pressure is created when more air is mechanically 
exhausted from a space than is supplied.  The ventilation system allows air to flow into the 
negative pressure room but does not allow air to flow out as air naturally flows to areas with 
lower pressure.  This technique is commonly used in hospitals and medical centers to prevent 
cross-contamination.  This technology helps prevent odors from escaping the facility and 
instead routes potential odors through the air filtration system. 
 
Indoor Air Quality 
 
Indoor air quality is a priority for LEEF, who currently operates multiple licensed commercial 
cannabis businesses in other California cities.  HVAC systems will be maintained by a local 
contractor who will provide routine inspection.  Staff will be fully trained in the operation of the 
system and will maintain items such as CO and other odor detectors, batteries, etc.  LEEF will 
follow LEED principles in its construction and materials selection for the project such that 
indoor air quality is improved above and beyond the required minimums per state and local 
regulations.  These stricter standards include but are not limited to: 
 

• Increased fresh air and filtration 
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• Use of construction materials that are strictly regulated to reduce off-gassing of harmful 
chemicals and compounds.  

• Strict construction standards to reduce air-borne contaminants that could remain after 
construction.  

• Strict maintenance protocols for HVAC systems.  

• Automated control of the HVAC system in order to provide comfort and the indoor air 
quality.  

• Green Cleaning Policy including strict controls on products and cleaning procedures. 
 
Waste Production Impacts 
(This section is also included in our Environmental Benefits plan below, per the Application Evaluation Criteria Guidelines.)  

 
If not properly managed, increased refuse within the facility and bio-hazardous waste produced 
from expired or unsellable cannabis or cannabis products could have a potentially negative 
environmental impact.  Therefore, LEEF is committed to the following mitigation procedures:  
 
Development of a recycling program, contracting with a bio-waste removal company and 
facility/parking maintenance monitored daily for litter and other waste products removal.   
LEEF’s trash management plan will include a trash enclosure large enough to accommodate 
both recycling and waste receptacles.  Pursuant to the City’s design requirements the trash 
enclosure will be visually screened and secured through robust construction, secured gate and 
by providing a permanently constructed roof.  Additionally, smaller trash receptacles will be 
placed strategically inside and outside the dispensary along with no littering warning signs.  
Staff will monitor the parking lot and other adjacent exterior areas to remove any litter.  
 
Cannabis Waste Management Plan 
 
Cannabis waste is handled differently than non-cannabis waste.  Cannabis waste is created 
when cannabis products in the retail storefront operation must be destructed and destroyed on 
our premises, for reasons including the following: 
 

• Cannabis products have damaged packaging or products have spoiled 

• Cannabis products have reached their “sell by” or “best by” date 

• Cannabis products sold at retail that have been returned by the patron 

• Cannabis products sold at retail that have been abandoned by the patron on the 
premises 

• Other reasons that make the cannabis products unsaleable 
 
If cannabis products must be destructed and destroyed, the following procedures will be 
followed: 
 

• Cannabis products to be disposed of are entered into Microsoft Dynamics NAV and the 
State’s Metrc® Track and Trace system to be sure all product is tracked and inventoried. 
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• Cannabis products are removed from the original packaging and made to be 
unrecognizable and unusable. 

• Destroyed cannabis products are then secured in a locked waste receptacle labeled 
Destroyed Cannabis Products, which is securely stored in the Stock and Safe Room. 

• When the Destroyed Cannabis Products receptacle is full or at least once per month, a 
Manager self-hauls the receptacle to a licensed waste facility and brings back a receipt.    

• Cannabis and cannabis products that are deemed unsellable or returned in accordance 
with the LEEF’s return policy will be destroyed in strict adherence with state law. 

• Neutral waste products will be discarded with other bio-waste and will be picked up bi-
monthly by a contracted hazardous waste removal company. 

 
LEEF’s Cannabis Waste Management Plan comports with State law.  “Cannabis waste” means 
waste that is not hazardous waste that contains cannabis and that has been made non-
retrievable.  “Non-retrievable” means that the finished cannabis and cannabis products have 
been altered permanently so that the controlled substance is unusable for all practical 
purposes. 
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ENVIRONMENTAL BENEFITS 
 
LEEF is committed to building a LEED certified, eco-friendly facility at 739 N. Imperial Ave. with 
a variety of sustainable energy platforms, using green building practices and natural resources 
efficiently, that can help the city achieve the goal of becoming a low-carbon community reliant 
on the efficient use of renewable energy resources.  Being part of El Centro’s green business 
initiatives is just the start of what we envision.  Furthermore, we plan to work with local El 
Centro contractors and providers to achieve this goal. 
 
Leading by example in the Cannabis industry, our plan is to lower the impact on the 
environment by implementing the following practices: 
 
Energy Use and Conservation 
 

• Exceed the Title 24 minimum standards.  

• Incorporate the latest Solar and Battery technology available. 

• Build according to greening building protocols, per El Centro’s Vision 2050 Strategic 
Plan. 

• LEED certification.  

• Outfit the facility with water-efficient fixtures. 

• Implement a Water Reuse framework for storm water, gray water and onsite water 
reclamation. 

• Use High-Efficiency lighting controlled via an automated lighting control system. 

• Use of reclaimed materials in building construction.  

• Use of zero-VOC or paints and finishes with low level toxic emissions for use on walls.  
Milk Paint, or zero-VOC paint, is environmentally safe and non-toxic. 

• Initiate Reuse and Recycle programs: 
o Use of recycled paper of all office and custodian products. 
o Use of recycled and recyclable disposable products for use by employees during 

their shifts. 
o Use of reusable child resistant bags for products and implementing a discount 

program for patrons who bring back their reusable bags. 
o Employee education and incentives for new green ideas and processes. 

• Zero ozone emissions and Odor Mitigation system. 

• Low-water use irrigation system such as “drip” with automated controls.  

• Install water-catching systems to use for irrigation. 

• Utilize soil moisture sensors. 

• Plant shade trees to save energy and plant drought resistant landscaping. 

• Install publicly-available electric vehicular charging stations. 

• Designate preferred parking for alternative fuel vehicles. 
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Aesthetics & Landscaping 
 
The proposed location is on a high-traffic road in a largely retail oriented area.  We plan to 
extensively remodel the single-story commercial building with a street facing façade with 
understated storefront glass, creating an energy efficiency feature.  The exterior walls will be 
finished in stucco with a portion being painted concrete masonry units, or other treatments 
that may be preferred by the City during permit processing.  We will reduce water usage by 
implementing drought-resistant plants and a drip type irrigation system to be designed by a 
licensed landscape architect.  We will provide a landscape design of extraordinary design 
quality in order to enhance the architecture of the proposed building as well to be more 
congruent with the character of the neighborhood.  Furthermore, LEEF proposes to 
appropriately landscape the exposed parking area with shade trees.  Such landscaping will be in 
compliance with all El Centro applicable requirements for landscaping.  
 
Noise Impacts 
 
Due to the enclosed nature of our retail operations with zero tolerance for loitering or onsite 
consumption (where and when the City prohibits), we feel confident that this site proposes 
very little, if any, noise impacts.  The potential noise impacts from a dispensary can include 
noise emitting from air-conditioners and air filtration fans located on the roof of the property 
and conversations from patrons, customers and/or employees in the parking lot area.  LEEF 
proposes the following noise mitigation measures: 
 

• Screening of any roof-top equipment in order to mitigate visual impact as well as to 
project any emitted sound away from pedestrians; and 

• Use of state of the art (Variable Fan Speed and Variable Compressor) systems to 
decrease the sound emitted by the units.  Variable speed systems often operate at 
much lower speeds, since they can vary their speed, than most conventional single-
speed units, thus emitting significantly less sound.  

 
LEEF intends on hiring a local qualified acoustical consultant, to recommend a mitigation 
strategy to ensure that the proposed project does not generate significant noise from its 
proposed operation.  Noise from customers, patrons and/or employees in the parking lot will 
be monitored and addressed by LEEF’s anti-loitering policy and on-site Security Personnel. 
 
Traffic Impacts 
 
Seeing as the proposed location will require a somewhat extensive remodel both to be brought 
up to LEEF standards as well as to meet City of El Centro code requirements and guidelines, 
LEEF plans on improving traffic flow into and out of its rear parking lot.  The fact that the 
parking lot is accessed off less-trafficked Woodward Ave. is a positive design we intend to 
maintain, thus minimally impacting traffic on the busy Imperial Ave. thoroughfare.  Careful 
planning and engineering will be done as required by City staff to be certain access is safe for 
customers and the public.  Potential negative environmental impacts could occur from added 





LEEF EL CENTRO – CCP APPLICATION EVALUATION CRITERIA ATTACHMENTS 

 
95 

conditions during unusually busy times, LEEF will make sure the retail dispensary has an 
adequate vehicular entrance so there is no congestion or queuing when entering or exiting the 
premises. 
 
Waste Production Impacts 
(A portion of this section is also included in our Air Quality Plan above, per the Application Evaluation Criteria Guidelines.)  

 
If not properly managed, increased refuse within the facility and bio-hazardous waste produced 
from expired or unsellable cannabis or cannabis products could have a potentially negative 
environmental impact.  Therefore, LEEF is committed to the following mitigation procedures:  
 
Development of a recycling program, contracting with a bio-waste removal company and 
facility/parking maintenance monitored daily for litter and other waste products removal.   
LEEF’s trash management plan will include a trash enclosure large enough to accommodate 
both recycling and waste receptacles.  Pursuant to the City’s design requirements the trash 
enclosure will be visually screened and secured through robust construction, secured gate and 
by providing a permanently constructed roof.  Additionally, smaller trash receptacles will be 
placed strategically inside and outside the dispensary along with no littering warning signs.  
Staff will monitor the parking lot and other adjacent exterior areas to remove any litter.  
 
Cannabis Waste Management Plan 
 
Cannabis waste is handled differently than non-cannabis waste.  Cannabis waste is created 
when cannabis products in the retail storefront operation must be destructed and destroyed on 
our premises, for reasons including the following: 
 

• Cannabis products have damaged packaging or products have spoiled 

• Cannabis products have reached their “sell by” or “best by” date 

• Cannabis products sold at retail that have been returned by the patron 

• Cannabis products sold at retail that have been abandoned by the patron on the 
premises 

• Other reasons that make the cannabis products unsaleable 
 
If cannabis products must be destructed and destroyed, the following procedures will be 
followed: 
 

• Cannabis products to be disposed of are entered into Microsoft Dynamics NAV and the 
State’s Metrc® Track and Trace system to be sure all product is tracked and inventoried. 

• Cannabis products are removed from the original packaging and made to be 
unrecognizable and unusable. 

• Destroyed cannabis products are then secured in a locked waste receptacle labeled 
Destroyed Cannabis Products, which is securely stored in the Stock and Safe Room. 

• When the Destroyed Cannabis Products receptacle is full or at least once per month, a 
Manager self-hauls the receptacle to a licensed waste facility and brings back a receipt.    
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• Cannabis and cannabis products that are deemed unsellable or returned in accordance 
with the LEEF’s return policy will be destroyed in strict adherence with state law. 

• Neutral waste products will be discarded with other bio-waste and will be picked up bi-
monthly by a contracted hazardous waste removal company. 

 
LEEF’s Cannabis Waste Management Plan comports with State law.  “Cannabis waste” means 
waste that is not hazardous waste that contains cannabis and that has been made non-
retrievable.  “Non-retrievable” means that the finished cannabis and cannabis products have 
been altered permanently so that the controlled substance is unusable for all practical 
purposes. 
 
Water Usage Impacts 
 
Water usage may be impacted by the dispensary’s bathrooms, general water consumption, and 
landscaping irrigation.  Mitigation measures will be instituted to limit any negative water 
impacts such as using low flush toilets and water conservation aerators on faucets.  All 
bathrooms will be equipped with ultra-low-flow toilets and motion sensor type ultra-low-flow 
faucets in order to reduce water consumption. 
  
While landscaping is visually important it can have a negative impact on the water demand.  
The proposed retail dispensary will include a comprehensive drought-resistant landscape 
design which will reduce water usage by implementing a drip type irrigation system.   The 
landscape will be designed by a licensed landscape architect and will also provide a landscape 
design that is aesthetically pleasing in order to enhance the architecture of the proposed 
building as well to be more congruent with the character of the neighborhood.  Furthermore, 
LEEF proposes to plant shade trees around exposed parking area to help reduce energy 
consumption.  All irrigation systems and strategies will comply with applicable State and local 
landscape water use regulations.  LEEF intends on implementing a rainwater harvesting system. 
The water collected will be used for landscaping or for cleaning of hardscape surfaces when and 
if needed.  Lastly, we will install soil moisture sensors to further monitor and reduce water 
consumption. 
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Sensitive Uses & Residential Proximity 
 
There are zero sensitive uses on any parcel within 600’ of the proposed location’s parcel.  Also 
noted in the Zoning Verification Letter issued by the City of El Centro. 
 
Approximate distance to nearest school (public or private), parcel to parcel: 
 

 
 
Nearest commercial daycare: 
 

 
 
 
 



LEEF EL CENTRO – CCP APPLICATION EVALUATION CRITERIA ATTACHMENTS 

 
99 

Nearest youth center (other than schools): 
 

 
 
Nearest public park: 
 

 
 
The parcel is neighboring a residential use, although the building at the proposed location is 
greater than 50’ from this residentially used parcel. 
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Existing Conditions – Photos 
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Proposed Location – Property Size and Shape 
 
The size and shape of the property is actually quite perfect for a cannabis retail operation.  
Oftentimes, the minimum square footage desired for this use is 2,500 – 3,000 SF; however, the 
building at 739 N. Imperial Ave. is approximately 4,150 SF, offering ample space for an open 
concept sales floor for patrons to safely and securely shop and make purchases, while 
maintaining ideal room sizes for the secure reception area, Stock and Safe Room, Manager’s 
room, separate delivery/receiving, and employee only areas. 
 
The lot size allows for a rear parking lot providing ample parking right next to a secure and 
safely guarded entrance and reception area, all parking within a fenced area.  The parking lot 
shape provides a perfect setup for accessible parking right at the reception entrance.  As 
evidenced on the site plan, the property size and shape also enable adequate delivery parking 
and separate entry/exit for delivery personnel and employees, again all within a securely 
fenced area under surveillance. 
 
In addition to extensive interior improvements for the retail space, the aging façade will receive 
a serious remodel without changing the existing building’s footprint, maintaining existing 
setbacks while greatly improving landscaping both visually and purposefully.  The remodel will 
also include appropriate screening of roof equipment, necessary to maintain air quality both 
inside and out, as seen in the exterior rendering provided. 
 
The rectangular shape of the building not only provides an efficient shape for maximum use of 
the interior space, but also prevents blind spots for 100% effective security cameras and 
security personnel effectiveness. 
 

Ideal Location 
 
The proposed location at 739 N. Imperial Ave. is ideally situated in a commercial retail district 
on the busy thoroughfare of Imperial Ave. at the corner of Woodward Ave.  This provides for a 
retail cannabis use in an area already being frequented for other shopping or food service 
outings that consumers may combine with their visit to LEEF.  Thus, the selection of this 
location means we are not increasing traffic through an area of less commercial use, in other 
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words already on the path of typical vehicular traffic.  Additionally, whereas we expect 
increased traffic to this particular location (over the previous use) the corner location allows for 
faster moving traffic to pull off onto lightly trafficked Woodward Ave. where access to the 
parking lot and reception/entrance area can be safely and securely made. 
 
We do not expect any additional major road or sidewalk improvements to the Imperial Ave. 
frontage, as it appears to already be in fair working condition.  We can expect improvements 
along our proposed locations frontage on Woodward Ave. creating a better sidewalk and 
delineated driveway into the parking area.  Landscaping will be improved markedly with water 
efficiency in mind while brought up to par with the improved exterior appearance. 
 
Otherwise, another positive aspect of this proposed location is that public improvements are 
generally expected to already be at an acceptable level, with most of the property 
improvements more so within the building envelope or on the building exterior itself. 
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public outreach program will be headed by our community liaison to provide educational 
program information for youth organizations and educational institutions in the local 
community.  The community liaison’s contact information will be provided to all neighboring 
businesses and law enforcement. 
 
Direct Employment 
 
LEEF will create employment for local City of El Centro residents to every extent possible.  
These newly created jobs will be filled with residents who live, work, and play in the local 
community, employed at heightened wages creating a positive feedback loop of gainful 
employment and local spending for the region. 
 
Contract and Services Employment 
 
A significant number of jobs and economic benefits will be created via the short-term and long-
term contract jobs that we create, beginning with construction. Design and permitting 
consultants will be needed including architectural, engineering, and environmental experts.  
Construction services required include a general contractor, and specialists in grading, 
underground utilities, new commercial construction, interior tenant improvements, electrical, 
painting, plumbing, mechanical, landscaping, materials vendors, interior finishes and furniture, 
and others. Ongoing contracted services include security guards, alarm system monitoring, 
video surveillance system maintenance, cleaning service, and more. 
 
Local Volunteering and Charity Work 
 
In addition to the contributions discussed above as a company, LEEF encourages employees to 
get involved with the community.  Our principals and employees are involved with youth 
programs and community outreach. They will be volunteering time with local non-profit 
organizations and at community events, including neighborhood, school and park cleanup 
programs, chamber of commerce events, city-sponsored events, youth sports programs and 
environmental restoration programs.  We are a company devoted to serving not only our 
customers, but our community. 
 
LEEF’s ongoing community outreach is a critical aspect of the company philosophy.  Below is a 
media post of one of LEEF’s programs assisting the Little Lake Fire Department in Willits, CA. 
 
Perhaps most importantly, LEEF’s new El Centro location will offer the City of El Centro a place 
for its citizens and tourists to explore and learn about legal cannabis and cannabis products, 
which improve health, wellness, and quality of life of adult users and patients alike.  At the 
same time, LEEF will provide ongoing public outreach through our community benefit program 
bringing leadership and volunteerism to the community, providing direct financial support to 
the City of El Centro’s educational activities in the areas of public health impacts and risks of 
cannabis use and addiction among local youth.   
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LEEF Labs raises $25,000 to benefit Little Lake Fire department 
Wildland fire turnouts to be replaced 
 

 

 
By AURA WHITTAKER | awhittaker@willitsnews.com | Willits News 
PUBLISHED: October 8, 2020 at 3:33 p.m. | UPDATED: October 8, 2020 at 3:33 p.m. 
 
In just three short weeks, Willits-based LEEF Labs/ LEEF Organics raised $25,000 for the Little 
Lake Fire Protection District (LLF). It was mid-September when the two-year-old company 
announced it would donate all net proceeds from the sale of their online products to support LLF 
as they protect the local community, and support nearby firefighting efforts. LEEF Labs CEO Micah 
Anderson said the goal of the donation was to bring some “financial relief in a time of need.” 

 
Anderson said the cannabis industry is one of the few that has not been adversely 
affected by the current national pandemic, and sales are going strong. He said the 
fundraiser  “went really well” and they raised more money than expected. “We’ve 
done (fundraisers) in the past and they honestly have not gone this well so it was a 
good surprise.” 
 
LLF Chief Chris Wilkes said he was unaware of the company’s plans to honor the 
department until recently, but was happy to accept the money on behalf of the 
department. “This is a huge thing for us. We have some tools we want to buy… but 
after that 100 percent is going to be used on wildland turnouts…” Wilkes explained. 
“Every year that we go out on these big fires, we always lose turnouts… we are 
constantly replacing that. So, this money will replace everything and more that we’ve 
lost this year.” 
 

Wilkes added that the funds will also help relieve the fire department’s budget and allow existing 
funds to be spent elsewhere in the department. “Just like any budget, you’re limited. And donations, 
especially when they are a surprise… it’s nice.” 
 
LEEF Labs is a closed-system extraction plant that has two main divisions – one based in cannabis 
and one based in hemp-derived CBD products. Currently, the company serves clients nationwide, 
and is about to expand nationally. “We just got picked up by Nordstroms and the 
Marriott,” said Anderson. “We’ve been fortunate to get with some really big 
accounts that have picked us up, and we just did a distribution deal with a 
company in Italy, so now we’re working on expanding.”  
 

Wilkes said he is impressed with the LEEF facility, laboratory and management. 
“We’ve been working together a lot… It’s hard to meet all codes and standards in 
2020, and their business is a high quality business… I really wish all businesses 
that come (to town) were as easy to work with as this group.” 

LEEF Lab Director Gary Vandenberghe thanked Wilkes for the help he has 
provided over the years. “I just want to say thank you. That facility wouldn’t be 
what it is without the cooperation between us… We couldn’t have done it without 
you, honestly.” 

Micah Anderson, LEEF CEO, shows LLF Chief 

Chris Wilkes and LEEF Lab Director Gary 
Vandenberghe a custom-made Willits LEEF t-
shirt and hat he gifted the chief. (Photo by Aura 
Whittaker) 

LEEF Labs CEO Micah Anderson, Little 
Lake Fire Chief Chris Wilkes and LEEF Lab 

Director Gary Vandenberghe. (Photo by 
Aura Whittaker) 

 

LEEF CEO Micah Anderson hands LLF Chief Chris Wilkes a check for $25,000 in front of the Baechtel Road fire station, 
while LEEF Lab Director Gary Vandenberghe looks on. (Photo by Aura Whittaker) 
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Appendix B:  Site Plan 
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Appendix C:  Floor Plan 
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Section 1  

Introduction  
 

 
Welcome to the Leef Holdings Inc. Family! 
 
We’re very happy to welcome you to our Company. The Company would like you to feel 
that your employment with us will be mutually beneficial and enjoyable. 
  
You are joining an organization comprised of a family of companies including Payne’s 
Distribution, LLC, Seven Zero Seven, LLC and Paleo Paw Corp, that has established an 
outstanding reputation for quality products and services. Our employees are the 
Company’s greatest asset and we hope that you will find your employment here 
satisfying, that you will find opportunities for personal and professional growth, and that 
you take pride in the role you have been given to help the Company succeed.   
 
 
1.1 Employment-At-Will  
   
Employment with the Company is employment at-will.  Employment at-will may be 
terminated with or without cause and with or without notice at any time by the employee 
or the Company.  Similarly, your status (for example, your position, duties, salary, etc.) 
may be changed at-will, with or without cause and with or without notice at any time.   
Nothing in this Handbook or in any document or statement generated by the Company is 
meant or should be construed to change or limit the at-will nature of your employment.   
   
Nothing in this Handbook will limit the right of either party to terminate an at-will 
employment. No section of this Handbook is meant to be construed, nor should be 
construed, as establishing anything other than an employment-at-will relationship. This 
Handbook does not limit management's discretion to make personnel decisions such as 
reassignment, change of wages and benefits, demotion, etc. No person other than the 
CEO of the Company has the authority to enter into an agreement for employment for 
any specified period of time or to make an agreement for employment other than at-will 
terms. Only the CEO of the Company has the authority to make any such agreement, 
which is binding only if it is in writing and signed by the CEO of the Company.  
 

EMPLOYEE INITIALS _______. 
 
 
1.2 Employee Handbook  
   
This Employee Handbook ("Handbook") is designed to provide you with information 
about the terms, conditions, expectations, benefits, protections and policies that relate to 
your employment with Leef Holdings, Inc. and its subsidiaries (the "Company"). This 
Handbook applies to all employees, and compliance with the Company's policies is a 
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condition of employment..  As the Company continues to grow, certain policies may need 
to be revised and the Company reserves the right to revise, supplement or rescind any 
policy or portion of the Handbook as it deems appropriate, in its sole discretion, with or 
without notice.  The only policy that may not be changed, altered, revised or modified is 
the at-will nature of your employment, as outlined below in Paragraph 1.1. 
 
This Handbook supersedes all previous employment policies, written and oral, express 
and implied. The Company reserves the right to modify, rescind, delete, or add to the 
provisions of this Handbook from time to time in its sole and absolute discretion. This 
Employee Handbook is not a binding contract between the Company and its employees, 
nor is it intended to alter the at-will employment relationship between the Company and 
its employees.  
 
Employees are expected to familiarize themselves with the contents of this Handbook, 
and will be expected to acknowledge receipt and understanding of the policies contained 
herein.   
 

EMPLOYEE INITIALS _______.    
 
   
1.3 Changes in Policy  
   
Since our business is constantly changing, the Company expressly reserves the right to 
revise, modify, delete, or add to any and all policies, procedures, work rules, or benefits 
stated in this handbook or in any other document, except for the policy of at-will 
employment. Nothing in this Handbook or in any other document, including benefit plan 
descriptions, creates or is intended to create a promise or representation of continued 
employment for any employee.  As outlined in Paragraph 1.1, any changes to your at-will 
employment status must be in writing and must be signed by the CEO of the Company.  
   
With respect to all other changes to Company policies, we will notify you of these 
changes in writing. No oral statements or representations from anyone, including 
managers and/or supervisors, can in any way alter the provisions of this Handbook. 
Changes will be effective on dates determined by Leef Holdings, Inc. and you may not 
rely on policies that have been superseded.  
   
If you are uncertain about any policy or procedure, please check with your manager or 
Human Resources.  
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Section 2  

Employment Policies  
   
2.1 Employee Classifications  
   
Upon hire, all employees are classified as exempt or non-exempt, full-time or part-time, 
and regular or temporary.  Employee status as exempt or non-exempt is determined by 
applicable wage and hour laws.  Employee classification does not guarantee employee for 
any specific length of time.  Employment is at-will at the mutual consent of the employee 
and the Company. An employee’s classification will not change simply because of the 
number of hours worked or the duration of employment.  
   

Exempt Employees - Employees whose positions meet specific criteria 
established by the Federal Labor Standards Act ("FLSA") and California state law 
are considered exempt. Exempt employees are not subject to the minimum wage 
and overtime laws.   

   
Non-exempt Employees – Non-exempt employees are covered by the federal and 
state minimum wage and overtime laws. Employees working in non-exempt 
positions are entitled to be paid at least the minimum wage per hour and a 
premium for overtime. Non-exempt employees will be authorized and permitted 
and expected to take meal and rest periods in the manner described in this 
Handbook 

   
Regular Employee – Regular employees are hired to work on a regular schedule. 
Such employees can be either full-time or part-time. The distinction between full-
time and part-time depends upon the number of hours that an employee works.  

   
Full-Time – An employee who is regularly scheduled to work and 
regularly works at least 40 hours per week is considered a regular full-time 
employee. Temporary employees, independent contractors, or independent 
consultants are not included in this classification.   

   
Part-Time – An employee who is regularly scheduled and regularly 
works fewer than 40 hours per week is considered a regular part-time 
employee. Temporary employees, independent contractors, or independent 
consultants are not included in this classification. A regular part-time 
employee is only eligible to accrue, earn or participate in any Company 
benefit program if (s)he is regularly scheduled to work and regularly 
works at least 30 hours per week.  Otherwise, a regular part-time 
employee is not eligible for any benefits, except as required by law.  

   
Temporary Employees – Temporary employees are hired as interim 
replacements to temporarily supplement the workforce or to assist in the 
completion of a specific project of limited time or duration. Employment 
assignments in this category are of limited duration and the temporary employee 
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can be terminated before the end of the defined period. All temporary employees 
are at-will regardless of the anticipated duration of the assignment. Temporary 
employees retain that status unless and until notified in writing of a change in 
classification. Temporary employees are not eligible for benefits, other than 
required by law, unless specifically authorized in writing. 

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

   
Regardless of the employee's status, the employee is employed at-will and the 
employment relationship can be terminated by the Company or the employee at any time, 
with or without cause.  
   
2.2 Equal Employment Opportunity & American with Disabilities Act  
   
It is the policy of the Company to provide equal employment opportunities to all 
employees and employment applicants without regard to unlawful considerations of race, 
religion, creed, color, national origin, sex, sexual orientation, gender identity, age, 
ancestry, physical or mental disability, medical condition including medical 
characteristics, marital status or any other classification protected by applicable local, 
state or federal laws. This policy prohibits unlawful discrimination based on the 
perception that anyone has any of those characteristics, or is associated with a person 
who has or is perceived as having any of those characteristics. This policy applies to all 
aspects of employment, including, but not limited to, hiring, job assignment, working 
conditions, compensation, promotion, benefits, scheduling, training, discipline and 
termination. Reasonable accommodation is available for qualified individuals with 
disabilities, upon request.  
   
The Company expects all employees to support our equal employment opportunity 
policy, and to take all steps necessary to maintain a workplace free from unlawful 
discrimination and harassment.  
   
In compliance with the Americans with Disabilities Act (ADA), the Company provides 
accommodation to the disabled to the full extent required by law. The Company may 
require medical certification of both the disability and the need for accommodation. Keep 
in mind that the Company can only seek to accommodate the known physical or mental 
limitations of an otherwise qualified disabled individual. Therefore, it is your 
responsibility to come forward if you are in need of an accommodation. The Company 
will engage in an interactive process with the employee to identify reasonable 
accommodations, if possible, to assist the applicant or employee in performing the 
essential functions of the job. We further recognize that employees with life threatening 
illnesses, including but not limited to cancer, heart disease and AIDS, may wish to 
continue engaging in as many of their normal pursuits as their condition allows, including 
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work. As long as these employees are able to meet acceptable performance standards 
with or without reasonable accommodation, and medical evidence indicates that their 
working does not present a substantial threat to themselves or others, they will be 
permitted to do so.  
   
2.3 Confidentiality 
   
In the course of employment with the Company, employees may have access to 
"Confidential Information" regarding the Company, which may include its business 
strategy, future plans, financial information, contracts, suppliers, customers, personnel 
information or other information that the Company considers proprietary and 
confidential. Maintaining the confidentiality of this information is vital to the Company's 
competitive position in the industry and, ultimately, to its ability to achieve financial 
success and stability. Employees must protect this information by safeguarding it when in 
use, using it only for the business of the Company and disclosing it only when authorized 
to do so and to those who have a legitimate business need to know about it. This duty of 
confidentiality applies whether the employee is on or off the Company's premises, and 
during and even after the end of the employee's employment with the Company. This 
duty of confidentiality also applies to communications transmitted by the Company's 
electronic communications, as outlined in the Internet, Email and Computer Use Policy at 
Paragraph 4.14. 
   
As a condition of employment with the Company, and to insure the confidentiality of the 
Company’s proprietary information, all employees must sign a Non-Disclosure 
Agreement. Violation of the Company's Confidentiality agreement is grounds for 
termination.   

EMPLOYEE INITIALS_______. 
   
2.4 Background Checks 
   
The Company may conduct a background check on any applicant or employee with their 
written consent.  The background check may consist of prior employment verification, 
reference checks, education confirmation, criminal background, credit history, or other 
information as permitted by law (if permitted by AB 22).  Third-party services may be 
hired to perform these checks.  All offers of employment and continued employment are 
contingent upon a satisfactory background check, if a background check is performed.  
All background checks will be performed in accordance with applicable law. 
 
Once consent to a background check is given by an applicant or employee, it remains 
valid unless and until revoked by the employee. 
 
       EMPLOYEE INITIALS__ ______ 
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2.5 Personal Relationships in the Workplace 
   
The employment of relatives or individuals involved in a dating relationship in the same 
area of an organization may cause conflicts and problems with favoritism and employee 
morale. In addition to claims of partiality in treatment at work, personal conflicts from 
outside the work environment can be carried over into day-to-day working relationships. 
 
For purposes of this policy, a relative is any person who is related by blood or marriage, 
or whose relationship with the employee is similar to that of persons who are related by 
blood or marriage. A dating relationship is defined as a relationship that may be 
reasonably expected to lead to the formation of a consensual romantic or sexual 
relationship. This policy applies to all employees without regard to the gender or sexual 
orientation of the individuals involved. 
 
The company reserves the right to take prompt action if an actual or potential conflict of 
interest arises involving relatives or individuals involved in a dating relationship who 
occupy positions at any level (higher or lower) in the same line of authority that may 
affect the review of employment decisions. 
 
The company permits the hiring of individuals of the same family or those who have a 
dating relationship under the following circumstances: 
 

1. They may not create a supervisor/support in a relationship with a family 
member;  

2. They may not supervise or evaluate a family member;  
3. The relationship will not create an adverse impact on work productivity or 

performance;  
4. The relationship may not create an actual or perceived conflict of interest; and 
5. They may not audit or review in any manner the other individuals work. 

 
If a relative relationship or dating relationship is established after employment begins 
between employees who are in a reporting or supervisory situation described above, it is 
the responsibility and obligation of the supervisor involved in the relationship to disclose 
the existence of the relationship to the Human Resources Department. 
 
In a case were a conflict or the potential for a conflict arises because of the relationship 
between employees, even if there is no line of authority or reporting involved, the 
employees may be separated by reassignment or employment may be terminated. 
   
2.6 Personnel Records and Employee References  
   
The Company maintains a personnel file and payroll records for each employee, as 
required by law. Personnel files and payroll records are the property of the Company and 
may not be removed from Company premises without written authorization. Because 
personnel files and payroll records are confidential, access to the records is restricted. 
Generally, only those who have a legitimate reason to review information in an 
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employee's file are allowed to do so. Disclosure of personnel information to outside 
sources will be limited. However, the Company will cooperate with requests from 
authorized law enforcement or local, state, or federal agencies conducting official 
investigations, and as otherwise legally required.  
   
Employees may contact a Human Resources representative to request a time to review 
their payroll records and/or personnel file. Payroll records may also be available if 
Company elects to use a third-party payroll provider which provides employee access to 
records. With reasonable advance notice, an employee may review his or her own records 
in the Company's offices and in the presence of an individual appointed by the Company 
to maintain the records. No copies of documents in your file may be made, with the 
exception of documents that you have previously signed. You may add your comments to 
any disputed item in the file.  
 
To keep our personnel records accurate and to comply with state and federal laws, you 
must notify Human Resources immediately of any change(s) to the following 
information: 
 

- Your name. 
- Your home address and telephone number. 
- Whom to inform in case of an emergency, including name(s), address(es) and 

telephone number(s). 
- Withholding tax information (your marital status and correct number of 

dependents). 
- Change of beneficiary, if applicable. 

   
2.7 Employee References 
 
All requests for references must be directed to the Human Resources Department.  No 
other manager, supervisor or employee is authorized to respond to a reference request for 
current or former employees.  It is the Company’s policy to provide only the former or 
present employee's dates of employment and position(s) held with the Company. 
Compensation information may also be verified if written authorization is provided by 
the employee.  
   
2.8 Privacy  
   
The Company is respectful of employee privacy. All employee demographic and personal 
information will be shared only as required in the normal course of business. Healthcare 
enrollment information, if applicable, is kept in a separate folder from the employee’s 
personnel file. Workers' Compensation information is not considered private healthcare 
information; however, this information will be released only on a need-to-know basis.  
   
The Company does not obtain or receive any private healthcare information through the 
course of normal work. If any employee voluntarily shares private healthcare information 
with a member of management, or such information is sought or provided for purposes of 
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accommodation, this information will be kept confidential. When necessary, the 
Company will set up guidelines for employees and management to follow to ensure that 
company employees conform to the requirements of the Americans with Disabilities Act 
(“ADA”) and any other applicable laws.  
   
2.9 Immigration Law Compliance  
   
The Company is committed to full compliance with federal and state immigration laws.  
U.S. citizenship is not a requirement for employment with the Company. However, all 
applicants who are not U.S. citizens must provide proof of eligibility to work in the 
United States upon hire and upon request for the duration of their employment with the 
Company.    
 
In compliance with the Immigration Reform and Control Act of 1986, each new 
employee, as a condition of employment, must complete the Employment Eligibility 
Verification Form I-9 on day of hire and present documentation, in person to Human 
Resources, establishing identity and employment eligibility within three business days of 
date of hire. Failure to provide proper documentation will result in disqualification from 
further consideration for employment or, if hired, termination of employment. Former 
employees who are rehired must also complete an I-9 form if they have not completed an 
I-9 form with the Company within the past three years, or if their previous I-9 form is no 
longer retained or valid. Employees may raise questions or lodge complaints about 
immigration law compliance without fear of retaliation.  
   
2.10 Religious Accommodation  
   
The Company will make reasonable accommodations for employees' observance of 
religious holidays and practices unless the accommodation would cause an undue 
hardship on the Company's operations. If you desire a religious accommodation, you are 
required to make the request in writing to your manager as far in advance as possible. 
You are expected to strive to find co-workers who can assist in the accommodation (e.g., 
trade shifts) and cooperate with the Company in seeking and evaluating alternatives.  
   
2.11 Political Neutrality  
   
Maintenance of individual freedom and our political institutions necessitates broad scale 
participation by citizens concerning the selection, nomination and election of our public 
office holders. The Company will not discriminate against any employee because of 
identification with and support of any lawful political activity. Company employees are 
entitled to their own personal political position. The Company will not discriminate 
against employees based on their engagement or participation in lawful political activity 
outside of work. If you are engaging in political activity, however, you should always 
make it clear that your actions and opinions are your own and not necessarily those of the 
Company, and that you are not representing the Company.  
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Section 3  

Hours of Work and Payroll Practices  
   
3.1 Pay Periods and Paydays  
   
Employees are paid on Fridays on a bi-weekly basis. Payroll schedules are available upon 
request. The company work week begins on Sunday and ends on Saturday. Bi-weekly 
payroll cycles are staged by one week, meaning a paycheck received on a Friday is for 
the two weeks preceding the week it is paid. All employees are paid by check or direct 
deposit on the above-mentioned payday. If the regular payday falls on a weekend or 
Company holiday, employees will be paid on the last business day before the holiday 
and/or weekend.  
 
Employees who receive commissions as compensation, in whole or in part, will be paid 
the commission portion of their compensation in accordance to their Commission 
Agreement. 
 
Employees are required to report any overpayment or underpayment of wages to the 
Human Resources Department as soon as such discrepancy is discovered. 
 
The Company does not provide pay advances or loans to employees. 
   
3.2 Overtime  
   
The Company complies with all applicable federal and state laws with regard to payment 
of overtime work. Non-exempt employees are paid overtime at the rate of one and one-
half times the regular rate of pay for all hours worked over 40 in a workweek. 
  
Employees are required to work overtime when assigned. Any overtime worked must be 
authorized by a supervisor or manager, in advance. Working unauthorized overtime or 
the refusal or unavailability to work overtime is not acceptable work performance, and is 
subject to discipline, including termination.   

EMPLOYEE INITIALS _______. 
   
3.3 Rest and Meal Periods  
   
Meal Periods: All non-exempt employees are provided an uninterrupted meal period of at 
least 30 minutes each day they work more than 5 hours.  This meal period will commence 
before you complete your fifth hour of work.  This meal period is not compensated. No 
employee will be scheduled to work more than five consecutive hours in a workday 
without taking a meal period. In no case may any meal period be waived to shorten an 
employee’s work hours or to be used in lieu of time without pay. Any employee who is 
scheduled to work not more than six hours in any workday may, by mutual agreement 
between the Company and the employee, work without a meal period. 
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When the work period is 10 hours per day, a second meal period of at least 30 minutes 
will be provided. If the total hours worked is 12 or fewer, the second meal period may be 
waived by mutual consent of the Company and the employee only if the first meal period 
was not waived. If the nature of the work prevents relief from all duties, then the on-duty 
meal period will be compensated. 
 
Non-exempt employees are expected to record the actual times they stop and start work 
to take a meal period. 
 
       EMPLOYEE INITIALS _______. 
 
Rest Breaks: Non-exempt employees are authorized, permitted and strongly encouraged 
to take a 10-minute rest break for every four hours worked, or major fraction thereof.   
Ordinarily, this amounts to two 10-minute rest breaks each 8-hour workday.  The first 
rest break should be taken roughly in the middle of the first four hours of work, and the 
second rest break should be taken roughly in the middle of the 4-hour work period 
following your meal period, insofar as practicable.  You do not need to record the times 
of your rest break.  Rest breaks will be compensated.  A rest break need not be authorized 
for employees whose total daily work time is less than three and one-half hours.  
 
During your meal periods and rest breaks, you are not permitted to work at all.  You are 
excused from all duties and you are not required to remain in the workplace.  In addition, 
you are not permitted to join together meal periods and rest breaks to take a longer break.  
Also, you may not miss a meal period or rest break in order to start work later or leave 
work early.  
 
In the event you believe you cannot take a meal period or rest break, or you are unable to 
take a full meal period or rest break, you must notify your supervisor or the Human 
Resources Department immediately.    
 

EMPLOYE INITIALS_________.  
 
 Failure to comply with the Company’s policy regarding meal and/or rest periods can lead 
to discipline including termination 
 
3.4 Timekeeping 
 
All non-exempt employees are required to use the timekeeping system to record their 
hours worked. For the purpose of this policy, all forms of timekeeping will be referred to 
as “clocking-in” or “clocking-out.”  To ensure compliance with all applicable laws, non-
exempt employees must accurately record all hours worked.  This means they must 
clock-in and clock-out whenever they begin, cease, or resume working during the course 
of the workday. Under no circumstances may one employee clock-in or clock-out for 
another employee.  
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Employees should clock in no sooner than five minutes before their scheduled shift and 
clock out no later than five minutes after their scheduled shift. Additionally, while you 
need not clock-out for  your rest breaks, employees are required to clock in and out for 
their designated meal periods. The length of the meal period will be designated by the 
employee’s manager and alteration of the meal period requires manager approval. Meal 
periods are unpaid time when employees are relieved of all duties and should be no less 
than 30 minutes in length. 
  
Accurate timekeeping is a federal and state wage and hour requirement, and employees 
are required to comply. Failing to enter time into the timekeeping system in an accurate 
and timely manner is unacceptable job performance and can result in discipline, including 
termination.  Should an employee miss an entry into the timekeeping system, they must 
notify their manager as soon possible for correction.  
  
Non-exempt employees are not permitted to work unscheduled time without prior 
authorization from their manager. This includes overtime, clocking-in early, clocking-out 
late, or working through scheduled rest breaks or meal periods. 
  
Non-exempt employees are required to keep an accurate and complete record of their 
attendance and hours worked. Time cards are official business records and may not be 
altered without the employee's supervisor's approval and may not be falsified in any way. 
All non-exempt employees are required to approve their hours at the end of each pay 
period and any requests for changes to an employee’s time records must be made by their 
manager.  
 
Failure to comply with the company time keeping requirement will result in disciplinary 
action, including termination.  
   
3.5 Reimbursement of Business Expenses  
   
The Company compensates its employees for all necessary expenditures or losses 
incurred in the course of employment and in direct consequence of the discharge of their 
duties.  For example, employees who drive their own vehicles on approved Company 
business will be reimbursed at the per mile rate established by the United States Internal 
Revenue Service. 
 
Employees can submit a request for business expense reimbursement by completing an 
Reimbursement Request Form.  The Reimbursement Request Form will be made 
available by the Human Resources Department.  
 
Employees who have been provided Company debit cards shall be required to submit 
monthly accounting and receipts for all expenses charged to the Company debit card. 
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3.6 Wage Garnishment 
   
A garnishment is a court order requiring an employer to remit part of an employee's 
wages to a third party to satisfy a just debt. Once the Company receives the legal papers 
ordering a garnishment, we are required by law to continue making deductions from your 
check until we have withheld the full amount or until we receive legal papers from the 
court to stop the garnishment. Even if you have already paid the debt, we still need the 
legal papers to stop the garnishment.  
   
3.7 Direct Deposit  
   
All employees are encouraged, but not required, to use direct deposit and have their 
paychecks deposited into a bank account of an accredited participating bank or credit 
union of their choice. Employees can make the election for direct deposit during the on-
boarding process after they are hired.  
   
 
 

Section 4  

Standards of Conduct and Employee Performance  
   
4.1 Anti- Harassment and Discrimination  
   
The Company is an equal opportunity employer and committed to providing a work 
environment free of sexual or any form of unlawful harassment or discrimination. 
Harassment or unlawful discrimination against individuals on the basis of race; religion; 
creed; color; national origin; sex; sexual orientation; gender (including gender identity 
and gender expression); age; ancestry; physical or mental disability; pregnancy;  medical 
condition including medical characteristics; genetic characteristics or information; marital 
status; registered domestic partner status; citizenship status; status as a victim of domestic 
violence, sexual assault or stalking; or any other classification protected by local, state or 
federal laws is illegal and prohibited by Company policy. Such conduct by or towards 
any employee, contract worker, customer, vendor or anyone else who does business with 
the Company will not be tolerated. Any employee or contract worker who violates this 
policy will be subject to disciplinary action, up to and including termination of his or her 
employment or engagement. To the extent a customer, vendor or other person with whom 
the Company does business engages in unlawful harassment or discrimination, the 
Company will take appropriate corrective action.  
 
This policy applies to all terms and conditions of employment including, but not limited 
to, hiring, placement, promotion, termination, layoff, transfer, leaves of absence, 
compensation and training.  Discrimination and harassment based on a perception that an 
employee is a member of any of these protected categories, or is associated with a person 
who is, or is perceived as being, in any of these protected categories is also prohibited. 
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All employees of the Company will be required to participate in a mandatory sexual 
harassment training in accordance with Senate Bill 1343. The Company will provide 
sexual-harassment-prevention training to all workers by Jan. 1, 2020, and every two years 
thereafter. Nonsupervisory employees will receive one hour of training, while 
supervisory employees will receive two hours of training.   
 
All employees will receive a copy of the Department of Fair Employment and Housing 
(DFEH) pamphlet Sexual Harassment Prevention: The Facts About Sexual Harassment. 
   
Prohibited Conduct:  
   
Prohibited harassment or discrimination includes any verbal, physical or visual conduct 
based on sex, race, age, national origin, disability or any other legally protected basis if:  
   

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

   
b. submission to or rejection of such conduct by an individual is used as a basis for 

decisions concerning that individual's employment or engagement; or  
   

c. it creates a hostile or offensive work environment.  
   
Prohibited sexual harassment includes unwelcome sexual advances, requests for sexual 
favors and lewd, vulgar or obscene remarks, jokes, posters or cartoons, and any 
unwelcome touching, pinching or other physical contact. Other forms of unlawful 
harassment or discrimination may include racial epithets, slurs and derogatory remarks, 
stereotypes, jokes, posters or cartoons based on race, national origin, age, disability, 
marital status or other legally protected categories. Prohibited harassment might also be 
transmitted using the Company's electronic communications system, or through other on-
line conduct.  
   
4.2 Internal Complaint Procedure  
   
The Company’s Complaint Procedure provides for a prompt, thorough and objective 
investigation of any claim of harassment or discrimination, and appropriate disciplinary 
or remedial action for anyone found to have engaged in harassment or discrimination. 
Employees who feel that they have been subjected to harassment or discrimination, at 
work or in connection with their employment, or who witness any harassment or 
discrimination by an employee, contract worker, customer, vendor or anyone else who 
does business with the Company, is required to immediately report such conduct to their 
supervisor or the Human Resources Department.  
   
Once a complaint is made, the Company will conduct a timely and impartial 
investigation.  The complaint will be promptly and thoroughly investigated and 
appropriate action based upon the information obtained through investigation will be 
recommended. The Company will maintain confidentiality to the extent possible without 
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compromising the integrity of the investigation. However, the Company cannot promise 
complete confidentiality.  The Company’s duty to investigate and take corrective action 
may require the disclosure of information to individuals with a need to know. 
 
The Company prohibits any and all retaliation for submitting a good faith report or 
complaint of harassment or discrimination of any kind, or for cooperating or participating 
in any investigation, in good faith, even if the investigation produces insufficient 
evidence of a violation or the charges cannot be proven.  Any employee, manager or 
supervisor who retaliates against a person for making a complaint, reporting conduct or 
participating in an investigation will be disciplined, up to and including termination of 
employment.    
 
It is every employee’s responsibility to report harassment or discrimination, and not 
allow an inappropriate situation to continue, regardless of who is creating the situation. 
No employee, contract worker, customer, vendor or other person who does business with 
this organization is exempt from the prohibitions in this policy.  
 
If harassment or discrimination is found based on the information collected during 
investigation, prompt remedial action will be taken, up to and including termination.    
   
Any member of management who becomes aware of a violation of this policy must 
immediately report the conduct to Human Resources. 
   
4.3 External Complaint Procedure 
 
In addition to the Company’s internal complaint procedure, employees should also be 
aware that the federal Equal Employment Opportunity Commission (“EEOC”) and the 
California Department of Fair Employment and Housing (“DFEH”) investigate and 
prosecute complaints of unlawful harassment in employment.  For more information, you 
may contact the Human Resources.   
 
4.4 Attendance  
   
Punctuality and regular attendance are essential to the successful operation of the 
Company's business. The Company's normal hours of operation are 9AM to 5PM 
Monday through Friday;unless, hours are otherwise defined by the Department Manager. 
If an employee is unable to report to work (or to report to work on time) for any reason, 
the employee must notify his or her supervisor before his or her starting time. If an 
employee desires to leave work for any reason during the workday, the employee must 
obtain the approval of his or her supervisor prior to leaving. Excessive absenteeism or 
tardiness may subject the employee to disciplinary action, up to and including 
termination.  
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4.5 Discipline  
   
As an at-will employer, the Company may impose discipline whenever it determines it is 
necessary or appropriate.  Inappropriate conduct including, but not limited to, a violation 
of Company policies or rules and/or poor performance may warrant disciplinary action.  
Discipline may take various forms, including verbal counseling, written warnings, 
suspension, demotion, transfer, reassignment or termination. The system is not formal nor 
is the Company bound by any limitations on its ability to administer disciplinary action.  
The discipline imposed will depend on the circumstances of each situation. As such, 
discipline will not necessarily be imposed in any particular sequence. The Company may, 
in its sole discretion, utilize and administer whatever form of discipline is deemed 
appropriate under the circumstances, up to and including immediate termination of 
employment.  
 
The Company’s use of varying forms of discipline does not alter the at-will employment 
relationship in any way.  Employment is at the mutual consent of the employee and the 
Company. Accordingly, either the employee or the Company can terminate the 
employment relationship at-will, with or without reason and with or without notice. 
 
4.6 Performance Evaluations 
 
Employees may receive periodic performance evaluations from their supervisor or other 
management personnel. The frequency of performance of valuations may vary and will 
occur at the discretion of management.  
 
Positive performance evaluations do not giving tree increases in salary or promotions or 
constitute a promise of continued employment employee initials underline. Salary 
increases, promotions are solely within the discretion of the company and depend upon 
many factors in addition to performance. After the performance evaluation, you will be 
required to sign the evaluation report simply to acknowledge that it has been presented to 
you and discussed with you and that you are aware of its contents. Your signature does 
not mean you agree with the contents of the evaluation report. It is the employees 
responsibilityTo articulate and document any objections or disagreements with the 
content of the performance evaluation report and will be given sufficient time and 
opportunity to do so.  The employee hereby acknowledges and agrees that any failure to 
articulate and document disagreement with the contents of a performance evaluation 
report shall be construed as acquiescence to its contents.  
 

EMPLOYEE INITIALS ______. 
 
The companies provision of performance of valuations does not alter the ad and will 
employment relationship. Nothing in this policy shall limit the right to terminate 
employment at-well or limit the companies right to transfer, demote, suspend, administer 
discipline, and change the terms and conditions of the employment at its sole discretion. 
Employment is at the mutual consent of the employee and the company. Accordingly, 
either the employee or the company can terminate her employment relationship at well, at 
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any time, with or without reason and with or without notice. The performance evaluation 
is solely for the employee's benefit and professional development.  Employment 
decisions are not made solely on the metric outlined in any performance evaluation. 
 
Employees may, at any time, request a performance evaluation from their supervisor.  If 
an employee requests a performance evaluation, such evaluation will be performed when 
reasonably practicable at the discretion of the supervisor.  Employee requests for 
evaluation of their performance will not be unreasonably withheld.   
 
Employees may be asked to complete a “self-evaluation” of the employee’s performance 
prior to any performance evaluation. 
 
4.7 Standards of Conduct 
 
Every organization must have certain standards of conduct to guide the behavior of its 
employees. Although there is no possible way to identify every rule of conduct, the 
following is an illustrative list (not intended to be comprehensive or to limit the 
Company's right to impose discipline for any other conduct it deems inappropriate). Keep 
in mind that these standards of conduct apply to all employees whenever they are on 
Company property and/or conducting Company business (on or off Company property). 
Engaging in any conduct the Company deems inappropriate may result in discipline 
which may include, but is not limited to, coaching, oral or written warnings, performance 
improvement plans, paid or unpaid suspension, demotion, and termination. The type and 
order of actions taken will be at management's sole discretion and the Company is not 
required to take any disciplinary action before making an adverse employment decision, 
including termination.  
 
   - Dishonesty;   

- Falsification of employment records, employment information or any 
Company record or documentation; 

- Unauthorized use or possession of property that belongs to the Company, 
a coworker, or of the public;  

- Possession or control of illegal drugs, explosives, or other dangerous or 
unauthorized materials;  

- Fighting, engaging in threats of violence or violence, use of vulgar or 
abusive language, horseplay, practical jokes or other disorderly conduct 
that may endanger others or damage property;  

- Carrying firearms or any other dangerous substance or weapons on 
Company premises at any time; 

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

- Unauthorized or careless use of the Company's time, materials, facilities, 
equipment or property;  

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

unprofessional conduct, or conduct improper for the workplace;  
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 - Sexual or other illegal harassment or discrimination;  
 - Unauthorized use or disclosure of the Company's confidential information;  
 - Violation of any Company policy;  
 - Sleeping during regular working hours; 

- Recording time for another employee or having time recorded by another 
employee; 

 - Falsification of any time record; 
- Theft, damage or destruction of Company property or the property of any 

employee or client; 
 - Removing or borrowing Company property without prior authorization; 

- Creating, causing or participating in a disruption of any kind during 
working hours on Company property 
- Insubordination, including but not limited to, failure or refusal to 

follow the legitimate orders or instructions of a supervisor or a 
member of management, or the use of abusive or threatening 
language toward a supervisor or a member of management;  

- Failure to observe working schedules, including meal periods and 
rest breaks;  

- Working overtime without authorization;  
- Working "off the clock" or failing to record a report all hours 

worked;  
- Making false or malicious statements about any employee or the 

company;  
- Poor personal hygiene and grooming habits, unless otherwise 

protected by law;  
- Unauthorized use of cameras or other recording devices on 

company premises;  
- Intentionally supplying false information in order to obtain a leave 

ups at absence or other benefit from the company.  
 
This statement of examples of prohibited conduct does not alter the Company's policy of 
at-will employment. Both you and the Company retain the right to terminate the 
employment relationship at any time, with or without reason, and with or without notice. 
 
4.8  Personal Appearance Standards  
   
Employees are expected to maintain the highest standards of personal hygiene and 
cleanliness and present a neat, clean, tasteful and professional appearance at all times to 
the extent permitted by law.  Employees should wear clothing appropriate for the nature 
of our business, the type of work performed, and in furtherance of compliance with 
Company policies.  Supervisors may issue more specific guidelines.  
 
4.9 Safety 
   
The Company is committed to providing a safe workplace. Accordingly, the Company 
emphasizes "safety first." It is the employee's responsibility to take steps to promote 
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safety in the workplace and work in a safe manner. By remaining safety conscious, 
employees can protect themselves and their coworkers. Employees are expected to 
promptly report all unsafe working conditions, accidents and injuries, regardless of how 
minor, so that any potential hazards can be corrected.  
 
4.10   Dangerous Weapons and Fire Arms 
 
To ensure that Company maintains a workplace safe and free of violence for all 
employees, the company prohibits the possession or use of dangerous weapons on any 
company property including all Licensed Premises.  In addition, the company prohibits 
all employees from carrying dangerous weapons while conducting business on behalf of 
the company. 
  
“Dangerous weapons” include firearms, explosives, knives and other weapons that might 
be considered dangerous or that could cause harm. Employees are responsible for making 
sure that any item possessed by the employee is not prohibited by this policy. 
 
“Licensed Premises” is defined as all company-owned or leased buildings and 
surrounding areas such as sidewalks, walkways, driveways and parking lots under the 
company’s ownership or control that contain a State Licensed Premises for the 
cultivation, distribution or manufacturing of cannabis. This policy applies to all 
company-owned or leased vehicles and all vehicles that come onto the Licensed 
Premises. 
 
The company has ZERO tolerance for violation of this policy. Should an employee be 
found to poses such dangerous weapons they will be terminated and escorted from the 
premises immediately.  
   
4.11 Substance and Abuse  
   
The Company is committed to providing its employees with a safe and productive work 
environment. In keeping with this commitment, it maintains a strict policy against the use 
of alcohol, cannabis, and the unlawful use of drugs in the workplace. Consequently, no 
employee may consume or possess alcohol, consume cannabis in any form, or use, 
possess, sell, purchase or transfer illegal drugs at any time while on the Company's 
premises or while using the Company vehicles or equipment, or at any location during 
work time.  
   
No employee may report to work with illegal drugs (or their metabolites) or alcohol in his 
or her bodily system. Employees may also not report to work under the influence of 
cannabis. The only exception to this rule is that employees may engage in the responsible  
consumption of alcohol as part of a Company social or business event, should an 
employee in his or her sole discretion chose to imbibe.  For purposes of this policy, 
"illegal drug" means any drug that is not legally obtainable or that is legally obtainable 
but has not been legally obtained. It includes prescription drugs not being used for 
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prescribed purposes or by the person to whom it is prescribed or in prescribed amounts. It 
also includes any substance a person holds out to another as an illegal drug.  
   
The company has ZERO tolerance for violation of this policy.  Any employee found to be 
intoxicated or in possession or under the influence of illegal drugs will be terminated.  
Compliance with this policy is a condition of employment. 
 
The Company reserves the right to test any employee for the use of illegal drugs, or 
alcohol, in accordance with applicable law. Employees in safety-sensitive positions may 
be subject to regular or random drug testing. Drug or alcohol tests may also be conducted 
after an accident in which drugs or alcohol could reasonably be involved, or when 
behavior or impairment on the job creates reasonable suspicion of use. Under those 
circumstances, the employee may be driven to a certified lab for testing at the Company’s 
expense. Refusal to be tested for drugs or alcohol will be treated the same as a positive 
test result. 
  
To the extent that any federal, state, or local law or regulation limits or prohibits the 
application of any provision of this policy, then that particular provision will be 
ineffective in that jurisdiction only, while the remainder of the policy remains in effect. 
 
Any employee who feels he or she has developed an addiction to, dependence upon, or 
problem with alcohol or drugs, legal or illegal, is strongly encouraged to seek assistance 
before a violation of this policy occurs. Any employee who requests time off to 
participate in a rehabilitation program will be reasonably accommodated. However, 
employees may not avoid disciplinary action, up to and including termination, by 
entering a rehabilitation program after a violation of this policy is suspected or 
discovered. Employees who undergo voluntary counseling or treatment and who continue 
to work must meet all established standards of conduct and expectations regarding job 
performance. 
 
When, in the Company's sole and absolute discretion, the Company determines it is 
appropriate, an employee may be offered the option of participating in and satisfactorily 
completing a Company-approved drug and/or alcohol rehabilitation program in lieu of 
termination.  
 
4.12 Non-Smoking   
 
Smoking, vaping, and use of chew are not permitted in any Company buildings, work 
sites, or vehicles. Employees wishing to engage in these activities may do so during their 
designated break times off the property if no area is designated and in accordance with 
local ordinances. 
  
California law prohibits smoking in any public building or within 20 feet of a main 
entrance, exit, or window of a public building. The Company does not permit smoking in 
any company buildings, facilities, work sites, or vehicles. Employees wishing to smoke 
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should do so during their break times, outside company buildings in designated areas, and 
in accordance with local ordinances. 
 
  
4.13 Workplace Searches  
   
To protect Company property and to ensure the safety of all employees, the Company 
reserves the right to inspect and search any employee's office, desk, drawers, cabinets, 
files, locker, equipment, including computers, e-mail and voice mail, Company vehicles, 
and any area on Company premises. In this regard, it should be noted that all offices, 
desks, file drawers, cabinets, lockers, and other Company equipment and facilities are the 
property of the Company, and are intended for business use. Employees should have no 
expectation of privacy with respect to items brought onto Company property and/or 
stored in Company facilities. Inspection may be conducted at any time, without notice, at 
the discretion of the Company.  
   
In addition, when the Company deems appropriate, and for legitimate work-related 
reason or in connection with the Company’s reasonable suspicion of criminal or civil 
wrongdoing or a violation of a workplace policy, employees may be required to submit to 
searches of their personal vehicles, parcels, purses, handbags, backpacks, brief cases, 
lunch boxes or any other possessions or articles brought on to the Company's property.  
   
Persons entering the premises who refuse to cooperate in an inspection conducted 
pursuant to this policy may not be permitted to enter the premises. All employees must 
cooperate in an inspection; failure to do so is insubordination and will result in 
disciplinary action, up to and including termination.  
   
4.14 Internet, Email and Computer Use Policy  
   
The Company uses various forms of electronic communication including, but not limited 
to computers, email, telephones, voicemail, instant message, text message, Internet, cell 
phones and smart phones (hereafter referred to as "electronic communications"). The 
electronic communications, including all software, databases, hardware, and digital files, 
remain the sole property of the Company and is to be used only for Company business 
and not for personal use.  
   
The following rules apply to all forms of electronic communications and media that are: 
(1) accessed on or from the Company premises; (2) accessed using the Company 
computer or telecommunications equipment, or via Company-paid access methods; 
and/or (3) used in a manner which identifies the Company. The following list is not 
exhaustive and the Company may implement additional rules from time to time.  
   

a. Electronic communication and media may not be used in any manner that would be 
discriminatory, harassing, or obscene, or for any other purpose that is illegal, 
against Company policy, or not in the best interest of the Company. Employees who 
misuse electronic communications and engage in defamation, copyright or 
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trademark infringement, misappropriation of trade secrets, discrimination, 
harassment, or related actions will be subject to discipline and/or immediate 
termination. Employees may not install personal software on Company computer 
systems.  

   
b. An employee's personal electronic media may only be used during meal periods and 

rest breaks. All other company policies, including the Company's policies 
prohibiting discrimination, harassment, or retaliation in the workplace, apply to 
employee use of personal electronic media. The Company reserves the right to 
adjust this policy on a case by case basis as it deems appropriate.  

   
c. All electronic information created by any employee on Company premises or 

transmitted to Company property using any means of electronic communication is 
the property of the Company and remains the property of the Company. You should 
not assume that any electronic communications are private or confidential and 
should transmit personal sensitive information in other ways. Personal passwords 
may be used for purposes of security, but the use of a personal password does not 
affect the Company's ownership of the electronic information. The Company will 
override all personal passwords if necessary for any reason.  

   
d. The Company reserves the right to access and review electronic files, messages, 

internet use, blogs, "tweets", instant messages, text messages, email, voice mail, 
and other digital archives, and to monitor the use of electronic communications as 
necessary to ensure that no misuse or violation of Company policy or any law 
occurs. All such information may be used and/or disclosed to others, in accordance 
with business needs and the law. The Company reserves the right to keep a record 
of all passwords and codes used and/or may be able to override any such password 
system  

   
e. Employees are not permitted to access the electronic communications of other 

employees or third parties unless directed to do so by Company management. No 
employee may install or use anonymous e-mail transmission programs or 
encryption of e-mail communications.  

   
f. Employees who use devices on which information may be received and/or stored, 

including but not limited to cell phones, cordless phones, portable computers, fax 
machines, and voice mail communications are required to use these methods in 
strict compliance with the Confidentiality section of this Handbook. These 
communication tools should not be used for communicating confidential or 
sensitive information or any trade secrets.  

   
g. Access to the Internet, websites, and other types of Company-paid computer access 

are to be used for Company-related business only. Any information about Leef 
Holdings, Inc., its products or services, or other types of information that will 
appear in the electronic media about the Company must be approved before the 
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information is placed on any electronic information resource that is accessible to 
others.  

   
Employees are prohibited from using the Company’s electronic systems for any 
unauthorized or inappropriate, unethical or abusive purpose including, but not limited to, 
the following: 
  

- Transmitting or making accessible annoying, offensive, defamatory, or 
harassing material or intentionally damaging or violating the privacy of 
information of others; or  

- Transmitting, displaying, storing, publishing or purposely receiving any 
pornographic, obscene or sexually explicit material.  

 
Employees must respect all copyrights and licenses to software and other online 
information it may not upload, download or copy software or other material through the 
Company’s electronic systems without prior written authorization of the Human 
Resources Department. 
 
Employees must not alter, copy, transmit or remove company information, proprietary 
software or other files without proper authorization from the Company. 
 
Employees are prohibited from reading, copying, recording or listening to messages and 
information delivered other employees email and or voice mailboxes without proper 
authorization, based on legitimate business reasons, from the Human Resources 
Department. Anyone who receives an electronic communication for which he or she is 
not the intended recipient must immediately inform the sender that the message was sent 
improperly and must delete the message from their email and/or voice mailboxes. 
 
4.15 Social Media Policy  
   
The Company is committed to utilizing social media to enhance its profile and reputation, 
to listen and respond to customer opinions and feedback, and to drive revenue, loyalty 
and advocacy. We encourage employees to support our activities through their personal 
social networking channels while adhering to the guidelines outlined in this section.  
   
For the purpose of this section, social media and networking refers to the use of web-
based and mobile applications for social interaction and the exchange of user-generated 
content. Social media channels can include, but are not limited to: Facebook, Twitter, 
Instagram, Snapchat, LinkedIn, YouTube, blogs, review sites, forums, online 
communities and any similar online platforms.  
   
Employees are expected to conduct themselves in a professional manner, to respect the 
views and opinions of others, and to demonstrate respect for the company, its ownership, 
clients, guests, vendors, employees and competitors. The Company and its employees are 
committed to conducting ourselves in accordance with best industry practices in social 
networking, to being responsible citizens and community members, to listening and 
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responding to feedback, and to communicating in a courteous and professional manner. 
Behavior and content that may be deemed disrespectful, dishonest, offensive, harassing 
or damaging to the company's interests or reputation are not permitted. The use of social 
media channels on company time for personal purposes is not allowed.  
   
Any social media contacts, including "followers" or "friends," that are acquired through 
accounts (including but not limited to email addresses, blogs, Twitter, Facebook, 
Instagram, Snapchat, YouTube, LinkedIn, or other social media networks) created on 
behalf of the Company will be the property of the Company.  
   
Employees must not disclose private or confidential information about the Company, its 
employees, clients, suppliers or customers on social networks. Employees must respect 
trademarks, copyrights, intellectual property and proprietary information. No third-party 
content should be published without prior permission from the owner.  
   
The Company maintains the right to monitor company-related employee activity in social 
networks. Violation of policy guidelines is grounds for discipline, up to and including 
termination.  
 
If you have any questions about whether a particular social media activity may involve or 
implicate the Company, or may violate Company policy, please contact the Human 
Resources Department. 
 
4.16 Cell Phone Policy  
   
The use of personal cell phones at work is discouraged because it can interfere with work 
and be disruptive to others. Employees who bring personal cell phones to work are 
required to keep the ringer shut off or placed on vibrate mode if they work in an office 
environment, and to keep cell phone use confined to rest breaks and meal periods. 
Production workers are not allowed to use personal cellular phones during work hours, 
except during rest breaks and meal periods. 
 
 Personal cellular phone conversations should be conducted away from areas where other 
employees are working. When cell phone use interferes with the satisfactory performance 
of an employee's duties or disturbs others, the privilege of using a personal cell phone at 
work may be taken away and other disciplinary action, up to and including termination, 
may be imposed.  
   
The Company may provide cell phone allowances to employees in certain positions or 
permit certain employees to use their personal cell phone in lieu of a business phone line 
in an effort to improve efficiency and effectiveness. Cell phone allowances and/or 
reimbursements will be authorized at the sole discretion of the Company in accordance 
with employee job requirements, business necessity and/or operational requirements. 
When cell phones are used for Company business, employees must comply with all 
Company policies governing conduct, including our policies prohibiting discrimination, 
harassment, and violence in the workplace. When using the cell phone in a public place, 
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please remember to maintain the confidentiality of any private or confidential business 
information. As a courtesy to others, please shut cell phones off or place on vibrate mode 
during meetings.  
 
4.17 Premises Policy 
 
In order to maintain compliance with industry standards, the Company must prohibit 
anyone under the age of 21 years from the Company’s premises.  All visitors must be 
accompanied by an employee escort as well as wear the appropriate visitor badge. The 
company takes compliance very seriously and therefore, all visitor rules and this premises 
policy will be strictly enforced.  The Company considers it the responsibility of each and 
every employee to adhere to and to enforce this policy. Any employee who violates the 
Company’s visitor rules regulations or the Company’s premises policy will be subject to 
disciplinary action up to termination.  
 
4.18 Lactation Accommodation 
 
Any employee who is breast-feeding will be provided break time each time the employee 
has the need to express milk. If lactation does not correspond with an already provided 
break time, any additional lactation break time will be unpaid. The lactating employee 
may request a lactation accommodation for the purpose of expressing breastmilk during 
the workday. All requests for lactation accommodation shall be made in writing to the 
Human Resources Department. The Company's response to the request for lactation 
accommodation will be provided by the Human Resources Department in a reasonable 
and timely manner. 
 
If your lactation accommodation is granted and is not exempted, the Company will make 
reasonable efforts to provide the employee with the use of a room or location other than a 
bathroom in close proximity to the employees work area. The location will be shielded 
from view and free from intrusion while the employee is expressing breastmilk. The 
location will be safe, clean, and free from hazardous materials. It will contain a surface 
upon which to place a breast pump and other personal items and will contain a place to 
sit. The location will have access to electricity or alternative devices such as extension 
cords or charging stations needed to operate an electric or battery powered breast pump. 
The Company will provide access to a sink with running water and a cooling device 
suitable for storing milk in proximity to the employees work area. 
 
It's an employee believes that her employer has violated the laws relating to lactation 
accommodation, an employee may file a complaint with the labor Commissioner. 
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Section 5  

Employee Benefits and Services  
   
5.1 Generally  
   
Aside from those benefits required by state and federal regulations, Leef Holdings, Inc. 
intends to offer additional benefits for its full-time employees. From time to time, 
benefits may be added or deleted from the benefits package. The Company reserves the 
right to make such changes.  
   
This Handbook does not contain the complete terms and/or conditions of any of the 
Company's current benefit plans. For information regarding current and future employee 
benefits and services, employees should contact Human Resources. Company will update 
this Employee Handbook as new benefit plans are offered. 
 
5.2 Health Insurance  
 
All employees regularly working at least 30 hours per week and their dependents are 
eligible to participate in Leef Holdings, Inc.’s medical, dental and vision insurance plans 
starting after the completion of 90 consecutive days of employment.  
 
Eligible employees may participate in the health, dental and vision insurance plans 
subject to all terms conditions of the agreement between the Company and the insurance 
carrier. The insurance benefits are paid in part by the Company and the remainder of the 
costs is the employee’s responsibility.  
 
There is no guarantee that the Company will continue to maintain a medical, dental and 
vision insurance plan or that the terms and conditions of any such plan will not be 
changed at any time.   
 
Contact Casey Burke for more information about health, dental and vision insurance 
benefits, detailed information about the plan(s) that are available and the employee 
contribution costs involved as not every plan choice offered by the Company may have 
the same employee cost associated. 
     
5.3 Worker's Compensation  
   
All states have Workers' Compensation laws whose purpose is to promote the general 
welfare of people by providing compensation for accidental injuries or death suffered in 
the course of employment. These laws are designed to provide protection to workers 
suffering occupational disabilities through accidents arising out of, and in the course of 
employment. Leef Holdings, Inc. carries Workers' Compensation Insurance for all 
employees and pays the entire cost of the insurance program.  
 
An employee who suffers an injury or illness in connection with their employment may 
be eligible to receive payment through the insurance company for lost wages.  In addition 
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to disability payments, necessary hospital, medical and surgical expenses may be covered 
under Workers' Compensation, with payments being made directly to the hospital or 
physician. Workers' Compensation benefits to injured workers may also include 
assistance to help qualified injured employees return to suitable employment.  Benefits 
under the Workers Compensation insurance procured by the Company are determined 
and administered by and at the discretion of the insurance carrier. 
   
5.4 Social Security Benefits (FICA)  
   
During your employment, you and the Company both contribute funds to the Federal 
government to support the Social Security Program. This program is intended to provide 
you with retirement benefit payments and medical coverage once you reach retirement 
age.  
 
   
5.5 Unemployment Insurance  
   
The Company pays to provide employees with unemployment insurance coverage in the 
event they become unemployed through no fault of their own or due to circumstances 
described by law. This insurance is administered by the Employment Development 
Department , who determines eligibility for benefits, the amount of benefits (if any), and 
duration of benefits in accordance with applicable laws and regulations.  
   
5.6  State Disability Insurance 
 
The Company contributes to the State of California to provide you with State Disability 
Insurance (“SDI”) pursuant to the California Unemployment Insurance Code. 
Contributions are made through a payroll deduction.  SDI is available when you cannot 
work because of 
 

 
Section 6  

Employee Leaves of Absence and Time Off  
   
6.1 Generally  
   
While regular attendance is crucial to maintain business operations, the Company 
recognizes that, for a variety of reasons, employees may need time off from work. The 
Company has available a number of types of leaves of absence. Some are governed by 
law and others are discretionary.  
 
For all planned leaves of absence, employees must submit a request at least 3 days in 
advance. In case of an emergency, employees should submit the request as soon as they 
become aware of the need for a leave of absence. All leaves of absence must have the 
approval of Company management. If, during a leave of absence, an employee accepts 
another job, engages in other employment or consulting outside of the Company, or 
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applies for unemployment insurance benefits, the employee may be considered to have 
voluntarily resigned from employment with the Company.  
   
All requests for a leave of absence will be considered in light of their effect on the 
Company and its work requirements, as determined by the Company management, which 
reserves the right to approve or deny such requests in its sole discretion, unless otherwise 
required by law. For disability-related leave requests, the Company will engage in an 
interactive process with the employee to determine if a leave is the most appropriate 
accommodation. The employee must provide a certification from his or her health care 
provider to the Company to support a leave for medical reasons. Failure to provide the 
required certification to the Company in a timely manner will result in delay or denial of 
leave. If an employee requires an extension of leave, the employee must request such 
extension and have it approved before the expiration of the approved leave of absence.  
   
While the Company will make a reasonable effort to return the employee to his or her 
former position or a comparable position following an approved leave of absence, there is 
no guarantee that the employee will be reinstated to his or her position, or any position, 
except as required by law.  
   
6.2 Personal Time Off  
   
The Company provides a flexible bank of paid time off (“PTO”) to eligible employees to 
enable them to meet both their employment and personal needs and obligations, including 
sick leave. The Company believes that PTO is valuable for employees not only to make 
their work experience with the Company positive but also to enhance their productivity. 
Full-time regular employees are eligible to use accrued PTO after they have completed 
90 consecutive days of employment.  PTO may be used for any reason including 
vacation, illness, medical appointments, family care or personal business.  
 
Non-executive employees will accrue 96 hours of annual PTO beginning on their 91st day 
of consecutive employment through the end of year five (5).  Beginning year six (6) 
through the end of year nine (9), employees will accrue 120 hours of annual PTO. 
Beginning year ten (10), annual PTO will be awarded at the discretion of the Company.  
Eligible employees will accrue PTO according to the following schedule, as applicable:  
 
 Number Days/Year   Rate of Accrual  Maximum Accrual 
   
 Fifteen (120 hours)  4.615 hours, bi-weekly 168 hours 
 
 Twenty (160 hours)  6.153 hours, bi-weekly 208 hours 
 
 Twenty-three (184 hours) 7.076 hours, bi-weekly 232 hours  

 
Any other days of PTO granted by the management of the Company will accrue in the 
same manner as above. Accrual is based on Employee’s anniversary date of hire and 
completion of 90 consecutive days of employment.  Employees can use PTO in minimum 
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increments of one hour.  However, unused PTO will be carried over each year up to the 
maximum accrual bank as outlined above. Accrued but unused PTO will be paid out 
upon employment separation but may not be paid out prior to separation at the request of 
Employee.  
 
PTO days' pay for regular full-time employees will be calculated based on the employee's 
regular rate of pay times the number of hours the employee would otherwise have worked 
on that day/period.  
 
All scheduled PTO must be approved by a manager at least 2 weeks in advance to the 
time being requested off.  All PTO requests must be submitted through HUB portal.  The 
Company has the right to refuse an employee’s request for PTO if, at the Company’s sole 
discretion, scheduling PTO at the time requested would be inconsistent with the smooth 
operation of the Company’s business.  Emergency requests for PTO must be made to the 
employee’s supervisor or Human Resources Department as soon as possible and 
confirmation of receipt by the Company acknowledged.  Failure to make personal contact 
with either a supervisor or the Human Resourced Department when emergency PTO is 
requested will be considered an unexcused absence. 
 
A Holiday which falls within a vacation period will be treated as Holiday and not taken 
as a day of PTO.  
   
6.3 Holidays 
   
The Company observes the following paid holidays:  
   

 New Year’s Day 

 Memorial Day 

 4th of July 

 Labor Day 

 Thanksgiving Day 

 Christmas Day  

  
The Company will grant paid holiday time off to all eligible employees. Holiday pay for 
regular full-time employees will be calculated based on the employee's regular rate of pay 
(as of the date of the holiday) times the number of hours the employee would otherwise 
have worked on that day. Regular part-time employees will be paid on a pro-rata basis.  
   
If an eligible non-exempt employee works on a recognized holiday with Company 
approval, he or she will receive overtime pay for the hours worked on the holiday.  
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If an eligible exempt employee works on a recognized holiday with Company approval, 
he or she will receive holiday pay plus one (1) addtional floating holiday subject to 
Manager's approval.  
  
6.4 Pregnancy-Disability Leave  
   
Under the California Fair Employment and Housing Act (“FEHA”), if an employee is 
disabled by pregnancy, childbirth or related medical conditions, she is eligible to take a 
pregnancy disability leave.  If you are affected by pregnancy or a related medical 
condition, you may also be entitled to an accommodation.   
 
Employees who are disabled on account of pregnancy, childbirth, or a related medical 
condition may request a leave of absence. Such leave will be granted for the period of 
disability, up to a maximum of four months. Time off may be requested for prenatal care, 
severe morning sickness, doctor-ordered bed rest, childbirth, and recovery from 
childbirth. Pregnancy Disability Leave need not be taken in one continuous period of 
time, but can be taken on an as-needed basis.  Time off needed for prenatal care, severe 
morning sickness, doctor-ordered bed rest, childbirth and recovery from childbirth would 
all be covered by Pregnancy Disability Leave.  Other pregnancy-related conditions may 
also qualify for this leave.  
 
The Company will comply with all California and Federal laws and regulations regarding 
leave associated with pregnancy.  
   
Leave provided for pregnancy disability is treated separately from leaves required by the 
state family and medical leave law. However, the first 12 work weeks of a pregnancy 
disability leave will be treated concurrently as a leave pursuant to the federal Family and 
Medical Leave Act ("FMLA") for all eligible employees.  
   
Employees who wish to take a pregnancy disability leave must notify Human Resources 
of the date the leave is expected to commence and the estimated duration of the leave. 
Notice should be given as indicated above. The employee must also provide a medical 
certification of disability to the Company. Such certification should include the 
following: 
 

1. The date on which you became disabled due to pregnancy; 
2. The probable duration of the period of disability; 
3. A state that due to pregnancy: 

a. You are unable to work at all; or 
b. You are unable to perform one or more of the essential functions of 

your job without undue risk to yourself or successful completion of 
your pregnancy or other persons; or 

c. A transfer is medically advisable. 
 
Failure to provide the required medical certification to the Company in a timely manner 
will result in delay or denial of leave. Before returning to work, the employee must 
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provide a medical certification that she is able to resume her original job duties. 
Appropriate forms may be obtained from Human Resources.  
 
Pregnancy Disability Leave is protected leave but does not necessarily ensure paid leave. 
Employees may be eligible for state disability insurance payments during this time. 
   
Employees who return to work immediately following the expiration of an approved 
pregnancy disability leave will generally be reemployed in their former position or a 
comparable job, as required by law.  
   
Employees who are affected by pregnancy may also be eligible to transfer to a less 
strenuous or hazardous position or duties, provided certain prerequisites are met. 
Reasonable accommodations may be requested with the advice of the employee's health 
care provider. In addition, lactation accommodation is also available, upon request. For 
more information on pregnancy disability leave or transfer and its effect on the terms, 
conditions or benefits of employment, please contact Human Resources.  
   
6.5 Workers' Compensation Leave  
   
Any employee who is unable to work due to a work related injury or illness and who is 
eligible for Workers' Compensation benefits will be provided an unpaid leave for the 
period required. The first 12 weeks will be treated concurrently as a family and medical 
leave under the federal Family Medical Leave Act ("FMLA") for eligible employees.  
   
6.6 Bereavement Leave  
   
In the event of a death in the immediate family, employees may have up to 3 working 
days, with pay, at their regular rate of pay, to handle family affairs and attend the funeral. 
"Immediate family" is defined as: father, mother, brother, sister, spouse, domestic 
partner, child, mother-in-law, father-in- law, grandparents and grandchildren.  
   
6.7 Jury Duty 
   
U.S. citizens have a civic obligation to provide jury duty service when called. Employees 
are entitled up to 3 working days, with pay, at their regular rate of pay for jury duty. The 
employee must bring in the jury duty notice as soon as it is received so that appropriate 
arrangements can be made to cover his or her duties. Employees are required to call in or 
report for work on those days or parts of days when their presence in court is not 
required.  
  
6.8 Voting Time  
   
Employees who are registered voters and who lack sufficient time outside of work to vote 
in any local, state, and national election may take up to two hours off work with pay at 
the beginning or end of the day for this purpose. Employees should provide at least two 
working days' notice when time off for voting is required.  
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6.9 Family Medical Leave Act 
 
Federal family and medical leave laws provide up to 12 work weeks of unpaid 
family/medical leave within a 12-month., Under the following conditions: 
 
One. The employee has more than 12 months of service.  For purposes of FMLA only, 
the 12 months of service must have accumulated within the previous seven years; 
 
The employee has worked at least 1250 hours during the previous 12-month. Before the 
need for leave (before the leaves commences); 
 
The employee is employed at a worksite where there are 50 or more employees within a 
75-mile radius; 
 
Leave may be taken for one or more of the following reasons: the birth of an employees 
child, or placement of a child with the employee for adoption or foster care; to care for 
the employees spouse, child, or parent who has a serious health condition; to care for the 
employees registered domestic partner (depending on the state): for a serious health 
condition that makes the employee unable to perform his or her job. 
 
For any "qualifying exigency" (defined by federal regulation) because the employee is 
the spouse, son, daughter, or parent of an individual uncovered active duty (or has been 
notified of an impending call or order to active duty) in the Armed Forces; or an 
employee who is the spouse, son, daughter, parent, or next of kin of a covered service 
member shall be entitled to a total of 26 work weeks of leave during a 12-month period to 
care for the service member. 
 
For purposes of calculating the 12-month period during which 12 weeks of FMLA or 
qualifying exigency leaves may be taken, the company uses the first day leave is taken 
under the appropriate law. 
 
6.10 Paid Family Leave  
 
Employees may be eligible for partial wage replacement benefits under the Paid Family 
Leave Act for up to a maximum of six weeks for the following reasons: 
  
• To bond with a new child after birth or placement for adoption or foster care; 
• To care for a serious health condition of an employee's child, parent, parent-in-law, 

grandparent, grandchild, sibling, spouse, or registered domestic partner. 
  
The Paid Family Leave Act provides benefits based on past quarter earnings for up to six 
weeks in a 12-month period. The cost of the insurance is fully paid by the employee. The 
12-month period begins on the first day an employee submits a claim. 
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To be eligible for benefits, employees may be required to provide medical and/or other 
information that supports a claim for time off to bond with a new child or to care for a 
child, parent, spouse or registered domestic partner with a serious health condition.  
  
The employee is responsible for filing their claim for family leave insurance benefits and 
other forms promptly and accurately with the Employment Development Department. A 
claim form may be obtained from the Employment Development Department by 
telephone, letter, the Internet or in person. All eligibility and benefit determinations are 
made by the Employment Development Department. 
  
Employees may not be eligible for Paid Family Leave benefits if they are receiving 
Disability Insurance, Unemployment Compensation Insurance or Workers’ 
Compensation benefits. 
  
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 compensation during an approved leave pursuant to any 
corporation provided leave. 
 
 6.11 New Parent Leave Act  
 
An employee who has worked for the Company for at least 12 months, has put in at least 
1,250 hours in the 12 months immediately prior to leave, and works at a site where the 
Company has at least 20 employees within 75 miles, will be entitled to up to 12 weeks of 
unpaid leave under the New Parent Leave Act. The leave must be taken within one year 
of a new child being born, adopted, or placed in foster care with the employee. The 
employee will be reinstated to the same position or an equivalent position upon return. 
  
The Company will continue to pay the regular portion, if any, of the employee’s health 
insurance premium while the employee is on leave. The Company reserves the right to 
recover the costs of maintaining coverage if the employee chooses not to return to work 
for a reason other than a serious health conditions or circumstance beyond the 
employee’s control. 
  
If foreseeable, an employee should provide the Company with 30 days’ notice of the 
intent to take leave. If this is not possible, notice should be given as soon as practicable. 
If both parents entitled to leave under this Act are employed with the Company, the 
Company may limit the total leave taken between the two of them to 12 weeks. 
  
Pregnancy disability leave is treated separately from family care and medical leave in 
California. An employee may take both pregnancy leave and leave for birth, adoption, or 
fostering of a child. Please contact Human Resources for additional details on which 
leave laws may apply to your circumstances. 
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6.12 Temporary Disability Leave Act 
 
The Company recognizes that a temporary disability may prevent employees from 
coming to work for a period of time. In such cases, the Company may grant a temporary 
disability leave. This leave does not have a minimum or maximum time frame. Rather, 
the Company will attempt to reasonably accommodate the needs of the employee as well 
as the needs of the Company. If a leave is granted, any extensions will be subject to the 
same considerations. 
  
Employees requesting a temporary disability leave must document their request in 
writing. That request should be accompanied by a doctor's statement identifying how the 
temporary disability limits the employee's abiility to work, the date and the estimated 
date of return and, where appropriate, diagnosis and prognosis. Should the employee’s 
expected return date change, the employee should notify the Company as soon as 
possible. Prior to returning to employment with the Company, employees will be required 
to submit written medical certification of their ability to work, including any restrictions. 
Upon returning to work, if employees qualify, they will be reinstated to their former 
position or one that is substantially the same, depending upon the availability of any 
position at that time. 
  
This leave will be unpaid, except that employees must use any available paid sick leave 
concurrently and may choose to use other accrued paid time off concurrently once their 
sick leave has been exhausted. 
  
 6.13 Military Leave  
 
 If employees are on an extended military leave of absence, they are entitled to be 
restored to their previously held position or similar position, if available, without loss of 
any rights, privileges or benefits provided the employee meets the requirements specified 
in the Uniformed Services Employment and Reemployment Rights Act (USERRA). 
  
An employee who is a member of the reserve corps of the armed forces of the United 
States or of the National Guard or the Naval Militia will be granted temporary leave of 
absence without pay while engaged in military duty as required by state employment law. 
A letter from the employee’s commanding officer is required to establish the dates of 
duty.  
 
An employee who works an average of 20 or more hours per week whose spouse is a 
member of the Armed Forces, National Guard or Reserves that has been deployed during 
a period of military conflict is eligible to receive up to 10 unpaid days off when their 
spouse is on leave from military deployment. 
  
An employee must provide their supervisor with a notice of intention to take leave within 
two business days of receiving official notice that their spouse will be on leave from 
deployment. Employees taking family military leave must also provide the Company 
with written documentation certifying their spouse will be on leave from deployment. 
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6.14 Civil Air Patrol Leave 
 
The Company will provide not less than 10 days of leave per year for voluntary members 
of the California Wing of the Civil Air Patrol in order for volunteers to respond to an 
emergency operational mission. 
  
The employee volunteer must be employed for at least 90 days immediately before the 
leave begins. Employees are required to give the Company as much notice as possible of 
the intended leave dates. Upon return, the employee is entitled to their position or 
position with equivalent seniority, benefits, pay and other terms of employment unless 
conditions unrelated to leave render such restoration impractical. 
  
6.15 Volunteer Emergency Responder Leave  
 
Employees who are volunteer firefighters, reserve peace officers, or emergency rescue 
personnel will be allowed to take temporary unpaid leaves of absence for the purpose of 
performing emergency duties. Employees who are volunteer emergency responders 
should inform their supervisor so that they are aware that the employee may need to take 
time off for emergency duty. When an employee is called to an emergency and needs to 
miss work, they should alert their supervisor before doing so whenever possible. 
  
6.16 Witness Leave 
  
If an employee is absent from work to serve as a witness in a judicial proceeding in 
which they are the victim, or in response to a subpoena or other order of the court, the 
employee will be granted leave without pay for such time as it is necessary to comply 
with the request. The Company may request proof of the need for leave. 
  
6.17 Crime Victim Leave 
  
The Company will grant reasonable and necessary unpaid leave from work to employees 
who are victims, or whose spouse, child, stepchild, sibling, stepsibling, parent, 
stepparent, registered domestic partner, or child of a registered domestic partner is a 
victim, of a violent or serious felony, or felonious theft or embezzlement, for the 
purposes of attending legal proceedings related to the crime. 
  
When feasible, affected employees must provide the Company with advance notice of the 
employee's need for leave, including a copy of the notice of the scheduled proceeding. If 
advance notice is not feasible, affected employees must provide documentation 
evidencing the legal proceeding requiring the employee's absence within a reasonable 
time after leave is taken. 
  
Exempt employees may be provided time off with pay when necessary to comply with 
state and federal wage and hour laws. 



38 
 

 
 
6.18 Victims of Domestic Violence, Sexual Assault & Stalking Leave 
 
The Company will not discriminate against employees who are victims of domestic 
violence, sexual assault, or stalking 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 a victim or 
their child. 
  
The Company will also not discriminate against an employee who is a victim of domestic 
violence, sexual assault, or stalking for taking time off from work to seek medical 
attention for injuries caused by such domestic violence or sexual assault, to obtain 
services from a domestic violence, sexual assault, or stalking program, to obtain 
psychological counseling related to the domestic violence, sexual assault, or stalking or to 
participate in actions to increase safety from future domestic violence, sexual assault, or 
stalking including temporary or permanent relocation. The Company will make 
reasonable accommodations for victims of domestic violence, sexual assault, or stalking, 
including, but not limited to, the implementation of reasonable or necessary safety 
measures. 
  
Affected employees must give the Company reasonable notice that they are required to 
be absent for a purpose stated above, except for unscheduled or emergency court 
appearances or other emergency circumstances. In such a case, the Company will take no 
action against affected employees if, within a reasonable time after the appearance, they 
provide the Company with documentary evidence that their absence was required for any 
of the above reasons. 
  
This leave is unpaid. However, affected employees may use any unused sick or PTO 
during this leave of absence. Exempt employees may be provided time off with pay when 
necessary to comply with state and federal wage and hour laws. 
 
6.19 Bone Marrow Donation Leave 
 
Employees will be granted up to five working days of paid time off for the purpose of 
donating bone marrow. Employees are required to utilize any earned PTO or sick 
leave, but if this leave has been exhausted, the Company will continue to pay regular 
wages for up to five working days. Leave can be taken intermittently. 
  
Any applicable benefits including the employees’ health coverage, accrued paid time off 
(e.g. PTO, sick leave, etc.), and other benefits will be maintained during the leave. Bone 
marrow donation leaves of absence do not run concurrently with leaves under the Family 
and Medical Leave Act (FMLA) or the California Family Rights Act (CFRA). Upon 
returning to work from a donor leave, the employee will be restored to the same or an 
equivalent position. The Company may request proof of the need for leave. 
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6.20 Organ Donation Leave  
 
Employees who donate an organ to another individual will be granted up to 30 working 
days of paid leave for this purpose. Employees are required to use any earned but unused 
sick leave or PTO (up to a maximum of two weeks, but if this leave has been exhausted 
or the leave exceeds two weeks, the Company will continue to pay regular wages for up 
to 30 days. Exempt employees will continue to receive their full salary in compliance 
with state and federal regulations. 
  
Any applicable benefits including the employee’s health coverage, accrued paid time off 
(e.g. PTO, sick leave, etc.), and other benefits will be maintained during the leave. Organ 
donation leaves of absence do not run concurrently with leaves under the Family and 
Medical Leave Act (FMLA) or the California Family Rights Act (CFRA). Upon 
returning to work from a donor leave, the employee will be restored to the same or an 
equivalent position. The Company may request proof of the need for leave. 
 
 6.21 Rehabilitation Leave 
 
The Company is committed to providing assistance to our employees. Any employee 
who wishes to voluntarily enter and participate in an alcohol and/or drug rehabilitation 
program may be granted a reasonable accommodation. This accommodation may include 
time off without pay and/or an adjusted work schedule, provided the accommodation 
does not impose an undue hardship on the Company. In general, it is the employee’s 
responsibility to notify their supervisor or manager of the need for accommodation.  
  
This policy does not prevent the Company from refusing to hire or disciplining, up to and 
including discharge, an employee who is unable to perform his or her duties or cannot 
perform the duties in a manner that would not endanger his or her health or safety or the 
health or safety of others because of the current use of alcohol or drugs. 
 
6.22 Literacy Education Assistance  
 
The Company will reasonably accommodate and assist any employee who reveals a 
problem with literacy and requests assistance in enrolling in an adult literacy education 
program, provided that it does not impose an undue hardship on the Company. 
  
The Company will make reasonable efforts to safeguard the privacy of the employee as to 
the reason for their request under this policy. Approved time off of work to enroll and 
participate in an adult literacy education program will be unpaid; exempt employees will 
be paid in according with the Fair Labor Standards Act (FLSA). 
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6.23 School Leave For Activity Attendance  
 
The Company will grant employees who are the parent, guardian, or grandparent of a 
child in grades K-12, or of a child attending a licensed daycare facility, up to 40 hours of 
unpaid leave per calendar year to participate in activities of their child’s school or 
daycare facility. This leave should not exceed 8 hours in any calendar month, except in 
case of emergency. Requests for such leave must be made in advance of the planned 
absence and employees may be asked for proof of the need for leave. 
  
The employee must use available PTO for school visitation, and must take leave without 
pay if no paid leave is available. Exempt employees may be provided time off with pay 
when necessary to comply with state and federal wage and hour laws. 
 
6.24 School Leave for Disciplinary Matters 
  
The Company will grant unpaid time off for employees who are parents or guardians of 
school-age children who need time off to attend disciplinary events at school such as 
hearings and/or meetings for other events including suspension and expulsion. 
Employees are required to give reasonable notice to the Company that they need to take 
time off. 
  
The employee must use available PTO for school visitation, and must take leave without 
pay if no paid leave is available. Exempt employees may be provided time off with pay 
when necessary to comply with state and federal wage and hour laws. 
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Acknowledgement of Receipt of Employee Handbook 
   
I acknowledge that I have been provided with a copy of the Leef Holdings, Inc. (the 
"Company") Employee Handbook (“Handbook”), which contains important information 
on the Company's policies, procedures and benefits. I understand that I am responsible 
for familiarizing myself with the policies in this handbook and agree to comply with all 
rules applicable to me. I also acknowledge the following: 
 

1. I understand and agree that the policies described in the handbook are 
intended as a guide only and do not constitute a contract of employment.  

2. I specifically understand and agree that the employment relationship between 
the Company and me is at-will and can be terminated by the Company or me 
at any time, with or without cause or notice.  

3. The Company has the right to modify or alter my position, or impose any 
form of discipline it deems appropriate at any time. I am not entitled to any 
particular sequence of disciplinary measures prior to termination. 

4. Nothing in this handbook is intended to modify the Company's policy of at-
will employment. The at-will employment relationship may not be modified 
except by a specific written agreement signed by me and the CEO of the 
Company.  

5. With the exception of the at-will employment policy, this Handbook nay be 
modified at any time.   

6. Violation of any policy in this Handbook, or any policy added as an 
addendum after its effective date, may be grounds for discipline, up to and 
including termination. 

7.  This Handbook does not contain or include every policy, process and/or 
expectation applicable to my employment. 

8. I understand that the Company reserves the right to interpret its policies or to 
vary its procedures as it deems necessary or appropriate. 

9. If I have questions regarding any policy in this Handbook, or other 
expectations related to my behavior, conduct or performance, it is my 
responsibility to speak with management or the Human Resources 
Department. 

10. I agree to abide by the policies and procedures outlined in the Handbook. 
≈ 
 
Employee Signature: __________________________________ 
 
 
Employee Printed Name: ______________________________ 
 
 
Date: ________________________  




