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01. Business Operations Plan

Improving the
health of our
community with
access to quality 
cannabis.

This section provides a complete overview of the Megan’s Organic 

Market proposal for El Centro.

1.
BUSINESS PLAN 

KEY TAKEAWAYS

Trusted Cannabis Operators (7+ Years)

A Wholesome Brand that Resonates with a Broad Demographic

Significant Revitalization of an Existing Commercial Building

A Team Who Values the Environment and Community
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Executive Summary
The Megan’s Organic Market 
team is pleased to submit this 
application and looks forward to 
becoming one of the first retail 
cannabis storefronts in the City of 
El Centro.

Officially called MOM EC LLC, dba 

Megan’s Organic Market (MOM), we are a California limited liability company, 
wholly owned by MOM USA LLC, which in turn is owned by Megan Souza, Allison 
Borges, and Mark Cardona. This application seeks approval from the City to 
operate a cannabis retail shop at 3599 N La Brucherie Rd, El Centro, CA 92243. 
Accordingly, team MOM respectfully submits this application for a Cannabis 
Retail Storefront Permit (the “Permit Application”).

MOM and its owners are a thoughtfully assembled team of experienced 
professionals who share a genuine commitment of community building and 
service, and a desire to provide patients and customers with access to quality 
products. We are experienced and knowledgeable in our trade, excited about 
what this new industry will bring to El Centro, and appreciate the opportunity to 
present this application for consideration. 

We believe our planned project will improve the surrounding community, and 
our team of best-in-class business owners is prepared to open and operate a 
truly exemplary cannabis retail shop. As you will see in reviewing our application, 
our venture meets—and exceeds—all criteria specified in the City’s cannabis 
ordinance, regulations and beyond.

Megan’s Organic Market was originally founded in 2010 by Megan Souza and 
Eric Powers as a medical cannabis cultivation operation and later a Prop. 215 
medical cannabis delivery service. For years, MOM delivery service worked 
hard to improve the health of residents by providing safe and reliable access 
to quality organic medical cannabis. With its iconic, apron-clad staff delivering 
the best customer service in the industry, MOM quickly became one of the most 
respected Prop. 215 cannabis collectives in California. 

Today, after adult-use legalization, MOM’s 2-acre cultivation site is the largest 



4 MOM EC LLC

licensed cannabis operation in the County of San Luis Obispo, with another 
3-acres currently nearing the end of the Land Use Permit process. MOM also 
operates the first adult-use and medical cannabis retail storefront in the City 
of San Luis Obispo. Now, MOM hopes to bring it’s unique and wholesome retail 
experience to El Centro.

MOM’s mission is to “make cannabis wholesome” and it does this through 
commitments to community, stewardship, and education. Community involvement 
has been a central part of MOM’s company culture since its founding, and will 
continue to be a priority with the proposed El Centro location. From adopting a 
two-mile stretch of roadway, to sponsoring community workshops, blood drives, 
and homeless dinners, and even hosting a local educational radio show, MOM has 
an exemplary track record of responsible community stewardship. Additionally, 
the owners’ commitment to community development has led them to serve on 
multiple nonprofit boards and commissions including the City of SLO Human 
Relations Commission, Morro Bay Neighborhood Watch, Central Coast Cannabis 
Council, and the Cal Poly Hemp Business Advisory Group.

The knowledge and experience the MOM team has accumulated through their 
entrepreneurial cannabis projects provides the management skills that will 
guarantee success. Their extensive commercial cannabis cultivation, retail 
delivery, and retail storefront experience complemented with their local partners 
can offer El Centro a world-class cannabis retail establishment. A solid track 
record of tax compliance, community involvement, and social & environmental 
stewardship, make MOM and the El Centro, a perfect match. 

The details of our proposal are outlined in the following application and we hope 
to work alongside the City as we embark on this new venture. Thank you for your 
time and consideration!

Sincerely,

Team MOM
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Megan’s Organic Market is on a mission to 
redefine society’s relationship with cannabis 
through responsible stewardship. We’re 
continually seeking market opportunities 
to improve the health of others, and our 
community, through education, awareness, 
and access to sustainable, high-quality 
cannabis products.

Our Mission

Tagline: Making Cannabis Wholesome

Our Values

Making the world a 
better place starts with 
the community we live 

in. MOM is dedicated to 
charitable causes and 

doing good.

Community

MOM is committed to a 
high level of corporate 
responsibility, setting a 

standard for this new and 
emerging industry.

Stewardship

Business and the 
community benefit 

from a more educated 
world. MOM strives to 
spread knowledge and 

understanding.

Education

Based on our values, MOM makes decisions holistically, considering the impacts 
to the community and the environment in addition to profit.
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We will change society’s negative perceptions of cannabis use, cannabis users, and cannabis 
industry workers by embodying wholesomeness. Our employees, products, store design, client 
experience, brand aesthetic, marketing campaigns, everything must reflect our commitment to 
wholesomeness. breaking stereotypes - cultivating trust - leading with heart

• our employees are chosen for their personal character, passion for helping others, and 
history of community involvement our products are chosen for their quality, safety, 
efficacy, and sustainability 

• our products are chosen for their quality, safety, efficacy, and sustainability
• our reputation comes from maintaining and building our client’s trust

Wholesomeness

We strive for the total thriving of our organization and all the members within it.
• we promote from within
• we invest in our employees
• we care about work-life balance

Positive Holistic Growth

1.1 Owner Qualifications
MOM is a highly experienced team in both cannabis and general business.

MOM EC LLC is wholly owned by MOM USA LLC, which in turn is owned by Megan Souza, 
Allison Borges, and Mark Cardona. Pursuant to El Centro municipal code “an individual who 
will be participating in the direction, control, or management” is also defined as an owner. 
Therefore MOM Co-Founder Eric Powers and COO Nick Andre are also listed in this section.

MOM USA LLC Shareholder Breakdown

Megan Souza 65%
Allison Borges 30%
Mark Cardona 5%

95% Women Owned.
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Megan’s Organic Market
Family of Companies
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Commercial 
Cannabis 

Operations

Commercial Hemp 
Operations

American Pastoral LLC

Cannabis Retail
MOM SLO LLC

American Pastoral
Hemp Product Line

Megan’s CBD Market
Morro Bay

Hemp Retail Storefront

Megan’s Organic Market San 
Luis Obispo

Cannabis Storefront Dispensary

2-Acres Clark Valley
Los Osos, CA

Cannabis Cultivation
Red Truck Management LLC

3-Acres Carrizo
Santa Margarita, CA (Pending)

Good Botany
Hemp Product Line

Powers Labs
Hemp Product Line

Megan’s Markets
Hemp Product Line

The owners of MOM have extensive compliant cannabis experience in retail and cultivation 
with no history of state or local violations. Megan Souza & Eric Powers are the owners of San 
Luis Obispo’s first cannabis storefront, Megan’s Organic Market (MOM SLO LLC), which is 
on track to do $10-$14 million in sales in its first 12 month period. They also own Red Truck 
Management LLC which owns and operates an approximately 2 acre, fully licensed, outdoor 
cultivation site in Los Osos, CA. Another 3 acre site in Santa Margarita is nearing the end of the 
permitting process. Prior to that they cultivated cannabis under Prop 215 from 2010-2018 in 
Cayucos, CA and Los Osos, CA, and ran the popular Megan’s Organic Market medical delivery 
service from 2013-2018, which served over 3,000 registered Central Coast patients. Megan’s 
Organic Market delivery service has a long history of tax compliance, paying proper sales tax 
returns since its inception. Copies of historical returns can be provided upon request. Megan 
and Eric’s Prop 215 operations then transitioned to the adult-use entities that operate today. 
To learn more about the Megan’s Organic Market story view this short video: https://youtu.
be/4bgPISef0cc. See the table on the following pages for a list of state licenses previously and 
currently held.



MOM EC LLC 9

Megan Souza is CEO of Megan’s Organic 
Market, which opened in 2010 as a Prop. 
215 medical marijuana supplier. Megan 
attended UC Santa Cruz, and Cal Poly SLO 
for grad school. She holds a Bachelor of Arts 
degree in philosophy from UC Santa Cruz.

Megan and partner Eric Powers worked 
double shifts as servers at restaurants to 
fund their first medium-scale indoor grow 
in Cayucos, CA starting in 2010. With the 
harvest, they supplied a small collective of 
local medical patients. Slowly, their patient 
list grew and the size of their cultivation 
along with it. In 2016, they moved to a farm 
in Los Osos, CA so they could expand and 
grow outdoors. Their farm is in Clark Valley, 
with an agreeable microclimate, rich native 
soil and a bountiful well. 

As their collective grew and they supplied 
more and more patients’ medical cannabis 
needs, the need for local advocacy for 
cannabis users became apparent. So they 

hosted educational campaigns and events, 
made a free medicine program for patients 
in need, and used their large patient base 
as a means to scale up the small community 
service projects they did in their spare time. 
They serve on the boards of several local 
non-profits. Megan hosts an educational 
cannabis+hemp radio show, they conduct 
monthly highway cleanups of their adopted 
2-mile stretch of Hwy 1, volunteer as 
election poll workers and candidate forum 
workers, organize and host blood drives, 
and donate to KCBX public radio and other 
local non-profits that help the community. 
Megan is also a member of the National 
Association of Women Business Owners 
and participates in various chambers of 
commerce, among many other endeavors. 
She is also a Commissioner on the Human 
Relations Commission for the City SLO.

Megan’s cultivation has transitioned to the 
adult-use market and her state licensed Los 
Osos farm is currently the largest cannabis 
cultivation operation in the county with full 
land use approval.

Megan’s success also led her to win first 
place in the City of San Luis Obispo’s 
cannabis storefront retail permit process. 
Today, Megan’s Organic Market cannabis 
retail store is the city’s first operational 
dispensary. The San Luis Obispo store has 
been highly successful and is experiencing 
rapid week-over-week growth in sales. To 
learn more about Megan’s story view this 
short video:
https://youtu.be/4bgPISef0cc

Megan Souza, President & CEO
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Eric has six years of cannabis retail experience 
and ten years of cannabis cultivation experience. 
Since 2010, Eric has been cultivating cannabis in 
San Luis Obispo County, which was distributed to 
more than 3,000 registered local patients through 
the medical delivery service he co-founded with 
Megan Souza, Megan’s Organic Market. 

Eric Powers, Co-Founder

Along with Megan, Eric also co-owns Red Truck Management LLC, which 
possesses  Cannabis Cultivation Permits from the California Department of Food 
and Agriculture for outdoor cultivation in Los Osos, CA. Red Truck Management 
LLC also has a 3-acre outdoor cultivation site in Santa Margarita, CA awaiting 
final approval, and he is an owner in MOM’s San Luis Obispo cannabis retail 
storefront. Further, Eric serves as treasurer of the Board of Directors for the 
Morro Bay Neighborhood Watch Association, and is a passionate advocate for 
sustainable agriculture.

Mark is an attorney at Cardona Law in downtown 
Santa Barbara and is the longtime legal advisor 
for Megan’s Organic Market. He is an expert in 
cannabis law having worked with many cannabis 
clients going back to when Prop 215 was in effect. 
He has a long history of community involvement 
including serving on the Board of Directors of the 
Santa Barbara Public Library Foundation and the 

New Beginnings Counseling Center, and working with the Legal Aid Foundation of 
Santa Barbara County. Mark is a graduate of UC Santa Barbara and the University 
of La Verne College of Law. This November, he and his wife became the proud 
parents of their second child, Rainn Cardona.

Mark Cardona, General Counsel
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Nick Andre has recently joined the MOM team 
after working as Chief Operating Officer of a 
multi-location cannabis retailer in California. 
While there he oversaw business development, 
processes, IT systems, and overall operations 
for the company. Nick also led the company’s 
implementation of METRC, CA’s Track-and-Trace 
system. During Nick’s time there he helped grow 

Nick Andre, COO

the company from a single retail store to five throughout California.

Prior to that, Nick was founder and CEO of Kumani Inc, a San Luis Obispo 
based IT company that specialized in e-commerce and cloud business systems 
implementation for 8 years. Nick also worked for the Cal Poly Small Business 
Development Center where he advised and assisted local small businesses with 
economic development and job creation.

Additionally, Nick is also an Executive Board member of the CA Democratic Party 
and has deep experience in government relations and policy.

In that past he worked in the accounting industry and for the toy company 
Hasbro, Inc. He holds a Bachelor’s degree in business administration with a 
concentration in accounting from the University of Rhode Island.

Allison is an educator turned cannabis advocate 
after finding relief from medical aliments through  
cannabis’s non-psychoactive compounds. As part 
of the MOM team Allison is leading efforts to 
bring education and  awareness around medically 
formulated products that have no mind altering 
effects for those suffering from inflammatory 
diseases like rheumatoid arthritis.

Allison holds a CA Teaching Credential from California State University, Fresno 
and a Bachelor’s degree in Spanish Language and Literature from the University 
of Rhode Island.

Allison Borges, Owner
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1.5 Hours of Operation
Overview

MOM proposes the hours of operation for it’s upscale, world-class cannabis retail storfront 
be 8AM - 10PM, or other hours determined in cooperation with El Centro PD, which are within 
the requirements of state law (CCR 16-42-3 5403). MOM will limit deliveries of inventory to 
the storefront to Monday-Friday 9am-5pm. MOM will be closed on some major holidays so 
employees may be with their friends and family.

Opening Procedures

1. Staff Arrives to the Shop
a. Ideally by about 6:50 am. The security company personnel should be on site.
b. DO NOT enter the premises without security being present.
c. Take a moment to survey the grounds surrounding the shop. 

- Note any issues with the property i.e. trash in the parking lot, dumpster gates left open, condition 
of the storefront, south side of building, etc.

2. Once Security is onsite, enter the building.
a. Enter through the large wooden doors of the delivery bay.
b. Take out the kiosk, stool and mat for the security stand.
c. Unlock the steel security gate covering the back door. There should be three deadbolts to unlock.
d. Unlock the back door, here, there should be two deadbolts to unlock.
e. Use the provided security door fob to unlock the back door.
f. Ask staff to stay outside until you are able to disarm the alarm system and confirm the shop is safe for 

staff to enter.
g. Use your key fob to unlock the back door and enter the building.

3. Disarm the Alarm System.
a. Alarm keypad is located on the wall at approximately chin height, just to the left of the back door as 

you enter. It is a small, white touch screen approximately 5” x 7” and will begin beeping an audible 
countdown as soon as the door is opened.

b. You have 30 seconds to disarm the alarm using your personal code. Simply type in code, the alarm 
system will disarm automatically.

4. Turn on the Lights
a. Intake room light switch is located on the wall at approximately elbow height, just to the left of the back 

door as you enter. Tap the top of the switch to turn on the lights in the intake room.
b. Sales Floor light switches are located on the East wall of the intake room, just to the right of the A/C 

control. The four square buttons turn on/off lights on the sales floor. Click each once to turn on. The 
two tall switches control the shelf lighting. Press and hold the top portion of the switch to turn the shelf 
lights on.
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5. Make Sure the Shop is Secure
a. Do a quick visual sweep of the shop to ensure the location is secure before allowing staff into the 

building.

6. Raise the Security Door/Window Shutters
a. The shutter controls are located on the East wall of the Intake room, in a lockable plastic box, just above 

the A/C controls.
b. Unlock the box. The same key that opens the A/C controls can be used to open the Shutter controls.
c. Press the “^” symbol to raise the shutters.
d. Observe the opening to ensure no malfunctions occur.

7. Staff Enter to Begin Setting Up Shop
a. Unlock and open the front door to allow staff to enter.
b. Begin COVID Precautions

- Take all staff temps with touchless thermometer
- Record that temps have been taken on Daily Staffing Sheet
- Review any “Red Flags” created by staff “Self Check Pre-Clock In”

c. Unlock the “Vault”
- Unlock the steel security gate covering the Vault door. There should be three deadbolts to 

unlock.
-  Unlock the Vault door, here, there should be two deadbolts to unlock.
- Use the provided security door fob to unlock the Vault door.

d. Start Staff on Setting the Sales Floor
- With the help of the opening Inventory staff, remove all rolling carts from the vault.
- Only one door of the Intake room can be open at a time, so move the carts from the vault then 

into the Intake room.
- Once all carts are out of the vault and in the Intake room, close the Vault and begin moving the 

carts onto the Sales Floor.
- Sales floor should be completely set by 9am.
- Continually give staff time updates to gently push them to open on time.
- Reference the “Sales Floor Set Up” SOP for further specifics

8. Turn on the Stereo
a. The main stereo amp is located in a black metal box, approximately head height, on the West wall of the 

Intake room, to the right as you enter.
b. Simply press the “>ll” symbol to start the music.
c. On the “Music/MOD” iPad, ensure that only approved Sonos stations are playing.
d. Ensure proper music levels exist to optimize guest experience.

9. Turn on A/C
a. The A/C control is located on the East wall of the Intake room, approximately chest height, in a clear 

plastic box.
b. Unlock the clear box using the key already stationed in the lock or possibly in the lock of the clear plastic 

box above it.
c. A/C should be set to between 69 and 71 degrees and “cool”. If any other setting is engaged, use the 

“mode” button located in the bottom left corner of the unit to cycle through options until “cool” is 
selected.
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10. Fill Out Daily Staffing Sheet
a. Reference “Daily Staffing Sheet SOP” for further specifics

11. Start the Daily “Manager Wrap Up” doc.
a. Copy and Paste the template to the bottom of the document
b. Fill in appropriate information

12. Assign Opening Cash Drawers
a. Reference “Assigning Cash Drawers SOP” for further specifics

13. Count the Safe 
a. Reference “AM/PM Safe Count SOP” for further specifics.

14. Conduct the Opening “Talk Into Position”
a. TIP/TOP should take between 5 and 10 minutes
b. Review each staff member’s location/position in the store for their shift.
c. Discuss the weekly TIP/TOP action items.
d. Review any specials or promotions occurring in the store.
e. Open discussion to feedback
f. Begin a great shift

15. Observe Exterior of Building
a. Ensure “Open” signs are in place
b. Clear parking lot of any debris/trash
c. Walkways are swept and clean
d. Note any issues in the “Manager Wrap Up” doc.

16. MOM is Open for Business at 8am!

Closing Procedures

1. Be Proactive 
a. Starting around 9:30 or 9:45, assess the need for staff to be on drawers, on the floor or beginning the 

closing process.
b. Closing procedures that can be done ahead of actual closing should be done at this time. Trash, card-

board, bathroom cleaning, office cleaning, etc.
c. Having an extra cash wrap on at close may seem like a corner that can be cut, but in order to have all 

transactions complete by 10pm, it may be worth the while. 
d. Communicate with your floor staff that this is the time to communicate openly and respectfully with our 

guests regarding our closing time. If a guest makes it to the register, after 9:45 and unaware of our closing 
time, the team has missed an opportunity to give an excellent guest experience.

e. Gather the rolling carts in the inventory intake room in preparation for a quick close.
f. If staffing allows, send a staff member to retrieve the floor mop/vacuum. 

2. As the Last Guest Leaves the Building
a. The idea of a hard stop to business, while absolutely essential, may be viewed from a guest perspective 

as odd or distasteful. It is with this in mind that we must ensure that our last guests receive as good ser-
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vice as our first guests.
b. Once the last guest has left after 9:55 pm, inform security of the store closing, close and lock the door.   

3. Begin to Take Down the Floor
a. Once all guests have left the building (and not before!) and the front door is locked, run out the rolling 

carts so that staff may begin to take down the floor product immediately.
b. Leads should assign budtenders to individual sections for an efficient close.
c. As product is placed onto the rolling carts, remind budtenders that this is a great time to support our 

opening team by storing product in an organized and well thought out way.

4. Drawers
a. Gather all drawers from registers
b. Be sure to note which staff was assigned to which drawer and the number of the drawer.
c. Take all drawers to the Inv Intake office. So as to not leave cash in drawers during close and also to not 

leave drawers in the intake room, proceed to close all drawers as soon as possible.
d. See “Closing a Drawer” SOP
e. Note any major discrepancies in the drawer counts on the Manager’s Daily Wrap Up spreadsheet and the 

MOM Daily Drop Log.

5. Count the Safe
a. Once all drawers have been counted and balanced, all vendor payments for the day have been complet-

ed and cash transactions are no longer needed, count the safe.
b. Please refer to the “Safe Count” SOP.
c. Utilize the “MOM Safe Count” sheet to count quantities of individual bills/coin. Record each on the safe 

count sheet.
d. Total both bills and coin separately and then total both together for the full count.
e. Record the total count on the “MOM Monthly Safe Count’ sheet.
f. Note any and all discrepancies in the count on the Manager’s Daily Wrap Up spreadsheet. 
g. Close and lock the safe. Remember to always spin the combination wheel each time you close the safe.

6. Lock Up Product
a. As staff fills rolling carts with floor product, gather carts on the retail floor near the Intake room door.
b. Once all product has been added to the rolling carts and shelves/downstock cabinets are clear of all 

cannabis product, take all product to the vault.
c. While in the Intake room, only one door can be open at a time. While moving rolling carts into the Intake 

room, ensure all other doors to the Intake room remain closed.
d. Once all the product has been moved from the retail floor to the Intake room, close door between the 

two rooms, then open the vault and begin moving product into the vault.
e. Once all cannabis product has been secured in the vault, close and lock the vault.
f. The main door will require two deadbolts be locked, the security gate will require three deadbolts be 

locked.

7. Verification
a. Once the team has made it known that they have finished their closing duties, verify to ensure all duties 

are complete. 
b. Check the cleanliness of the shop. Floors should be vacuumed and dry mopped. All counters should be 

clear of items and wiped down. Register area should be orderly and wiped down, etc. 
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c. Check all shelves (especially up on high shelves) for product.

8. Exit
a. Turn off lights and music, check locks on inventory doors, roll down window covers.
b. All employees clock out of Homebase as they leave.
c. Make your way out the front door, go to alarm.com app and ARM the system first, then physically lock the 

door.
d. Security guard conducts a final inspection of the exterior of the building and parking lot before leaving 

the premises.

1.6 Day-to-Day Operations
Target Market
MOM has a successful history of targeting the 55 and over demographic, first-time users, 
medical users, and women. Our wholesome branding and diverse selection of high CBD 
products has attracted cannabis users who appreciate cannabis more for its medical benefits 
than its psychoactive effects. This is the fastest growing segment of the market and is a major 
focus of the retail operation. MOM will continue its mission of Making Cannabis Wholesome 
in its El Centro storefront.

a) Describe customer check-in procedures.
• Arriving at MOM customers will be directed by signage to the secure well-lit private parking 

lot.
• Once in the parking lot, customers will have 28 parking spots to choose from including two 

ADA compliant spots.
• The single customer entry faces N La Brucherie Rd and is easily visible to arriving customers. 
• As customers approach the (bulletproof) glass storefront with attractive double doors, 

they will enter into a secure and well appointed lobby .
• There they will be greeted by a friendly receptionist who will check to make sure they have 

their ID (and their medical identification card or physician’s recommendation if they are 
a medicinal cannabis patient or primary caregiver). An individual will not be admitted to 
the premises unless a receptionist has verified the individual’s proof of identification. The 
identification must contain a name, photograph, and date of birth, and shall be limited to 
one of the following: 

1. 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, height, gender, and photo of 
the person; 2. A valid identification card issued to a member of the Armed Forces that 
includes the  person’s name, date of birth, and photo; or  3. A valid passport issued by 
the United States or by a foreign government. MOM will refuse to grant access to the 
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retail sales floor or sell cannabis goods to any individual who is under 21 years of age. 
Policy Citations: CCR 16-42-3 5404(a) (2019) CCR 16-42-3 5404(b) (2019)

• Individuals who are not at least 21 years of age will be politely asked to leave. Refusal to 
leave will be considered trespassing and local law enforcement will be notified.

• If it is discovered that the individual’s identification, registration card, or physician’s 
recommendation is invalid, expired, or fraudulent, the individual will be asked to leave 
the premises and any fraudulent identifications will be confiscated and reported to the 
Bureau of Cannabis Control and local law enforcement. 

• Once an individual is verified as having the appropriate identification, the receptionist will 
enter the eligible customer’s information into the Point of Sale system. This includes but 
is not limited to full name, address, date of birth, ID number, and ID expiration date.

• The receptionist will then allow the patient, caregiver, or adult consumer to proceed 
inside the store by “buzzing” them in through the remotely controlled secure door, unless 
maximum occupancy has been reached. Receptionists can see into the retail floor through 
glass windows and also communicate with retail floor employees via two-way radio so 
that occupancy limits can be properly adhered to. When capacity is reached, customers 
will wait in the lobby. The next customer will enter as one exits the store. This will create 
a smooth flow during high traffic times.

• Once in the retail space, a customer service representative will greet the customer with a 
smile and a warm introduction before escorting the customer onto the retail floor. Under 
no circumstance will a customer be allowed to enter the retail space without the presence 
of employees.

The Customer Experience Post Check-In
• The customer will then engage in the shopping and education experience and select 

items they wish to purchase with the assistance of a customer service representative. 
The store will offer a visual display of  cannabis products protected in glass display cases 
(unless the City expressly allows otherwise as seen in the San Luis Obispo storefront). 
Cannabis goods for inspection and sale will only be displayed in the retail area and in 
a place not visible from outside the licensed premises. Customers will be allowed to 
inspect packaged cannabis products without opening them. Megan’s Organic Market 
will also provide display samples of packaged cannabis products that will be stored in 
transparent sealed containers. Customers must be supervised by a customer service 
representative when handling cannabis samples and  cannabis samples will not be 
readily accessible to customers. For cannabis flower samples, customers prefer to be 
able to smell the product; to provide for this while still maintaining the security of 
the sample, we will use Sensory Pod™ from Bud Bar Displays. These pods secure the 
product while offering a closable area of small holes so that the cannabis product can 
share its aroma. Cannabis goods removed from their packaging for display will not be 
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sold, will not be consumed, and will be destroyed when the cannabis products are no 
longer used for display. Megan’s Organic Market may also carry non-cannabis items for 
retail, however under no circumstance will alcohol (except where allowed in cannabis 
tincture), tobacco products, or non-cannabis plants be available for purchase.

• All Megan’s Organic Market staff are continually trained to be as knowledgeable 
as possible about our products. Once the customer has had all of their questions 
answered and has made a purchase selection, the customer service representative 
will then go over how to use the products selected as well as provide educational 
pamphlets that teach customers about everything from dosing to modes of ingestion. 
Sample pamphlets are included in this application, see Exhibits. Customer service 
representatives and educational pamphlets emphasize preventing the consumption 
of too much cannabis, especially too much of an edible product. Ingesting an excess 
of cannabis, although generally safe, may be an uncomfortable and unpleasant 
experience for some customers. Megan’s Organic Market takes responsibility to do its 
part in preventing such incidents. 

• Once the customer has completed their shopping, they will be escorted to one of at 
least five register stations where a customer service representative will check-out the 
customer. Another ID verification will take place and the items being purchased by 
the customer are tracked in the Point-of-Sale in a customer account that tracks daily 
purchasing limits.

• Adult-use customers will be restricted to the daily limit of up to 28.5 grams (g) of 
cannabis flower and up to 8 grams (g) of cannabis concentrate.

• Customers will then make payment at the time of sale and will be given a receipt. All 
items will be placed in an opaque exit bag and then given to the customer.

• The customer will then exit the premises through the designated exit. No loitering or 
consumption of any cannabis products on the premises (including the parking lot) is 
allowed. Security guards are trained to watch for such activity.

b) Identify location and procedures for receiving deliveries during business 
hours.
The first step in procuring product at MOM is due diligence performed by the Purchasing 
Manager. Prior to executing a purchasing agreement all products are carefully evaluated in 
several categories: compliance, consumer safety, local preference, quality, price, and aesthetic 
compatibility. Each product must be compliant with all state and local regulations and the 
Purchasing Manager must obtain and verify documentation from each vendor including 
but not limited to: copies of state licenses, valid Certificates of Analysis, sellers permit, a 
completed IRS Form W-9, etc.

The Purchasing Manager also obtains product samples and verifies quality, and whether the 
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packaging and labeling requirements are met. MOM has developed checklists and a detailed 
SOP for each product type with extensive compliance checking procedures. An example of 
what the Purchasing Manager would be examining for an edible product is below:

1. Edible cannabis goods may not exceed 10 milligrams of THC per serving and may not 
exceed 100 milligrams of THC per package.

1. No package or label is made to be attractive to children. CA BPC 26120(b) (2017)

2. The labeling is not false or misleading in any way. Note: This includes any indication 
that the cannabis or cannabis product is organic, unless the National Organic Program 
authorizes organic designation and certification for cannabis and the cannabis or 
cannabis product meets the requirements for such designation and certification. This 
includes the use of the word “organic” on the labeling, or variants in spelling such as 
“organix”. CCR 17-01-13 40410(c) (2019) and CCR 17-01-13 40410(f) (2019) and CA BPC 26121(a)(2) 

(2017)

3. Is not labeled as beer, wine, liquor, spirits, or any other term that may create a misleading 
impression that the product is an alcoholic beverage.

4. The product is in its finished form and is labeled and packaged in final form for sale. 
CCR 17-01-13 40401(a) (2019)

5. All required label information is written in English.
6. The primary panel and informational panel contain all required information per the CA 

Department of Public Health.
7. The universal symbol is at least 0.5 inches by 0.5 inches and is printed legibly and 

conspicuously. CCR 17-01-13 40412(d) (2019)
8. Contains a Prop 65 warning.
9. The package is tamper-evident. CCR 16-42-2 5303(a)(1)(B) (2019) and CCR 17-01-13 

40415(b) (2019)
Once all due diligence has been completed and documentation has been verified a purchase 
order may be placed and a delivery scheduled with a licensed distributor.

Accepting Incoming Products
MOM has strict controls for how to manage every stage of the intake process of cannabis 
products. MOM has a dedicated inventory team who exclusively work in the restricted access 
area of the storefront where vendor deliveries are accepted and processed.

Inventory intake tasks will be performed only upon a previously scheduled and approved 
delivery of a shipment of inventory by a licensed distributor to MOM’s licensed premises. 
Deliveries are accepted Monday-Friday 9am-5pm only. Vendors must check-in with security 
personal upon arrival and paperwork must be verified by MOM inventory personnel before 
being allowed to proceed into the secure enclosed delivery bay. Unscheduled and unapproved 
deliveries will not be accepted. MOM will receive the cannabis at the designated, secured 
loading/unloading bay, under video surveillance, of the licensed premises. The loading bay is 
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fully enclosed and products are not allowed to be unloaded until the roll-up door is closed and 
locked. A set of doors from the loading bay lead directly into the restricted access inventory 
intake room. Vendors/Distributors are authorized individuals and will be allowed to enter the 
limited access area only if escorted by a MOM employee at all times.

Types of records produced and maintained when acquiring new inventory will include a 
METRC shipping manifest and a sales invoice or receipt. The sales invoice or receipt needs to 
disclose, at minimum, MOM’s  legal business name and license number. MOM will not accept 
any delivery of cannabis or cannabis products without receiving a copy of the METRC shipping 
manifest containing necessary and accurate information from the licensed distributor 
responsible for making the delivery at least 24 hours prior to delivery. 

Shipments of cannabis goods must be inspected for freshness and quality. Cannabis goods 
that have exceeded their expiration or sell-by date may not be accepted. MOM will not 
engage in any packaging or labeling of cannabis or cannabis products, and will not accept 
any cannabis or cannabis products from a distributor that are not packaged for final sale. If a 
MOM employee discovers there is a defect or non-conformity in an inventory shipment, they 
will refuse it.

MOM has a detailed SOP and set of checklists for processing the receipt of cannabis inventory 
that include but are not limited to:

• Verifying the METRC manifest matches the count of items and METRC UIDs received.
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• Verifying Certificates of Analysis match the batch numbers on the product labels.
• Verifying packaging and labeling are compliant.
• Accepting manifest in METRC and ensuring driver and MOM employee sign paper 

copies that are retained, and electronically filed with invoice.
• Following MOM SOP for importing inventory from METRC into Point of Sale and printing 

barcode labels.
MOM pays all vendors by check to increase security. Vendors are allowed to leave the delivery 
bay only after products have been moved into the Restricted Access Inventory Intake Room. 
The roll-up door is then raised and the vendor leaves the premises.

c) Identify number of Point-of-Sales, location and estimated number of customers 
to be served per hour or day.

MOM will utilize Treez as the point-of-sale system for its retail storefront. Treez is fully 
integrated with METRC track and trace software, and has robust inventory tracking and 
auditing functionalities.  Treez also ensures compliance with tax laws, verifies IDs and age 
using ID scanning, tracks purchasing limits across all locations, and much more. Additional 
information about Treez can be found at: https://treez.io

MOM will deploy at least 6 point of sale registers and have 1 express pickup station for 
customers who place their order online in advance of visiting the store. The register locations 
are designated on the floor plan on the previous page as “checkout counter”. The registers 
are strategically located for staff to be able to have a clear view of the retail floor.

MOM expects to serve an average of 400-600 customers per day in its first year of operation, 
with consistent growth occurring in subsequent years. A MOM customer spends an average 
of 10 minutes inside the store which allows for efficient turnover. Peak hours are typically 
between 3pm-6pm where upwards of 100 transactions can occur in a one hour period. The 
facility is adequately designed to handle such customer flow and has sufficient parking. MOM 
has experience handling high customer volumes at its current San Luis Obispo retail store.

d) Describe the proposed product line and estimate the percentage of sales of 
flower and manufactured products.
MOM began as a Prop 215 Medical cannabis collective and MOM’s offerings have always 
geared toward the needs of medical patients. MOM will continue providing products that 
serve the medical needs of its customers by maintaining shelf space for products such as 
transdermal patches, topical salves, sublingual sprays, capsules, and tinctures.
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products, CBD:THC combination products, and ingestibles such as edibles and sublinguals. 
MOM will also provide education to first-time users on proper dosing, driving under the 
influence, cannabis use disorder, keeping cannabis away from kids and pets, cannabis and 
pregnancy, etc.

Products will not be visible through windows or by any other means from outside of the 
dispensary. All of MOM’s advertising will be targeted to adult audience over 21 years old.

Products

High CBD
MOM’s brand was crafted to appeal to seniors and new cannabis users. Because of this, 
we’ve always maintained and will continue to maintain a large offering of high-CBD products. 
High-CBD products are more approachable to seniors and new cannabis users who want the 
benefits of cannabis without the psychoactivity of THC. High-CBD products will remain an 
integral part of MOM’s offerings.

Low-Dose THC
Low-dose THC products are the best choice for new cannabis users who have yet to establish 
their THC tolerance level as well as those who want the benefits of THC without the negative 
effects of too much psychoactivity. Low-dose THC products include edibles starting at 1 mg 
THC per serving as well as tinctures, dissolving strips, and sprays that allow consumers to 
adjust and control dosage according to their needs. 

Flower
The smokable portion of the female cannabis plant is the most popular product type and 
comes in many strain varieties. Flower is the most popular product type at MOM and accounts 
for approximately 36% of sales.

In addition to retail medical cannabis products, MOM 
will also provide retail adult-use cannabis products to 
consumers. Many adult-use cannabis consumers are 
medical users who choose not to get their medical cannabis 
license. Other adult-use consumers use cannabis as part of 
a workout routine, sleep routine, or social activity. MOM will 
carry products for all of these different consumer needs.

The fastest growing category of both medical or adult-use 
consumers is first-time users. MOM will carry products 
designed for first-time users such as low-dose THC 
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Edibles
Edibles, typically food products like gummies or cookies that are infused with cannabis 
oils, are the 2nd best selling category at MOMs. Industry-wide this is typically not the case, 
however MOM’s older, more female clientele prefer edibles over other popular categories. A  
strong selection of ingestible inventory will be devoted to low-dose and micro-dose edibles 
as these products most appeal to MOM’s clientele. No edibles resembling candy or will be 
sold. Strict State regulations control types of edibles allowable, dosage, packaging, labeling 
and more. Educational pamphlets about proper dosing for cannabis edibles will be offered to 
new users.  Edibles account for approximately 32% of sales at MOM.

Concentrates
Concentrates are isolated cannabinoids and terpenes that come in many forms, and are an 
important type of cannabis medicine. MOM will carry a wide selection as concentrates are a 
top choice for patients dealing with severe pain, seizures, muscle spasms, panic attacks, and 
opiate withdrawal as well as for patients who have a high tolerance for CBD or THC. MOM 
will provide instruction on safe-use of cannabis concentrates as well as display educational 
signage warning about the extremely high potency of cannabis concentrates.

Vape Products
MOM will carry a wide selection 
of vaporizer cartridges and 
accompanying batteries. 
Vapes heat cannabis oils 
and great aerosols that are 
inhaled. MOM is committed 
to only selling vaporizer 
products without potentially 
harmful additives and will 
provide educational materials 
about vaping including safe 
and effective use as well 
as the need to limit use to 
designated smoking areas 
only. MOM will not sell single-
use disposable vape products 
due to our social commitment 
to limiting single use waste. 
Vape and concentrate 
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products account for approx. 23% of sales.

Topicals
Lotions, balms, patches, other topical products are infused with cannabis oils are can be 
transdermal or non-transdermal (not absorbed into blood stream and therefore non-
psychoactive). These products are popular with customers seeking relief from arthritis and 
other inflammatory conditions. Topicals account for approximately 3% of sales at MOM.

Other Ingestibles
Cannabis ingestibles come in many forms and MOM will carry a wide array including: tinctures, 
dissolving strips, oral sprays, capsules, cooking oils, etc. MOM will encourage non-smoking 
modes of consumption such as these as they reduce consumers risk of diseases associated 
with smoking. Other ingestibles account for approximately 4% of sales at MOM.

Plants & Seeds
MOM may sell clones and seeds of the cannabis plant. An informational sheet with local 
regulations on personal cultivation will be included with every purchase of clones and seeds. 
Plants and seeds currently account for less than 1% of sales at MOM.

Gear
MOM will carry cannabis accessories such as vaporizer batteries and pipes. MOM will also 
carry branded merchandise that are approved by the BCC like clothing and re-usable water 
bottles. Gear account for approximately 2% of sales at MOM.

Labeling and Packaging
Products sold by MOM will be properly labeled to ensure consumers are informed about what 
they are purchasing and to prevent unintended use. MOM will ensure all products meet the 
guidelines provided by the California Department of Public Health (Labeling Requirements 
Manufactures Cannabis Products) and the requirements of Division 10 of the Business and 
Professions Code (Chapter 12 Packaging and Labeling). MOM has a reputation for sourcing 
the highest quality products in the industry. In accordance with State regulation, all retail 
products sold by MOM will leave the dispensary in opaque exit bag.

Quality Control
MOM has many operating procedures in place to ensure the highest quality of products. 
MOM has been in the cannabis business since 2010 and has extensive experience with quality 
control. Please see SOPs in Exhibits.
Services
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Because seniors and first-time users have traditionally made up a large part of MOM’s 
clientele, patient/customer consultations are essential to determining which products are 
appropriate for a given individual’s needs. MOM will readily offer free patient consultations 
to all customers. Additionally,  MOM will run a specialized medically-focused appointment-
only free consultation program overseen by experts in the medical field to further assist 
those with debilitating medical conditions. 

MOM will also offer in-store educational tours and workshops. Workshops will cover basic 
cannabis knowledge including safe-use, dosing, modes of ingestion, possible risks, resources 
for more knowledge, etc. MOM will also offer resources and referrals for patients/clients with 
addiction issues.

Conditions of Purchase Contracts
As a condition of entering into a purchase agreement with a licensed vendor, MOM requires 
that all products are accompanied with a Certificate of Analysis proving that the products 
meet the requirements of State Laws regarding testing.

e) Describe the product handling procedures.

Stocking Inventory to the Sales Floor
Using Treez all inventory is tracked by product batch and by “room”. MOM designates the 
sales floor and the vault as separate rooms within the system to allow for easy spot check 
audits in either location. Inventory must be transferred in Treez to the sales floor before 
physically moving the product. Doing so is done using a handheld barcode scanners that scan 
the barcode of product, ensuring that the system transfers the correct batch of the product 
being moved. Inventory staff periodically run reports throughout each day to determine 
which products need to be re-stocked from the vault to the sales floor. Only inventory staff 
members are allowed to move inventory between rooms.

A comprehensive overview of product handling procedures is further described in Section 
1.8.

f) If proposed, describe delivery service procedures, number of vehicles and 
product security during transportation.

Deliveries are only a very small fraction of sales for retail storefronts, therefore MOM intends 
to focus on creating a worldclass retail storefront in El Centro. MOM will however offer 
express pickup where customers can order online in advance. MOM may in the future look to 
add delivery as a component of the business if sufficient demand exists.
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1.7 Cash Handling Procedures
Transportation of Cash from MOM to Financial Institution
Once per week or as needed, cash will be transferred from the licensed premise to MOM’s financial 
institution. Cash to be transferred must be prepared by a manager, officer, or owner prior to 
deposit. Cash being transferred for deposit will be recorded on the cash ledger and a transfer 
receipt will be provided for recordkeeping. Cash deposits will be verified with MOM’s financial 
institution the following day. MOM will use a secure licensed cash transportation service when 
transporting cash off site. MOM in San Luis Obispo currently banks with North Coast Credit Union 
and will transport cash to their receiving facility.

Cash Drawers and Staff Deposits
Daily, prior to opening for retail, each cash drawer will be stocked with change to an amount not 
to exceed . With six cash drawers in the retail space at any time, the maximum amount of 
starting cash in the retail space is  The designated manager will count and record the exact 
amount of each cash drawer before an employee can access the cash drawer. The manager will 
put together the change for the cash drawers using the small bills and coins from the previous 
days deposit envelopes as well as a  cash inventory for change that will be kept stocked. 
The manager should go to a local bank for change for the  cash inventory for change as 
needed. Sales employees will be designated to a cash drawer and are responsible for its accuracy. 
Employees are required to notify a manager when the cash drawer exceeds . Managers will 
transit funds in excess of to the slot of the drop box safe located near the door of the secure 
storage room. These funds will be placed in an envelope with the amount, the date and time, and 
the employee from whom the funds came before being deposited in the drop box safe slot. Each 
employee will keep a written record of amounts being given to managers to be submitted at the 
end of their shift. At the end of the employee’s shift, an Assistant Manager must print a drawer 
report from Treez indicating the expected amount of the drawer, and then count the cash drawer 
and the amount of drop deposits made for the day. The Assistant Manager must then place all 
the cash from the cash drawer, along with their record of deposits and Treez drawer report, in a 
cash deposit envelope. They must write on the exterior of the envelope the total amount of cash 
in the envelope and the total amount of deposits. The Assistant Manager will then report any 
discrepancies in Treez and on their cash deposit envelope. The employee must then deposit their 
cash deposit envelope to the drop box safe.

The following day a General Manager (GM) will retrieve the deposits and verify them by counting 
the cash and checking Treez. Discrepancies found will be reported to owners, disciplinary action or 
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investigation may be required. If criminal activity is discovered, it will be reported to the BCC and 
local law enforcement within 24 hours. The GM  will then sign and date the envelopes. Completed 
deposit envelopes will be kept in the GM’s safe in the secure storage room. Owners will then 
regularly collect and audit the deposit envelopes from the GM’s safe before sorting cash.  

 
Vendors/distributors are paid by check, not by cash, for further cash handling safeguards.

1.8 Inventory Control Procedures
MOM will utilize Treez as the point-of-sale system for its retail storefront. Treez is fully 
integrated with METRC track and trace software, and has robust inventory tracking and 
auditing functionalities.  Treez also ensures compliance with tax laws, verifies IDs and age 
using ID scanning, tracks purchasing limits across all locations, and much more. Additional 
information about Treez can be found at: https://treez.io

Dedicated Inventory Staff
For maximum inventory controls, MOM deploys strict separation of duties and has a dedicated 
inventory team. This team is comprised of 1 Purchasing Manager, 1 Inventory Manager, 1 Lead 
Inventory Associate and 4-5 Inventory Associates. The Inventory Manager reports directly to 
the General Manager, and is responsible for all inventory related tasks, from intaking of 
vendor deliveries, to storage, organization, restocking, tracking of expiring product, waste 
procedures, and other related tasks.

Restricted Access to Inventory Areas
The facility is designed with a restricted access inventory intake room that has direct access 
to the secure delivery bay, and secure storage room (vault). Only inventory staff members, 
upper management, and owners are allowed in the inventory intake room, delivery bay, and 
secure storage room (vault). Access to these areas is controlled using electronic keycards 
that are unique to each individual. The electronic system has card readers at each door 
and instantaneously determines whether the person attempting the gain access has the 
correct level of permissions, and keeps an electronic log of all interactions. In addition, all 
inventory areas have full camera coverage using advanced hybrid-cloud cameras by Verkada 
that deploy facial recognition to easily identify individuals who may be in an area where 
they are no allowed. Floor staff are never allowed into the inventory areas of the facility. 
The electronic keycard and camera systems are randomly audited at least every 30 days by 
security personnel to identify any possible breaches.
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Inventory Records & Electronic Track and Trace System
MOM will maintain an accurate record of its inventory at all times using the track-and-trace software 
Treez, which integrates with METRC. In the system, MOM will keep a record of the following 
information for all cannabis products it has in its inventory: A name, type, and description of 
each item; The items unique identifier; An accurate measurement of the weight or quantity of the 
product; The date and time products were received from the distributor; Any sell-by or expiration 
date provided on the cannabis products’ package; The name and license number of the distributor 
that delivered the cannabis products to the retail premises; The price MOM paid for the cannabis 
products, including taxes, delivery costs, and any other costs; All sales data related to products.

Treez and METRC will be used for all commercial cannabis activities, including: 1. Sale of Cannabis 
Product; 2. Receipt of Wholesale Cannabis Product; 3. Return of Cannabis Product (both returns 
from customers and returns to vendors); 4. Destruction and Disposal of Cannabis Product (Including 
the name of the entity being used to collect and process cannabis waste and description for any 
adjustments made in the track-and-trace system.); 5. Any other information as required pursuant 
to the State of California regulations, or by any other applicable licensing authorities. - Unless 
otherwise specified, all transactions must be entered into the track-and-trace system within 24 
hours of occurrence. MOM will enter and record complete and accurate information into the 
track-and-trace system, and will correct any known errors entered into the track-and-trace system 
immediately upon discovery. MOM will review its track-and-trace procedures quarterly to ensure 
that MOM remains compliant with any changes in activities required to be recorded pursuant to 
the State of California regulations, or by any other licensing authority.

Basic inventory management policies are as follows:
• Management verifies that all MOM retail employees are always:

1. Entering required data and information into METRC whether directly or via Treez. 
Policy Citation: CCR 16-42-1 5049 (2019)

2. Documenting each day’s beginning inventory, acquisitions, sales, disbursements, 
destruction and disposal of cannabis waste, and ending inventory in METRC.

3. Properly returning defective cannabis goods to the selling licensee.
• Reference MOM’s Performing Inventory Reconciliation SOP and all related reconciliation 

records and confirm that inventory reconciliation is being performed every 30 days. 
Policy Citation: CCR 16-42-1 5051 (2019) and CCR 16-42-3 5424 (2019)

• Using MOM’s Inventory Discrepancy SOP, confirm that all discrepancies in inventory, if 
any, have been, and are continuing to be handled, in compliance with MOM’s policies and 
the Bureau’s requirements. Policy Citation: CCR 16-42-3 5424(e) (2019) and CCR 16-42-1 
5034 (2019)

• MOM has proper disaster relief procedures in place to ensure that MOM’s inventory 
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will not be damaged in the event of a disaster using MOM’s Disaster Relief SOP. Policy 
Citation: CCR 16-42-1 5038(h) (2019)

• Keep all inventory records in a manner so that they’re readily available to the Bureau 
of Cannabis Control or local officials at all times. Note: Copies of any documentation 
required by the Bureau will be maintained for at least 7 years after the date of the event. 
Policy Citation: CCR 16-42-1 5037 (2019)

Track-and-Trace Loss of Access Procedures
If at any point MOM loses access to the track-and-trace system for any reason, MOM’s managers 
will prepare and maintain comprehensive records detailing all commercial cannabis activities that 
were conducted during the loss of access. Management will both document and notify the Bureau 
of Cannabis Control immediately when: 1. Access to the system is lost; 2. Access to the system is 
restored; and the cause for the loss of access identified. - Once access is restored, all commercial 
cannabis activity that occurred during the loss of access will be entered into the track-and-trace 
system within three business days of access being restored. MOM will not transport, transfer or 
deliver any cannabis products until such time as access is restored and all information recorded 
in the track-and-trace system.

Receiving Cannabis Inventory
Prior to placing a Purchase Order to acquire wholesale cannabis products, the Purchasing 
Manager conduct thorough due diligence as discussed in Section A8 - Product Procurement and 
Delivery Plan. As also discussed in that section, vendors are required to make an appointment 
to deliver goods, and the delivery is conducted using a secure delivery bay. Shipments of 
cannabis goods must be inspected for freshness and quality. Cannabis goods that have 
exceeded their expiration or sell-by date may not be accepted. MOM will not engage in any 
packaging or labeling of cannabis or cannabis products, and will not accept any cannabis or 
cannabis products from a distributor that are not packaged for final sale. If a MOM employee 
discovers there is a defect or non-conformity in an inventory shipment, they will refuse it.

MOM has a detailed SOP and set of checklists for processing the receipt of cannabis inventory 
that include but are not limited to:

• Verifying the METRC manifest matches the count of items and METRC UIDs received.
• Verifying Certificates of Analysis match the batch numbers on the product labels.
• Verifying packaging and labeling are compliant.
• Accepting manifest in METRC and ensuring driver and MOM employee sign paper 

copies that are retained, and electronically filed with the invoice.
• Following MOM SOP for importing inventory from METRC into Treez and printing 

barcode labels.
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After receiving cannabis inventory each product is affixed with a barcode label that corresponds 
to its product batch for tracking purposes. Inventory is then moved into the secure storage 
room (vault) and organized by batch in inventory bins placed on commercial shelving units. 
The METRC UID tag for each batch is affixed to the front of each bin.

Stocking Inventory to the Sales Floor
Using Treez all inventory is tracked by product batch and by “room”. MOM designates the 
sales floor and the vault as separate rooms within the system to allow for easy spot check 
audits in either location. Inventory must be transferred in Treez to the sales floor before 
physically moving the product. Doing so is done using a handheld “NUG” device that scans the 
barcode of the product, ensuring that the system transfers the correct batch of the product 
being moved. Inventory staff periodically run reports throughout each day to determine 
which products need to be re-stocked from the vault to the sales floor. Only inventory staff 
members are allowed to move inventory between rooms.

Sales Recording Procedures
Using Treez, MOM will maintain an accurate record of sale for every sale made to a customer. A 
record of a sale will contain the following information: 1. Name and employee number of the retail 
employee who processed the sale; 2. Name of the customer and a retailer-assigned customer 
number for the person who made the purchase; 3. Date and time of the transaction; 4. List of all 
the cannabis products purchased, including the quantity purchased; 5. Total amount paid for the 
sale including the individual prices paid for each cannabis product purchased and any amounts 
paid for taxes. Sales data is reported to METRC at least every 24 hours.

Inventory Reconciliation Procedures
In addition to random daily cycle counts, MOM will perform a full reconciliation of its inventory 
at least once every 30 days. Inventory will be verified by a hand count performed by two or 
more individuals, then matched to MOM’s inventory records using the handheld NUG devices. 
Any discrepancies are investigated by the Inventory Manager and then recorded in Treez. The 
resulting report of any discrepancies will then be uploaded to METRC and retained in MOM’s 
records. The report will be made available to the Bureau of Cannabis Control or the County of 
Santa Barbara upon request. If MOM identifies any evidence of theft, diversion, or loss, or if a 
significant discrepancy is discovered, MOM will notify the Bureau of Cannabis Control and local 
law enforcement. A significant discrepancy in inventory means a difference in actual inventory 
compared to records pertaining to inventory of at least 3 percent of the average monthly sales. 
For the purposes of this section, average monthly sales will be calculated by taking a per month 
average of the total sales for the previous 6 months. If MOM has not been in operation for at 
least 6 months, only the months in which the licensee was operating will be used in determining 
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average monthly sales. For the purposes of this section, the MOM’s acquisition price will be used 
to determine the value of cannabis products in its inventory.

At least every 30 days a system check is also performed that compares the records in Treez with 
those in METRC to ensure the system’s data match.

Cannabis Recalls
MOM will promptly quarantine goods subject to a recall and immediately notify all customers who 
purchased a recalled product. Returns will immediately be quarantined and all quarantined good 
will be destroyed per MOM waste SOP. All actions will be recored in Treez and METRC.
        
Cannabis Product Disposal Procedures
No cannabis product will be disposed of as cannabis waste unless the cannabis products have 
been removed from their packaging and rendered unrecognizable and unusable following MOM’s 
Cannabis Waste SOP.

Cannabis Waste Management
MOM will not sell cannabis waste. MOM will comply with all applicable waste management laws 
including, but not limited to, Division 30 of the Public Resources Code. MOM will dispose of cannabis 
waste in a secured waste receptacle. For the purposes of this section, “secured waste receptacle” 
means physical access to the receptacle or area is restricted to the licensee and its employees and 
the waste hauler franchise or contracted local agency. Public access to the designated receptacle 
or area is prohibited. If a local agency, or waste hauler franchised or contracted by a local agency, 
is being used to collect and process cannabis waste, MOM will provide the Bureau of Cannabis 
Control with necessary information (e.g name of local agency providing waste hauling services, 
company business address, primary contact person, etc.). MOM will obtain documentation 
regarding the date and time of waste collected at the licensed premises, obtain a copy of a certified 
waste weight ticket. If MOM utilizes self-hauling of waste to be delivered to a licensed facility, only 
MOM or its employees are permitted to handle self-hauled waste. A certified waste weight ticket 
will be obtained from the waste facility. 

Employee Theft Reduction Methods
In addition to daily cycle counts and monthly full inventory audits, MOM deploys measures to 
reduce incidents of employee theft. These include only allowing sales of products to employees 
during designated times of day and requiring that a manger perform such transactions, and 
subjecting employees to random bag searches by security personnel. MOM also has staff that 
engage in loss prevention surveillance. All employees are subject to background checks.
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1.9 Preventing Unauthorized Access
MOM has strict policies and procedures that prevent the unauthorized access of cannabis 
products. Many of these policies and procedures have been outlined in previous sections of 
this application. A summary of key policies are:

• A secure lobby where ID is verified before customers are granted access to the sales 
floor.

• Strict visitor protocols that require signing in to a visitors log.
• Ample staff of the sales floor to assist and supervise customers.
• An advanced security camera system (Verkada) used for loss prevention monitoring.
• A dedicated inventory team creating separation of duties from floor staff.
• Strict vendor delivery procedures with an enclosed delivery bay.
• Storage of cannabis products in a secure vault.
• A policy to permanently ban any customer caught illegally selling cannabis products or 

diverting product to minors.
• Strict destruction and waste procedures.
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State and Local Law Compliance

Law Review
For each new venture MOM’s team throughly reviews all applicable law to 
ensure all aspect of the business and the Standard Operating Procedures are 
compliant. This includes but is not limited to California Business and Professions 
Code Division 10, California Code of Regulations Title 16 Division 42 and Santa 
Barbara County Code. In the event that any set of laws conflicts with one another 
or has a discrepancy, MOM always defers to the more restrictive language or 
interpretation. The MOM ownership team includes , a licensed 
attorney.

Compliance Software

To assist with the review above, and to track compliance across the organization, 
MOM utilizes the compliance software, Simplifya. This software holds records 
of all Standard Operating Procedures with regulatory citations, assists with 
compliance audits that are conducted monthly, and documents and tracks all 
licenses, permits, and other regulatory paperwork.

Full compliance audits using Simplifya are conducted at minimum every 30 days. 
Any issues identified in the audits get flagged to the appropriate personnel and 
mitigation measures are immediately implemented.

Any significant discrepancies in inventory, discovery of diversion or theft, loss of 
records or breach of security are promptly noticed to the City and State within 
24 hours.

MOM has an over 10 year record of 
compliant cannabis business operations. 



42 MOM EC LLC

Coordination with Law Enforcement and Regulatory Agencies
MOM takes pride in the deep and productive relationships that are forged with 
local law enforcement and regulatory agencies. MOM’s Community Outreach 
Manager and all upper management periodically invite local law enforcement to 
meetings to proactively address issues and implement preventative measures. If 
any MOM business has proposed changes in the operation or in ownership the 
proper authorities (City and/or State) are notified in advance for approval.

Training
MOM has extensive initial training for new employees that covers all aspects of 
compliance with applicable laws and regulations. Employees are required to also 
participate in ongoing education training. Examples of training schedules and 
materials can be found in Section A16 - Employee Training.

Retail Operations Standards
MOM retail procedures will reflect the following objectives:

• Promoting both compliant and efficient operations;
• Ensuring that no unlawful sales transactions or transfers are permitted or 

tolerated;
• Implementing handling procedures that prevent contamination of cannabis 

products; and
• Ensuring transparency of all retail operations.

MOM does not dispense cannabis from, obtain cannabis from, or transfer 
cannabis to a location outside of the State of California. Shipments of cannabis 
goods may only be accepted from a licensed distributor and must be inspected 
for freshness. Cannabis goods that may not be accepted include:

• Goods that have exceeded their expiration or sell-by date;
• Goods that are damaged or contaminated; or
• Goods containing alcohol or tobacco.

Cannabis goods may only be sold, delivered, and accepted between 6:00 a.m. and 
10:00 p.m. PT, however MOM has voluntarily proposed more restrictive hours 
stated earlier in this application. Policy Citation: CCR 16-42-3 5403(a) (2019).

In addition to cannabis goods, only sell cannabis accessories and MOM branded 
merchandise. Policy Citation: CCR 16-42-3 5407 (2019)
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Only sell live, immature cannabis plants if they meet the following conditions:
1. The plants are not flowering;
2. The plants or seeds were purchased from a nursery holding a valid Type-4 

license;
3. Labels are affixed to the plants or packages containing any seeds with the 

following warning: “This product has not been tested pursuant to Medicinal 
and Adult-Use Cannabis Regulation and Safety Act”; 4. No pesticides are 
applied to the plants while in retail inventory.

Policy Citation:  CCR 16-42-3 5408(c) (2019) and CCR 16-42-3 5408(a) (2019)

Only sell cannabis goods to customers under the following conditions:
1. The cannabis goods were received by COMPANY  from a licensed distributor 

or licensed microbusiness authorized to engage in distribution;
2. MOM has verified that the cannabis goods have not exceeded their best-

by, sell-by, or expiration date if one is provided;
3. In the case of manufactured cannabis products, the product complies with 

all requirements of the California Business and Professions Code;
4. The cannabis goods have undergone laboratory testing as required by the 

Bureau;
5. The batch number is labeled on the package of cannabis goods and 

matches the batch number on the corresponding certificate of analysis for 
regulatory compliance testing; and

6. The packaging and labeling of the cannabis goods complies with the 
California Business and Profession Code, all applicable regulations, and 
the California Code of Regulations.

Policy Citation: CCR 16-42-3 5406 (2019)

Refuse sales to anyone:
1. Who is unable to produce valid proof of identification;
2. Who appears to be using a fraudulent ID and/or medical registration 

identification card;
3. Who has exceeded the sales limit for that business day; or
4. Who is acting in an unsafe way that would result in employees or other 

customers being harmed.

Never provide free samples of adult-use cannabis, cannabis products, or cannabis 
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accessories to any person as part of a business promotion or other commercial 
activity. Never allow a representative of another organization, such as a vendor’s 
sales agent, to do the same. Policy Citation: CCR 16-42-3 5411(a) (2019)

Unless you are placing a barcode or similar sticker on the packaging of cannabis 
goods to be used in inventory tracking, do not package or label cannabis goods.
Policy Citation: CCR 16-42-3 5412(c) (2019) and CCR 16-42-3 5412(b) (2019)

Do not allow a customer who has purchased cannabis goods to leave MOM’s 
premises unless the goods are placed in an opaque exit package. Policy Citation: 
CCR 16-42-3 5412(c) (2019)

Only sell adult-use cannabis goods to individuals who are at least 21 years of age 
after confirming their age and identity by inspecting a valid form of identification 
provided by the customer. Policy Citation: CCR 16-42-3 5404(a) (2019)

Only sell medicinal cannabis goods to individuals who are at least 18 years of 
age and possess a valid physician’s recommendation after confirming their age, 
identity, and physician’s recommendation. Policy Citation: CCR 16-42-3 5404(b) 
(2019)
 
Never allow a customer or patient to be in the retail area when an employee is 
not present. Policy Citation: CCR 16-42-3 5402(b) (2019)
 
Never sell cannabis goods anywhere besides the designated retail area. Policy 
Citation: CCR 16-42-3 5402(c) (2019)

Do not sell cannabis goods that have been removed from their packaging for 
display. Destroy cannabis goods no longer used for display, following MOM’s 
waste policies. Policy Citation: CCR 16-42-3 5405(c) (2019)
 
Refuse sales to anyone who has exceeded the sales limit for that business day.
Adult-use customers: up to 1 ounce (28.5 grams) of non-concentrate (flowers 
and pre-rolls), measured by total weight of the product AND; up to 8 grams of 
concentrate (as measured by the total cannabinoid content). Medical patients: 
up to 8 ounces of non-concentrate (flowers and pre-rolls), measured by total 
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weight of the product AND; up to 8 grams of concentrate (as measured by the 
total cannabinoid content). Policy Citation: CCR 16-42-3 5409(a) (2019)
 
Only allow for customers to return cannabis goods if all returns are investigated 
to ascertain the reason for the return and the customer’s account is notated. 
Returned product, even if sealed, must be destroyed and wasted following MOM’s 
waste procedures. Policy Citation: CCR 16-42-3 5410(b) (2019)

In coordination with the Director of Security, will ensure the following standard 
security requirements are being met:

• At each point-of-sale location, cameras are placed in a way that they 
are constantly recording the facial features of patients, caregivers, and 
employees with sufficient clarity;

• All entrances and exits to the center are recorded from both indoor and 
outdoor vantage points;

• The facility is being continually monitored;
• An alarm system is installed and properly working;
• All doors into and within the center are equipped with the proper access 

control; and
• The facility is continuously recorded 24 hours a day.

Food or beverages may not be consumed in the restricted access areas of the 
retail facility. Exceptions may be made, on a case-by-case basis, for customers 
that require food or beverage for medical reasons. Note: Employees are allowed 
to consume food if it is done in an employee designated break room area that 
includes a room with floor to ceiling walls and a door that separates the room 
from cannabis goods. Policy Citation: CCR 16-42-1 5025(d) (2019)

Loitering on MOM’s licensed premises is strictly prohibited, and measures will be 
taken to ensure that individuals will not be permitted to remain on the licensed 
premises if they are not engaging in an activity expressly related to the operation 
of MOM’s facility.

Consumption, smoking, or vaporizing cannabis, tobacco, alcohol, or any illicit 
drug in the center, the parking lot, or the surrounding area is strictly prohibited.
Policy Citation: CCR 16-42-1 5025(d) (2019) and CCR 16-42-1 5025(f) (2019)
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Standard Operating Procedures

MOM has established extensive Standard Operating Procedures (SOPs) that follow 
industry best practices above and beyond Local and State law. MOM SOPs are 
successfully being used at MOM’s San Luis Obispo retail storefront. MOM’s SOPs 
comprise of hundreds of pages and the page limitations of this application make 
it impractical to provide a compete step-by-step copy. Instead, MOM has created a 
succinct narrative. The following is a general outline of MOM’s standard operating 
procedures:
 I.      Compliance Procedures
 II.     Staff Training Procedures
 III.    Inventory Procedures
 IV.    Product Transportation and Live Inventory Tracking Procedures
 V.     Supplier and Distributor Procedures
 VI.    Cash Handling Procedures
 VII.   Document and Information Procedures
 VIII.  Quality Control Procedures
 IX.    Sanitation Procedures
 X.     The Customer Experience & Retail Operations Procedures
MOM’s SOPs are continually reviewed by its attorneys and compliance staff and 
updated whenever new regulations or legislation is implemented.

I. COMPLIANCE PROCEDURES
Use of Track-and-Trace Software: MOM will use Treez, an electronic browser-based 
track-and-trace cannabis compliance software. Treez records all transactions 
and syncs with the State of California’s track-and-trace system, METRC. It is the 
responsibility of all MOM managers, officers, owners, and employees engaged in 
commercial cannabis activities to enter all required information into Treez correctly 
and completely. MOM representatives will ensure the following information will be 
recorded for each activity entered into Treez and METRC: 1. Name and type of the 
cannabis products; 2. Cannabis products’ unique identifiers assigned by Treez; 3. 
Amount of the cannabis products, by weight or count; 4. Date and time of the activity 
or transaction;  5. Name and license number of other licensees involved in the activity 
or transaction.

No cannabis goods packages may be opened on the premises.

Any inappropriate conduct or language will not be tolerated and is cause for 
being asked to leave the facility. Repeated offenses may result in permanent 
refusal of service. For the protection of consumer privacy and for security 
reasons, photography or video recording is prohibited within the facility.

Insurance

MOM currently carries General Liability Insurance and Product Liability Insurance 
for its existing operations and will do the same for an El Centro storefront.
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Treez and METRC will be used for all commercial cannabis activities, including: 1. Sale 
of Cannabis Product; 2. Receipt of Wholesale Cannabis Product; 3. Return of Cannabis 
Product (both returns from customers and returns to vendors); 4. Destruction and 
Disposal of Cannabis Product (Including the name of the entity being used to collect 
and process cannabis waste and description for any adjustments made in the track-
and-trace system.); 5. Any other information as required pursuant to the State of 
California regulations, or by any other applicable licensing authorities. - Unless 
otherwise specified, all transactions must be entered into the track-and-trace system 
within 24 hours of occurrence. MOM will enter and record complete and accurate 
information into the track-and-trace system, and will correct any known errors entered 
into the track-and-trace system immediately upon discovery. MOM will review its 
track-and-trace procedures quarterly to ensure that MOM remains compliant with 
any changes in activities required to be recorded pursuant to the State of California 
regulations, or by any other licensing authority.
        
Track-and-Trace Loss of Access Procedures
If at any point MOM loses access to the track-and-trace system for any reason, MOM’s 
managers will prepare and maintain comprehensive records detailing all commercial 
cannabis activities that were conducted during the loss of access. Management 
will both document and notify the Bureau of Cannabis Control immediately when: 
1. Access to the system is lost; 2. Access to the system is restored; and the cause 
for the loss of access identified. - Once access is restored, all commercial cannabis 
activity that occurred during the loss of access will be entered into the track-and-trace 
system within three business days of access being restored. MOM will not transport, 
transfer or deliver any cannabis products until such time as access is restored and all 
information recorded in the track-and-trace system.
        
Track-and-Trace Reconciliation Procedures
In addition to other inventory procedures, MOM will reconcile the physical inventory 
of cannabis products at the licensed premises with the records in the track-and-trace 
database at least once every 30 days. If MOM has a discrepancy between its physical 
inventory and the inventory count in the track-and-trace system database synced 
with Treez, MOM will conduct an internal audit and notify the Bureau of Cannabis 
Control of any reportable activity.

Cannabis Recalls
MOM will promptly quarantine goods subject to a recall and immediately notify all 
customers who purchased a recalled product. Returns will immediately be quarantined 
and all quarantined good will be destroyed per MOM waste SOP. All actions will be 
recored in Treez and METRC.
        
Cannabis Product Disposal Procedures
No cannabis product will be disposed of as cannabis waste unless the cannabis 
products have been removed from their packaging and rendered unrecognizable 
and unusable.
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Cannabis Waste Management
MOM will not sell cannabis waste. MOM will comply with all applicable waste 
management laws including, but not limited to, Division 30 of the Public Resources 
Code. MOM will dispose of cannabis waste in a secured waste receptacle or in a 
secured area. For the purposes of this section, “secured waste receptacle” or “secured 
area” means physical access to the receptacle or area is restricted to the licensee 
and its employees and the waste hauler franchise or contracted local agency. Public 
access to the designated receptacle or area is prohibited. If a local agency, or waste 
hauler franchised or contracted by a local agency, is being used to collect and process 
cannabis waste, MOM will provide the Bureau of Cannabis Control with necessary 
information (e.g name of local agency providing waste hauling services, company 
business address, primary contact person, etc.). MOM will obtain documentation 
regarding the date and time of waste collected at the licensed premises, obtain a copy 
of a certified waste weight ticket. If MOM utilizes self-hauling of waste to be delivered 
to a licensed facility, only MOM or its employees are permitted to handle self-hauled 
waste. A certified waste weight ticket will be obtained from the waste facility. 

Sales Recording Procedures
Using Treez, MOM will maintain an accurate record of sale for every sale made to a 
customer. A record of a medicinal cannabis products sale will contain the following 
information: 1. First name and employee number of the retail employee who 
processed the sale; 2. First name of the customer and a retailer-assigned customer 
number for the person who made the purchase; 3. Date and time of the transaction; 
4. List of all the cannabis products purchased, including the quantity purchased; 5. 
Total amount paid for the sale including the individual prices paid for each cannabis 
product purchased and any amounts paid for taxes.

Compliance Review Procedures
MOM will review compliance procedures quarterly unless a violation occurs in which 
case MOM will review the compliance procedures within 48 hours of the violation. 
The quarterly compliance review procedure is as follows: All MOM managers and 
owners will be present for a quarterly compliance review meeting. At the meeting, a 
full reading of the most current local and state regulations will be reviewed for any 
changes. If changes have been discovered, MOM will make changes promptly. There 
will be disclosure of any internal compliance complications or perceived violations 
that have occurred in the last quarter or unaddressed from previous quarters. 
This includes but is not limited to: inventory procedures, delivery procedures, 
transportation procedures, cash handling procedures, supplier/vendor procedures, 
quality procedures, and document and information procedures. Following this review, 
managers and owners must generate suggestions and ideas during the meeting 
to be developed and implemented into MOM compliance procedures. Further 
development must occur as soon as possible. Once new policies and procedures 
have been developed and implemented, staff will be trained appropriately. In case 
of a violation, MOM’s compliance procedures will be reviewed within 48 hours as 
follows. All MOM managers and owners will be present for an emergency compliance 
review meeting. A full reading of the most current local and state regulations will 
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be reviewed for any changes. Emphasis will be placed on sections that immediately 
pertain to the violation. Managers and owners must then create suggestions and 
ideas during the emergency meeting and then develop and implement them into 
MOM compliance procedures. Further development must occur as soon as possible. 
MOM will not operate until procedures are in place to prevent any further violations. 
Once new policies and procedures have been developed and implemented, staff will 
be trained promptly. MOM will not operate until staff is properly trained to prevent 
any further violations.

II. STAFF TRAINING PROCEDURES
MOM has rigorous staff training programs covering compliance, cannabis knowledge, 
health & safety, employment law, and much more. This is discussed in detail in Section 
A16 - Employee Training.
           
III. INVENTORY PROCEDURES
Inventory Recording Procedures
MOM will maintain an accurate record of its inventory. MOM will provide the Bureau 
of Cannabis Control or the County of Santa Barbara with the record of inventory 
upon request. MOM will keep a record of the following information for all cannabis 
products it has in its inventory. A description of each item. An accurate measurement 
of the weight or quantity of the product. The date and time products were received 
from the distributor. Any sell-by or expiration date provided on the cannabis 
products’ package. The name and license number of the distributor that delivered 
the cannabis products to the retail premises. The price MOM paid for the cannabis 
products, including taxes, delivery costs, and any other costs.
        
Inventory Reconciliation Procedures
MOM will perform a reconciliation of its inventory at least once every 14 days. 
Inventory will be verified by a hand count performed by two or more individuals, then 
matched to MOM’s inventory records. The resulting report will be retained in MOM’s 
records and will be made available to the Bureau of Cannabis Control or the County 
of Santa Barbara upon request. If MOM identifies any evidence of theft, diversion, 
or loss, or if a significant discrepancy is discovered, MOM will notify the Bureau of 
Cannabis Control and local law enforcement. A significant discrepancy is defined as 
follows. A difference in actual inventory compared to records pertaining to inventory 
of at least or 2 percent of the average monthly sales of MOM, whichever is 
less. For the purposes of this section, average monthly sales will be calculated by 
taking a per month average of the total sales for the previous 6 months. If MOM has 
not been in operation for at least 6 months, only the months in which the licensee 
was operating will be used in determining average monthly sales. For the purposes 
of this section, the MOM’s acquisition price will be used to determine the value of 
cannabis products in its inventory.
        
IV. PRODUCT TRANSPORTATION AND LIVE INVENTORY TRACKING PROCEDURES
Licensed distributors will be in charge of delivering products in a ready-to-retail, 
compliant format. MOM and its employees will not accept delivery if products are 
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non- compliant. A security guard will be present to observe delivery of inventory. 
Once the product enters the building it will be taken to the limited access area where 
it will be inventoried and paid for. Distributors will not use the same entry door as 
customers. Distributors are authorized guests and will be allowed to enter the limited 
access area only if escorted by an employee of MOM at all times within the limited-
access area. Distributors or other authorized individuals must be at least 21 years 
of age and may not offer compensation for access to the limited-access area. MOM 
will maintain a log of all authorized individuals who are not employees who enter the 
limited-access area. These logs will be made available to authorized authorities upon 
request. The new inventory will be counted by hand, manifests verified, recorded, 
and then entered into Treez’s inventory control system which is synced with METRC. 
Then the products will be stored in an organized fashion in the secured vault until 
needed for the retail floor. MOM will ensure that the cannabis products received are as 
described in the shipping manifest, and will record acceptance and acknowledgment 
of the cannabis products in the track-and-trace system. If there are any discrepancies 
between the type or quantity specified in the distributors shipping manifest and the 
type or quantity received by MOM, MOM will record and document the discrepancy 
in the track-and-trace system and in relevant business records. Copies of all sales 
invoices, signed manifests, COA’s, and other documentation are to be electronically 
stored in the designated Google Drive folders and physical copies retained on-site 
for a minimum of 7 years. Inventory that has been taken in and entered into METRC 
is then stored in the vault where it can be moved from the vault to the retail floor 
using Treez track-and-trace software. Once on the retail floor the product may be 
purchased in accordance with state and local regulations. The product will be scanned 
and entered into as sold Treez - completing the seed to sale tracking.  MOM will not 
return cannabis products purchased from a distributor except if MOM discovers that 
a manufactured cannabis product that was purchased from a distributor is defective, 
MOM may return the cannabis product to the selling distributor only in exchange for 
a non-defective version of the same type of cannabis product or in exchange for a 
cannabis product of equal value.

V. SUPPLIER AND DISTRIBUTOR PROCEDURES
Prior to ordering from a supplier, the supplier will be verified to hold valid and current 
local and state licensing. The supplier will have to meet the following requirements 
when transporting cannabis products from licensees or a licensed premises to MOM 
SY, (failure to meet these requirements will result in the cancellation and rejection 
of that order until all requirements have been met). Transportation of product will 
only be conducted by persons holding a distributor license or employees of those 
persons. They must demonstrate they possess a motor carrier permit. Transportation 
conducted only by a car or truck operated by a licensed individual. Cannabis goods will 
only be transported inside of a vehicle or trailer and will not be visible or identifiable 
from outside of the vehicle or trailer. Cannabis goods will be locked in a box, container, 
or cage that is secured to the inside of the vehicle or trailer. While left unattended, 
vehicles and trailers will be locked and secured. A distributor will not leave a vehicle/
trailer unattended in a residential area or parked overnight in a residential area. 
Distributor will have a vehicle alarm system installed for transport. Packages will not 
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be opened or tampered with during transport. Distributor will only travel between 
licensees shipping/receiving cannabis products and its own licensed premises while 
engaged in the transportation of product. Distributors must provide all proper vehicle 
information to the Bureau of Cannabis Control. No person under the age of 21 will be 
allowed in the commercial vehicle or trailer transporting products and only a licensee 
or employee will be present in the vehicle during transport. Distributors must have 
created a shipping manifest to be submitted to METRC, which will accurately reflect 
the good being transported. 
        
VI. CASH HANDLING PROCEDURES
Transportation of Cash from MOM SY to Financial Institution
Once per week or as needed, cash will be transferred from the licensed premise to 
MOM’s financial institution. Cash to be transferred must be prepared by a manager, 
officer, or owner prior to deposit. Cash being transferred for deposit will be recorded 
on the cash ledger and a transfer receipt will be provided for recordkeeping. Cash 
deposits will be verified with MOM’s financial institution the following day. MOM will 
use a secure licensed cash transportation service when transporting cash off site. 
MOM in San Luis Obispo currently banks with North Coast Credit Union and will 
transport cash to their receiving facility.

Cash Drawers and Staff Deposits
Daily, prior to opening for retail, each cash drawer will be stocked with change to an 
amount not to exceed . With six cash drawers in the retail space at any time, 
the maximum amount of starting cash in the retail space is . The designated 
manager will count and record the exact amount of each cash drawer before an 
employee can access the cash drawer. The manager will put together the change 
for the cash drawers using the small bills and coins from the previous days deposit 
envelopes as well as a  cash inventory for change that will be kept stocked. 
The manager should go to a local bank for change for the $2000 cash inventory for 
change as needed. Sales employees will be designated to a cash drawer and are 
responsible for its accuracy. Employees are required to notify a manager when the 
cash drawer exceeds  Managers will transit funds in excess of  to the 
slot of the drop box safe located near the door of the secure storage room. These 
funds will be placed in an envelope with the amount, the date and time, and the 
employee from whom the funds came before being deposited in the drop box safe 
slot. Each employee will keep a written record of amounts being given to managers to 
be submitted at the end of their shift. At the end of the employee’s shift, an Assistant 
Manager must print a drawer report from Treez indicating the expected amount 
of the drawer, and then count the cash drawer and the amount of drop deposits 
made for the day. The Assistant Manager must then place all the cash from the cash 
drawer, along with their record of deposits and Treez drawer report, in a cash deposit 
envelope. They must write on the exterior of the envelope the total amount of cash 
in the envelope and the total amount of deposits. The Assistant Manager will then 
report any discrepancies in Treez and on their cash deposit envelope. The employee 
must then deposit their cash deposit envelope to the drop box safe.   
 The following day a General Manager (GM) will retrieve the deposits and verify 
them by counting the cash and checking Treez. Discrepancies found will be reported 
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to owners, disciplinary action or investigation may be required. If criminal activity is 
discovered, it will be reported to the BCC and local law enforcement within 24 hours. 
The GM  will then sign and date the envelopes. Completed deposit envelopes will be 
kept in the GM’s safe in the secure storage room. Owners will then regularly collect 
and audit the deposit envelopes from the GM’s safe before sorting cash. Cash may 
either be stored onsite in a separate “owner’s safe” up to  or deposited 
to the bank. Vendors/distributors are paid by check, not by cash, for further cash 
handeling safeguards.

VII. DOCUMENT AND INFORMATION HANDLING PROCEDURES   
Licensee Document and Information Handling   
MOM will keep and maintain the following records related to commercial cannabis 
activity for at least seven years: 1. Financial records including, but not limited to, 
bank statements, sales invoices, receipts, tax records, and all records required by the 
California Department of Tax and Fee Administration under title 18, California Code of 
Regulations, sections 1698 and 4901; 2. Personnel records, including each employee’s 
full name, social security or individual taxpayer ID number, date employment began, 
and date of termination of employment if applicable; 3. Training records including, 
but not limited to, the content of the training provided and the names of the 
employees that received the training; 4. Contracts with other licensees regarding 
commercial cannabis activity; 5. Permits, licenses, and other local authorizations to 
conduct the licensee’s commercial cannabis activity; 6. Security records, except for 
surveillance recordings which will only be maintained for 90 days; 7. Records relating 
to the composting or destruction of cannabis products; 8. Documentation for data or 
information entered into the track-and-trace system. - All other documents prepared 
or executed by a MOM owner or employee or assignee in connection with the licensed 
commercial cannabis business. MOM acknowledges that the Bureau of Cannabis 
Control may make any examination of the books and records of any licensee as it 
deems necessary to perform its duties. Records of MOM will be kept in a manner 
that allows the records to be produced for the Bureau of Cannabis Control at the 
licensed premises in either hard copy or electronic form, whichever the Bureau of 
Cannabis Control requests. MOM may contract with a third party to provide custodial 
or management services of the records.
        
Customer Document and Information Handling Procedures
MOM will make reasonable efforts to maintain customer discretion when possible.

Employee Document and Information Handling Procedures   
Any information provided to or acquired by MOM will be stored securely either in a 
locked filing cabinet or a password protected electronic file. Only management and 
owners will have access to employee documents.

Other SOP descriptions are discussed throughout this application in other sections.
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KEY TAKEAWAYS

2.
LABOR & 
EMPLOYMENT 
PLAN

Wages 40% Above Median

Health, Dental, Vision & 401k

100% of Employees from Imperial County

Local Contractors for Tenant Improvements

Shelf Space Priority for Local Brands

Ongoing Training & Growth Opportunities

MOM provides 
maximum economic 
and community 
benefit by prioritizing 
locals.
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LOCAL HIRE

IMPERIAL COUNTY RESIDENTS

100%

MOM cares deeply about making 
a positive economic impact on our 
community. Therefore MOM EC LLC 
commits to employing 100% Imperial 
County residents. Even further, MOM 
will give preferential hiring to El Centro 
residents with a minimum goal of 40% 
of all employees being residents of the 
City of El Centro.

These are well paid jobs, MOM 
commits that the average pay rate for 
entry and mid-level positions will be at 
least 30% more than the median local 
income for similar positions in similar 
businesses. We also have a base of 

above minimum wage. MOM also 
will offer all employees health, vision 
and dental benefits, 401K benefits, 
commuter tax benefits, employee 
discounts, and paid volunteer 
opportunities. MOM has entered into 
a labor peace agreement.

LOCAL CONTRACTORS

IMPERIAL COUNTY

100%

MOM commits to hiring local contractors 
to complete tenant improvements for 
the retail storefront. MOM will also 
require the general contractor to use 
local sub-contractors.

MOM will conduct extensive local 
outreach while hiring, including 
advertising open positions in the 
Imperial Valley Press and The Desert 
Review, and on local job sites including 
the “Imperial Valley Job Board” 
Facebook group. MOM will also post 
job listings on the local sub-sections 
of Craigslist and Indeed job sites. 
MOM will also work with the Imperial 
County Workforce Development Board 
and local industry associations to find 
local employees.

Sourcing Methodology

MOM believes strongly in a living wage and worker protections and has a labor 
peace agreement with UCFW Local 770. If MOM is awarded a storefront license, a 
labor peace agreement would also become effective for MOM El Centro regardless 
of the number of employees. A full copy of the agreement can be provided upon 
request. 

Labor Peace Agreement Active
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PRIME SHELF-SPACE

LOCAL - IMPERIAL COUNTY

FREE

MOM commits to carrying as many local 
brand as are commercially available 
at our quality standards. While many 
retailers charge for prime shelf space, 
MOM will prioritize such shelf space 
for local brands at no cost. To further 
support local producers and local jobs 
in the supply chain, MOM will create 
special displays that tell the stories 
of Imperial County operators, all free 
of charge. It is anticipated that these 
“storyboard” type displays will help 
them stand out from more prominent 
brands in the marketplace, boosting 
their sales. MOM truly values buying 
local.

MOM excels at what we do because we invest in our employee’s futures and strive 
to hire from within. MOM holds multiple training and education sessions every 
month, including some from in-house trainers, outside subject matter experts, 
and brand representatives. MOM will also have a partial tuition reimbursement 
program for assistant management level employees and higher, as well as 
those who are on a management track. This reimbursement program would be 
available for classes taken at Imperial Valley College.

Training & Education

LOCAL

CITY OF EL CENTRO

GM

MOM commits that it will prioritize 
the  General Manager (GM) positions 
for a qualified resident of the City of 
El Centro. MOM GM’s are well paid 
salaried positions.

MOM will also attempt to fill as 
many Assistant Manager positions 
as possible with El Centro residents. 
Assistant Manager positions are also 
salaried.



MOM EC Staffing Chart: 30-45 Initial Employees

More Than Median Labor Peace AgreementOver Minimum
30% Yes

Average Pay Wage Floor

Employee Benefits

Yes
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MOM will have one General Manager who oversees the entire operation of the store. 
Four Assistant Managers report to the GM, 1 of which exclusively manages the inventory 
department. The 3 Assistant Managers who oversee the floor operations manage several 
Lead Budtenders and a staff of approximately 25 Budtenders. The 1 Assistant Manager who 
oversees the Inventory Department manages 6 Inventory Associates, 1 of which is designates 
as a Lead. This consists of approximately 30-45 employees total.

MOM also contracts security guard services and a minimum of 1 security guard, licensed 
by the Bureau of Security and Investigative Services, is on the premises during all operating 
hours, pursuant to CCR 16-42-1 §5045. Below are abbreviated job descriptions.

General Manager
The General Manager is responsible for the overall performance of the retail store including 
its profit and loss. The General Manager oversees the departmental management team 
(Inventory, Customer Service, Reception, Security) and ensures Megan’s Organic Market’s 
goals and objectives are being met. They also identify and cultivate talent, plan for employee 
growth, and cultivate an atmosphere of teamwork that is consistent with the brand and vision 
of the company. The General Manager also develops strategies, in consultation with the 
Executive Team, to optimize use of available company resources for sales growth, customer 
retention and overall performance.

Inventory Manager
The Inventory Manager is responsible for all inventory and state track-and-trace duties 
and oversees a team of Inventory Associates. They ensure all inventory related duties are 
completed in a timely manner and adhere to the applicable standard operating procedures 
and compliance rules. The Inventory Manager is ultimately responsible for the daily 
management of inventory, including but not limited to receiving and processing vendor 
deliveries, organizing storage areas, performing counts and audits, reconciling stock levels, 
ensuring adequate product display levels, and compiling reports. The Inventory Manager 
must have a deep understanding of all relevant cannabis regulations including METRC, the 
state track-and-trace system. This position requires at least 1 overnight shift per month and 
reports directly to the General Manager.

Lead Inventory Associate
The Lead Inventory Associate performs the standard duties of the Inventory Associate in 
addition to several higher-level responsibilities. The Lead Inventory Associate oversees the 
work of the Inventory Associates when the Inventory Manager is not present. They are also 

Employee Type Overview
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responsible for reconciling inventory when discrepancies are found, in accordance with 
required compliance procedures. Lead Inventory Associates may be required to compile 
and run reports using computer software, and are responsible for the daily management of 
inventory, including but not limited to receiving and processing vendor deliveries, organizing 
storage areas, performing counts and audits, and ensuring all inventory and compliance 
standards are adhered to. The Lead Inventory Associate must have a deep understanding 
of all relevant cannabis regulations including how to use METRC, the state track-and-trace 
system. This position requires at least 1 overnight shift per month.

Inventory Associate
The Inventory Associate is responsible for the daily management of inventory, including but 
not limited to receiving and processing vendor deliveries, organizing storage areas, performing 
counts and audits, and ensuring all inventory and compliance standards are adhered to. The 
Inventory Associate must have a deep understanding of all relevant cannabis regulations 
including how to use METRC, the state track-and-trace system. This position requires at least 
1 overnight shift per month.

Assistant Manager
The Assistant Manager is responsible for the day-to-day retail operations. A successful 
Assistant Manager will lead by example and cultivate a positive and uplifting environment. 
They ensure the store is operating efficiently with minimal customer wait times, and resolve 
any problems on the retail floor. The Assistant Manager further ensures that Megan’s Organic 
Market brand standards and customer expectations are upheld. 

Lead Budtender
The Lead Customer Service Associate performs the standard duties of the Customer Service 
Associate in addition to several higher-level responsibilities. The Lead Customer Service 
Associate creates a positive and educational experience for each customer. This includes 
assisting them throughout their time in the store, making product recommendations, and 
completing the transaction using point-of-sale software. Lead Customer Service Associates 
may also process customer returns and provide mentorship to Customer Service Associates. 
The Lead Customer Service Associate is expected to be professional, friendly, and cultivate 
brand loyalty with the customer. A successful Lead Customer Service Associate will achieve 
sales and operational goals of the company and maintain strict compliance protocols.

Budtender
The Customer Service Associate creates a positive and educational experience for each 
customer. This includes assisting them throughout their time in the store, making product 
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recommendations, and completing the transaction using point-of-sale software. Customer 
Service Associates are expected to be professional, friendly, and cultivate brand loyalty with 
the customer. A successful Customer Service Associate will achieve sales and operational 
goals of the company and maintain strict compliance protocols.

Policies & Procedures Manual
MOM has included it’s employee policies and procedures manual in the Exhibit section to 
this application. The employee manual focuses on employment related topics and is not a 
comprehensive operational manual of Standard Operating Procedures, which can be provided 
upon request.

MOM’s San Luis Obispo Cannabis Retail Storefront
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04. Security Plan

KEY TAKEAWAYS

3.
SAFETY PLAN 

Installation of Fire Sprinklers

24/7 Alarm Monitoring

First Aid Kits

Knox Box

Police Have Live-Video Feed

Fully Enclosed & Secure Delivery Bay

The safety of our 
employees and 
customers is our #1 
priority.
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3.1 Fire & Emergency Plan
1. The purpose of this Fire Prevention Plan is to establish procedures for identifying fire 
hazards and preventing fires. All employees, supervisors, and managers are expected to 
follow the procedures outlined in this plan to ensure that employees and consumers are 
protected.  

2. Authority: California Code of Regulations, Title 8, Section 3221  

3. Responsibility: Names or job titles of those responsible for the control of accumulation 
of flammable or combustible waste materials: Megan Souza CEO 805-709-0662. Person(s) 
responsible for maintenance of equipment and systems installed to prevent or control 
ignitions of fires (Ex. Fire Extinguishers, fire hoses, etc.): Eric Powers 805-441-7475 

4. Identification of Fire Hazards  
The following is a list of potential fire hazards and their associated work areas:  
Workstations……………… paper, plastic, 
Electrical Rooms…………..paper, electrical  
Storage Rooms…………….paper, plastic, flammable and  combustible liquids  
Break Room…………………paper, plastic, electrical appliances 

5. Housekeeping Practices  
The following are the fire prevention practices associated with fire hazards identified above:  
Paper……………………….waste paper cans emptied daily 
Plastic………………………waste plastic discarded daily 
Electrical…………………quarterly inspections of outlets, multi strips, cubicles, and work areas
Flammable/combustible liquids…....store liquids in approved flammable storage cabinet  
Electrical appliances………………quarterly inspections of appliances;  employees trained to 
inspect appliances  prior to use  

6. Safe Code of Work Practices   Flammables, including data sheets, books, rags, clothing, 
flammable liquids or trash shall not be placed or stored near heaters or their vents, any 
electrical appliance, or other potential sources of ignition.  Sources of actual or potential 
heat such as hot plates or electric coffee pots shall not be placed near flammable materials. 
Portable space heaters and candles are prohibited.  
Care must be taken not to block potential escape routes, particularly with flammable 
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materials.  Each individual is personally responsible for assuring that extension cords and 
multiple plugs are in good condition. Cords that are missing the grounding prong, are spliced 
together, or that are missing their protective sheath shall not be used.  

7. Fire Control Measures  
The following is a list of fire control measures installed or available in work areas:  
Building…installed and monitored sprinkler system installed and monitored fire  alarm  
system. Fire Extinguishers: Four 10lb minimum fire extinguishers will be no further than 30’ 
apart.

8. Maintenance and Inspection Program  
The periodic maintenance and inspection frequencies for fire control measures are as follows:  
Fire Control Measures Inspection Frequency Service Firm Sprinkler System & Fire Alarm 
System annual inspections & Fire Extinguishers monthly and annual facility safety inspections 
to be performed by Easy Buy Fire Supply  (209) 834-5331. 
 
9. Alarm Systems  
The fire alarm systems have been installed and tested monthly, and should trigger an 
appropriate response.  
  
10. Employee Response to Fire Emergencies  
Employees’ response to a fire emergency is delineated in the Emergency Action Plan. Designated 
and trained employees may attempt to extinguish incipient fires with fire extinguishers after 
sounding the alarm to alert other employees.  

11. Training  
Employees shall be apprised of the fire hazards of the materials and processes they are 
exposed to.  Upon initial assignment, employees should be made aware of those parts of this 
fire prevention plan which they must know to protect them in the event of an emergency. This 
program is to be located at the place of business and is available for review upon request.

Emergency Action Plan (EAP)
EAP procedures have been developed and will be updated annually to minimize risks arising 
from incidents that could threaten the safety of employees and customers. The EAP includes 
the following response plans: Fire emergencies; Earthquake; First-aid emergencies; Robbery.
The EAP will be communicated to all employees by means of a Safety Training Program. 
EAP procedures will be posted in a common area and will be subject to yearly updates. EAP 
procedures will be required in the training for all employees upon hiring and will be reviewed 
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3.2 Fire Alarm Monitoring
Sentinel Security designs and installs MOMs security equipment 
and provides 24/7 alarm monitoring. They work in partnership 
with a licensed Fire Protection Contractor for the install of 
fire alarm, fire prevention, and life safety systems. They are a 
licensed alarm company in the State of CA with license number 
ACO#6815 and CA#941457. They use a 24/7 UL Listed Central 

Station for monitoring all systems. Sentinel’s systems include 24/7 burglary monitoring and 
24/7 fire monitoring systems. They dispatch local police departments, local fire departments, 
private security guards and alert all managers/owners in the event of alarm or fire.  Further, 
they provide the monitoring of the fire suppression (sprinkler) systems through their 24/7 
central station.

3.3 Accident & Incident Reporting
Accident Reporting Policy
This accident report policy affects all MOM employees and independent contractors. 
MOM’s accident reporting policy outlines the purpose and procedure for reporting on-
the-job accidents. MOM is committed to enforce all health and safety guidelines to avoid 
such occurrences and expects employees to comply. However, accidents are sometimes 
unavoidable. Our provision in this case is to ensure all accidents are reported timely so they 
can be investigated properly, and preventative measures can be reviewed and reinforced. 

On-the-job accidents that must be reported include any incidents that may cause minor or 
severe injuries or incidents that are results of negligence or inadequate safety precautions. 
The victims may be employees who were injured while performing their duties or other 
people that were on dispensary premises.

Accidents must be reported as soon as possible to expedite investigation and increase 
likelihood of important findings. The sooner the cause or details of the accident are identified, 

by all employees at annual safety trainings. The EAP describes, in detail, the responsibilities 
of all employees during emergencies and critical incidents. Employee trainings shall be 
documented by our management and records kept on the premises.
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the sooner MOM can establish preventative measures for the future.

What should be reported under the Accident Reporting Policy?
MOM encourages employees to report all accidents no matter how minor. 

Employees are also required to report occurrences that may not have involved injuries or 
victims but could be potentially dangerous if repeated. These include but are not limited to:

• Explosions
• Slippery surfaces
• Water or gas leaks
• Inadequate insulation of circuits
• Collapses of walls, ceilings etc.
• Breaking of window glasses or frames

Procedure
When an employee witnesses or is involved in an incident they must report it to their Manager 
on Duty within 24 hours. If the employee anticipates an accident due to perceived negligence 
or inadequate safety, they must notify their Manager on Duty as soon as possible so the 
accident can be prevented.

Depending on the incident, official forms may have to be completed and submitted, including 
but not limited to OSHA Forms 300 and 301, or workers compensation forms. MOM maintains 
all employment records, including accident reports, for 10 years.

MOM’s Manager on Duty must initiate an investigation or request an investigation from the 
General Manager if appropriate.

The employee who reported the accident must cooperate if called in for questioning to 
provide needed details. As a general rule, the employee must provide information in the 
incident report as accurately as possible on the following:

• The place of the accident
• The date and time of the accident
• The people involved or injured
• Their position or involvement in the accident
• Their actions immediately after the accident
• Disciplinary Consequences



65 MOM EC LLC

The company places great importance in this policy. All employees are obliged to comply. 
Any employee that is discovered to have been aware of a serious accident and failed to 
report it will face appropriate disciplinary consequences. When employees are the cause of 
an accident, they must report it immediately to minimize legal repercussions.

3.4 Evacuations Routes
Emergency exits are notated on the Life Safety Plan diagram located in Section 3.5. Evacuation 
routes from the retail floor go through the lobby door and into the parking lot, or through the 
Inventory Intake Room through the Delivery Bay and into the parking lot.

3.5 Location of Fire Suppression Equip.
The diagram on the following pages notates the location of fire suppression equipment. If 
awarded a permit MOM will hire a licensed Fire Protection Contractor and work with the El 
Centro Fire Department to enhance and improve all life safety plans.

MOM commits to install fire sprinklers throughout the entire building when undergoing 
tenant improvements. The building will also have firm alarm pulls, fire extinguishers, smoke 
detectors, carbon monoxide detectors, a knox box, emergency phone lines, horn and strobe 
devices and a secured fire systems control panel.
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Health and Safety Training
The MOM Health and Safety Plan includes but is not limited to: Fire prevention, Robbery 
training prevention, Emergency action plans developed for various emergency situations, 
Procedures to keep employees and the public safe from injury and illness, CPR and first-aid 
training for Safety and Management Teams, Numerous proprietary security features, Safety 
Leadership, Employee participation, Occupational hazard identification and control, Hazard 
communication plan, Personal protective equipment assessment, and Program evaluation 
and improvement. The following text from the  Health and Safety Plan describes the burglary 
and robbery procedures: 

Robbery: All incidents of theft must be reported to the BCC within 24 hours. In the event of a 
robbery, employees are expected to remember and enact the 6 C’s as follows
1. Calm. If someone approaches you with the intention of robbing the store, stay calm. This 

will certainly be easier said than done, but it’s critical to your safety. If you panic, the 
robber’s adrenaline will rise even higher and could lead to tragedy.

2. Communicate. Listen to what the robber is asking you to do.
3. Cooperate. No one expects you to be a hero in a robbery. Your safety and the safety of 

customers in the store is the number one priority. Give the robbers what they want in a 
way that maximizes safety. 

4. Close and call. As soon as the robbers leave the building, lock the door and call 9-1-1. 
Once emergency personnel arrive, call your manager.

5. Control. Once you’re safe and the threat of robbery is over, take control of your emotions 
and the surroundings. Do not conduct any business, and do not touch anything. If other 
customers are in the store, ask for their patience while you wait for the police to arrive. 
Do not give out any information, except to police and company management.

6. Confide. Being the victim of robbery is a traumatic experience that can be difficult to 
process. Talk about your feelings. If you need help, talk to a manager or your doctor.

 
Burglary: If a burglary has been identified to have occurred the following steps should take 
place:
1. Ensure that the burglary is not in progress and that the site is safe
2. Preserve and secure the crime scene
3. Call local law enforcement
4. Save any relevant security footage

3.6 Emergency Training 
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5. Cooperate with officials
6. Report the incident to the BCC and any other entities required by law. 

Occupational Hazard Identification
Occupational hazards for budtenders and administrators include: Sensitizers/allergens, 
Ergonomics, Workplace violence, and Disinfectants/cleaning chemicals. 

Disinfectants/Cleaning Chemicals Control Plan
• Proper ventilation is required whenever using chemicals.
• Choose safer cleaning chemicals that meet the cleaning/disinfecting needs.
• Ensure Safety Data Sheets (SDS) are provided and cleaning chemicals are labeled to 

identify their contents and hazards per hazard communication standards.
• Warn employees not to mix cleaning products that contain bleach and ammonia.
• Ensure workers know which chemicals must be diluted and how to correctly dilute the 

cleaners they are using. 
• Provide training on the use, storage, and emergency spill procedures for cleaning 

chemicals.
• Operate ventilation systems as needed during cleaning tasks to allow sufficient airflow 

and prevent buildup to hazardous vapors. 
• Review PPE needed such as gloves and goggles. 
• Provide areas where employees can wash up after using cleaning chemicals.

Employee Comprehension & Testing
Throughout the training and the employment of the employee, quizzes and testing will be 
required along the way in order to demonstrate the employee’s comprehension.  Documents 
such as Compliance Quiz, Cannabis Basics Quiz, Recycling and Government Quiz, and Health 
and Safety Quiz are just some examples of how employees are evaluated throughout their 
employment. Examples of these documents are as follows:

Megan’s Organic Market (MOM) has always been committed to creating knowledgeable and 
highly trained employees. Employee training begins during the interview and ends when the 
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3.7 Safety Features
The life safety features of MOM El Centro have been covered in previous sections of this 
application, including a fire sprinkler system. The facility will also feature an advanced HVAC 
system that filters and kills airborne viruses and bacteria which can help reduce COVID-19. 
This system will be explained in detail in Section 6: Air Quality Plan. The security safety 
features of the project are explained in Section 4: Security Plan.

employee is no longer employed. As the employee training is comprehensive and includes 
hundreds of slides, numerous quizzes, as well as lengthy SOPs and training documents, this 
application will only include examples.

MOM will only hire employees that have the education, training, and experience, or any 
combination thereof, to enable them to perform all assigned retail functions. Employees 
will not be allowed to report to work prior to receiving orientation training or when any 
required critical training is eight weeks or more past due. MOM will employ one supervisor 
and one employee who have successfully completed a Cal-OSHA 30-hour general industry 
outreach course offered by a training provider that is authorized by an OSHA Training Institute 
Education Center to provide the course. 

MOM’s general employee training includes: 
• Employee Handbook and The Injury and Illness Prevention Program
• Conduct Standards and Discipline
• Discrimination, Harassment, and Violence
• Health, Safety and Emergency (including COVID-19 precautions)
• Corporate Communications and Technology Systems
• Retail Operation Procedures & Compliance
• Sanitation Procedures
• Local and State Law, Licensing and Enforcement & Violations 
• Inventory Tracking and Management Regulations 
• Waste Handling, Management, and Disposal 

• Security and Surveillance Requirements 
• Permitting Inspections by Enforcement Authorities 
• Maintenance of Records 
• Packaging and Labeling Requirements 
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04. Security Plan

KEY TAKEAWAYS

4.
SECURITY PLAN 

Prepared by a Licensed Security Company

Safety is Our #1 Priority

Licensed Security Guards on Site

Next Generation Cloud Video Surveillance

Police Have Live-Video Feed

Fully Enclosed & Secure Delivery Bay

We strive to provide
the highest levels
of security in a
non-intimidating
atmosphere.
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This is the written Security Plan for Megan’s Organic Market. This plan addresses and meets the application 
requirements of the Bureau of Cannabis Control and the City of El Centro Cannabis Program Rules and Regula-

tions. 
 

 
 

 
 

 
Megan’s Organic Market 
Security Plan 
Location: 599 N La Brucherie Rd, El Centro, CA 92243
 
 
Prepared by: Abe Schryer,
SecurePRO, Inc. 
119 N Milpas Street 
Santa Barbara, CA 93103 
(805) 880-1200 
 

 
 
Licensed Contractor and Subject Matter Experts 
- Electrical (C10 994529) 
- Alarm Systems (ACO7328) 
- Locksmith (LCO5943) 
- Security Guard Services (PPO 120560)  
- Electronic Repair (ER92176) 
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GENERAL SECURITY REQUIREMENTS 
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SECURITY PROTOCOL OVERSIGHT AND TRAINING 
 

 

 

 
 

 
 

 

Security Manager Duties 
 

	  
	  
	  
	  

 
	  
	  
	  
	  
	   
	  

 

Hiring and Training 
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Personnel Records 
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Written Security Policies 
 

 
 

 
 

 
 
 

 
 

 

 
 
	  
	  
	  
	  

 
 

 
 

 
 

SECURITY GUARDS 
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ACCESS CONTROL 
 
During all hours when the facility is not in operation, the Security Manager or his representative will ensure 
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Key Issuance and Return 
Authorized individuals including employees and authorized vendors may be permitted to check out a key 

 

 
 

 
 

 

Customer, Patient and Designated Caregiver Access, Ingress & Egress 
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	 ) 

 

Non-Patient Public Access, Ingress & Egress 
Employees have a separate, distinct access point that is secured with an electronic coded deadbolt locking 

  

 
 

 

 

 

 
 

PERIMETER SECURITY 
 

 

 

 

 



MOM EC LLC 4-79

 

 

 
 

 
  

ALARM SYSTEM 
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VIDEO SURVEILLANCE 
Equipment 

 
 

 

 
 
	  

 
	  
	  

	
 

	  

	 . 
 

Camera Coverage and Camera Placement 
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Video Recording Requirements for Licensed Facilities 
 

 
 
 

 

 
 

 
 

 
 

 
 

 

 

 

Location and Maintenance of Monitoring Equipment 
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FIRE SYSTEM 
 

 
 

 
  

INFORMATION MANAGEMENT 
 

 

CyberSecurity 
  

 
 

 
 

  
 

 
 

 
 

 
 

 

Records Retention 
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PRODUCTS 
Safe or Vault 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

. 
 

Product Security 
 

 

Vendor Delivery Security 
 

 

Cash Handling Security 
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DELIVERY SECURITY 
 
Company will offer delivery of cannabis to customers, medical cannabis patients and caregivers to ensure the 
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EMERGENCY MANAGEMENT 

Emergency Notification Procedures 
 
 

 
 

 

 
 

er, 
 

 

Notifying Emergency Responders 
 

 
 

 

 

 
 

 
 

 
 

 

Notifying Employees and Visitors in the Facility of an Emergency 
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Notifying the State and County of an Emergency 

 
 

 

 

 
 

 
 

 
 

 

 
 

 

 
 

 
 

 

ADDITIONAL SECURITY INFORMATION 
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Remaining Secure and Operational During a Power Outage 
 

 

l 
 

 

Maintenance and Testing 

 
 

 
 

Outside Partnerships 

 
 

 
 

 
 

 
ity 

 
 

Preventing Theft & Non-Diversion 
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Incident Log 
 

 
 

 
 

 

Suspicious Activity and Loitering  
 

 
. 

 

Product Security 
 

 
 

 
 

 

. 
 

Overnight Storage 
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Disposal of Damaged or Surplus Cannabis 
 

 

 
 

 
 

Record Keeping 

 
 

APPENDIX ON FOLLOWING PAGES
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01-B. Commu-nity Relations Plan

KEY TAKEAWAYS

Education Focused, Including Live Workshops

Quarterly Neighborhood Meetings

Proactive Outreach

Experienced Community Relations Manager

Project Positively Enhances the Neighborhood

Being a good 
community 
member is in our 
company’s DNA.

5.
NEIGHBORHOOD 
COMPATIBILITY 
PLAN 
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5.1 Proactive Neighbor
Community Outreach
As a leader in the evolving cannabis space, MOM has a duty to build a foundation for successful 
integration of its industry into mainstream culture, and this begins with establishing positive 
long-term relations with our immediate neighbors and greater community. To ensure our 
neighbors and community members have an avenue to voice their concerns and questions, 
MOM will appoint a Community Relations Manager.

A local El Centro resident will serve as the Community Relations Manager and their job is 
to address and respond to questions and concerns as they arise from community members 
or City personnel, especially related to noise, light, odor, vehicle, and pedestrian traffic.. Their 
contact information  will  be displayed in the retail facility and they will work to forge lasting 
relationships with local residents and business owners. Any community complaints received 
will be logged and brought to all MOM Management’s attention and addressed within 24 
hours of initial receipt.

MOM also commits to sending letters of introduction and invitation to every residence 
and  business within 500 feet of the business. MOM also commits to organizing quarterly 
community meetings with interested residents  and business owners. These meetings will 
be meant to address  neighbor concerns and build better relationships with the community. 
Community members will also have the opportunity to ask questions regarding cannabis. Our 
goal is always to provide opportunities to further educate and engage community members.

5.2 Design Standards
Significant Revitalization & High Design Standards
MOM’s proposal includes a significant facade rehabilitation of an existing automobile tire shop 
that will be consistent with high-quality commercial development standards and improve the 
appearance and aesthetics of the surrounding area. Proposed upgrades include but are not 
limited to:

• Facade rehabilitation and major interior renovations
• New awnings
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539 Marsh Street

San Luis Obispo, CA

805.541.1010

info@tenoverstudio.com

MOM SLO Inc.
2 8 0  H I G U E R A  S T ,  S A N  L U I S  O B I S P O

D A T E :  1 / 1 5 / 1 9 A4.1
V I E W  f r o m  h i g u e r a  s t r e e t

Before After

MOM’s San Luis Obispo Cannabis Retail Storefront

• A new glass storefront entry-way with double-
doors (example pictured left)

• Gate repairs
• Tasteful signage
• Artistic mural if allowed by the City 
• Beautifying the property through drought 

tolerant landscaping and wall climbing vines. 
• Implementing Net Zero Energy goals through 

solar and energy efficient light fixtures
• Installing electric vehicle car chargers and a bike rack
• Ensuring that exterior lighting is “Dark sky” compliant
• Rainwater capture systems
• 

MOM’s high design standards ensure that the facility will be an upscale, world-class cannabis 
retail storefront that the city can be proud of. 

5.3 Management of Premise
Maintenance, Cleaning, and Appearance Standards Control Procedures for Exterior and 
Landscaping
Megan’s Organic Market strives for the highest standards of appearance. Megan’s Organic 
Market will strive to improve the community and immediate area and neighborhood.
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Daily before opening, the designated opening employee will inspect the exterior of the 
building for litter, appearance, and maintenance concerns. The opening employee will 
remove trash from the parking lot, landscaped areas, and sidewalks around the building 
daily. The opening employee will use an electric blower to remove dust and sediment from 
the parking lot area and surrounding sidewalks on a weekly basis. The opening employee will 
report to management any maintenance or landscaping concerns including but not limited 
to broken irrigation, exterior damage, vandalism, dead landscaping, diseased landscaping, 
weeds, broken lighting, security concerns, and loitering. The opening employee will sign 
that they acknowledge and understand that Megan’s Organic Market strives for the highest 
standards of appearance and that we aim to improve the community and our immediate area 
and neighborhood. Employees are encouraged to check the parking lot and exterior for as 
needed cleaning and maintenance throughout the day. The designated closing employee will 
check the parking lot for as needed cleaning towards the end of their shift.

Maintenance, Cleaning and Appearance Standards Control Procedures for Interior
Megan’s Organic Market strives to maintain the highest standards of appearance, cleanliness, 
and maintenance. Our goal is to create clean energetic customer spaces with appropriate 
decor. Daily before opening, the designated opening employee will prepare the retail space 
by checking for cleanliness. The retail space should have already been cleaned at the end 
of the previous shift. Weekly, the opening employee will dust and clean the interior glass of 
the windows. The opening employee will ensure all lights are on and check that all devices 
and machines are in working order. Maintenance issues will be reported to management. 
Throughout the shift, employees will maintain cleanliness throughout the retail space and 
back areas. Employees will be encouraged with the age old mantra “time to lean, time to 
clean.” The designated closing employee will wipe down all counters and surfaces with non 
toxic eco friendly cleaner. The closing employee will vacuum the retail space with a bare floor 
vacuum. The closing employee will empty all trash non-cannabis receptacles and bring them 
to the trash cans outside.

Mitigating Potential Physical Impacts of Cannabis Retail Business
MOM is committed to reducing any potential negative impacts that a cannabis retail business 
may have on the surrounding community. 

MOM has a detailed Odor Control Plan to mitigate any odor that may be associated with 
cannabis products. MOM shall ensure that no odor can be detected on the exterior or interior 
of the facility or any neighboring properties. MOM will install an air filtration and treatment 
system that creates negative pressure, ensuring air does not escape the facility without first 
passing through the filtration system. Additionally, the dual door entrance vestibule provides 
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an additional layer of protection. For more details regarding the air filtration system, please 
refer to section 6.2 of this application. 

MOM complies with local ordinances (Ord. No. 20-03, Sec. 13-179) regarding signage and 
visibility of cannabis products from the exterior of the building. MOM’s exterior signage 
contains no graphics depicting cannabis. No cannabis product is visible from the exterior of 
the retail location. MOM utilizes opaque window coverings at its retail locations to prevent 
visibility of products, while allowing natural light to enter the space.

5.4 Youth Deterrence
Targeted Only to Adults 21+
The proposed retail location is in compliance with El Centro Municipal Code Ord. No. 20-03, 
Sec. 13-155, which requires any storefront retail commercial cannabis business to not be 
located within 600 feet of any schools, commercial daycare centers, youth centers, or public 
parks. MOM is committed to providing consistent security and monitoring of the premises 
both during and outside of business hours. During business hours a security guard will be 
stationed at the retail entrance. Outside of business hours, MOM utilizes next generation 
video surveillance technology that exceeds State and Local requirements to disincentivize 
loitering near the premises. Please see section 4.1 for more information related to security 
for MOM retail locations.

Additionally, the facility features a gate at the entrance to the parking lot that will remain 
closed during non-business hours. This will prevent any potential underage youth from 
loitering in the parking lot with their vehicles after hours.

No person under 21 years of age will be given access to the premises, to ensure this, all 
customers must present a valid form of government issued ID in the secure lobby. There will 
be signage at the entrance that states that it is against the law to provide adult use cannabis 
to persons under the age of 21. MOM will refuse sale and entry to any customer that is 
known to have provided adult use cannabis to persons under the age of 21, these persons 
will be designated in our system as banned. MOM reserves the right to refuse sale to anyone 
suspected of supplying or intending to supply adult-use cannabis to persons under the age 
of 21.
 
Additionally MOM’s website has age authentication required to access the site. In compliance 
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with state regulations, packaging of cannabis products sold at MOM do not contain any 
content that is attractive to minors under the age of 21. All cannabis products also comply 
with state guidelines regarding child-proofing of containers. 

MOM will also seek to provide pertinent information to community members to educate 
about Cannabis Use Disorder and potential negative side effects on the brain development of 
young adults, adolescents, and minors. MOM has educational pamphlets onsite available to 
customers with additional information regarding risks of cannabis use to those under the age 
of 21. MOM believes that education is a significant part of deterring cannabis use by minors. 

Examples of MOM San Luis Obispo Outreach:
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KEY TAKEAWAYS

No Detectable Odor

Carbon Filtration System w/ Negative Pressure

Being a good
neighbor is core to our 
values, that
starts with having
no negative impacts.

01-B. Commu-nity Relations Plan

6.
AIR QUALITY 
PLAN 
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Relative to cannabis cultivation and cannabis manufacturing, cannabis retail 
operations produce a minimal amount of odor. This is because the cannabis products 
to be retailed arrive at the premises already sealed and packaged. 

MOM shall ensure that no odor can be detected on the exterior or interior 
of the facility or any neighboring properties. MOM will install an air filtration 
and treatment system that creates negative pressure, ensuring that air does 
not escape the facility without first passing through the filtration system. 
Additionally, the dual door entrance vestibule provides an additional layer of 
protection.

No Detectable Odor

The air filtration system will be a 
dynamic activated carbon matrix duct 
system that is capable of removing 
odor, bacteria and other potentially 
harmful substances. The air filtration 
system creates negative pressure in 

Air Filtration System Details

the building and also regulates the temperature and humidity of the facility. 
A proposed model is Dynamic V8 which has been proven to achieve indoor air 
quality that is 90% cleaner than the outdoor air surrounding the facility, and has 
highly efficient odor removal capabilities. This proposed system is highly energy 
efficient and has been used successfully in LEED certified buildings. A detailed 
mechanical plan for this system will be drafted and submitted by a licensed 
mechanical engineer during the building permit/land use phase of the project.

Odor Control Plan
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For cannabis flower samples, patients 
prefer to be able to smell the product; 
to provide for this while minimizing 
odor inside the facility we will use 
Sensory Pod™ from Bud Bar Displays. 
These pods offer a closable area 
of small holes so that the cannabis 

Cannabis Displays

product can share its aroma. All Sensory Pods™ from Bud Bar Displays will 
remain closed when not actively being smelled to reduce an odor from escaping.
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All MOM management level staff will be trained on how to use and troubleshoot the odor 
control system. Regular maintenance will be scheduled in advance, and inspections will 
occur yearly to ensure the system is functioning properly.

Training & Maintenance

MOM will contract with a local waste hauler for regular pickup of both standard waste and 
cannabis waste. The standard waste bins shall be hidden from public view and shall be 
upkept and cleaned to prevent odors. Cannabis waste bins will be sealed and secured in the 
Restricted Access vault.

Cannabis Product Disposal Procedures
No cannabis product will be disposed of as cannabis waste unless the cannabis products have 
been removed from their packaging and rendered unrecognizable and unusable and the 
resulting mixture is unfit for human or animal consumption or use at the facility. Confirm that 
the resulting mixture cannot easily be separated and sorted. Rendering cannabis into waste 
must be conducted under video surveillance and be recorded in METRC and in the Waste Log 
including:  1. The name of the employee performing the destruction or disposal;  2. The reason 
for destruction and disposal; and  3. The entity disposing of the cannabis waste. 

Cannabis Waste Management
MOM will not sell cannabis waste. MOM will comply with all applicable waste management laws 
including, but not limited to, Division 30 of the Public Resources Code. MOM will dispose of 
cannabis waste in a secured waste receptacle or in a secured area. For the purposes of this 
section, “secured waste receptacle” or “secured area” means physical access to the receptacle or 
area is restricted to the licensee and its employees and the waste hauler franchise or contracted 
local agency. Public access to the designated receptacle or area is prohibited. If a local agency, 
or waste hauler franchised or contracted by a local agency, is being used to collect and process 
cannabis waste, MOM will provide the Bureau of Cannabis Control with necessary information 
(e.g name of local agency providing waste hauling services, company business address, primary 
contact person, etc.). MOM will obtain documentation regarding the date and time of waste 
collected at the licensed premises, obtain a copy of a certified waste weight ticket. If MOM 
utilizes self-hauling of waste to be delivered to a licensed facility, only MOM or its employees are 
permitted to handle self-hauled waste. A certified waste weight ticket will be obtained from the 
waste facility. 

Waste Management
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KEY TAKEAWAYS

LEED Certified Renovations

Net Zero Energy Project

Electric Vehicle Charges

MOM is committed 
to environmental 
stewardship, from 
organic farming, to 
green building.

01-B. Commu-nity Relations Plan

7.
ENVIRONMENTAL 
BENEFITS 
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7.1 Green Practices
• MOM strives to minimize its carbon footprint
• MOM has applied for Green Business Certification through 

the CA Green Business Network, and commits to achieving 
full certification.

MOM is committed to environmental stewardship and climate action. MOM’s proposed 
project is energy efficient and will achieve net-zero energy usage.

MOM will install photovoltaic panels in a quantity that is sufficient to offset the 
energy usage of the retail operation. MOM will retain a qualified professional to 
perform an energy analysis during the land use and building permit phase of this 
project to identify the exact specifications of the system.

Solar Panels

MOM’s proposed HVAC and odor control system discussed in the Odor Control 
Plan is highly energy efficient and has been used in LEED certified buildings. 
The unit uses only electricity, reducing the use of fossil fuels (no natural gas). 
MOM will also use the most energy efficient water heating system commercially 
available.

HVAC & Water Heating

All of MOM’s interior and exterior lighting will utilize energy efficient LED bulbs. 
Electronic senors (time, light, motion, etc.) will also be utilized where possible.

LED Lighting

MOM will utilize dual pane glazing on windows (with bullet resistant film) and 
may install enhanced insulation throughout the building to reduce heating and 
cooling energy use. All aspects of the building shall follow the CA Green Building 
Code. Contractors will be required to follow green building practices.

Insulation, Windows, Etc.
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MOM will install three electric vehicle chargers in the parking area, including 1 
Tesla charger. These spaces will be reserved for EV vehicles only and charging 
will be free of charge to customers.

Electric Vehicle Chargers

In alignment with CA’s climate action goals, MOM has a goal for this project to 
have net zero energy use. MOM will retain a qualified professional to oversee 
this aspect of the project.

Net Zero

Building and site improvements will be LEED certified.

LEED Certification

Provided for refilling re-usable water bottles near the check-in area.

Water Refill Station

All restroom fixtures shall be water conserving low-flow fixtures including the 
faucet and toilet. The toilet will also be equipped with a “dual flush” to further 
conserve water. The faucet shall be equipped with a timed motion sensor to 
reduce water usage.

Low-Flow Fixtures

All drought tolerant plants that require little to no watering. Any required watering 
will be delivered through a drip irrigation system. 

Drought Tolerant Landscaping

A small rainwater capture system to supply the drip irrigation system. The 
rainwater capture system will collect water flowing from the building’s gutters. 

Rainwater Capture System
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KEY TAKEAWAYS

No Sensitive Uses Nearby

Ample Parking

MOM’s El Centro 
location is perfectly 
located for 
convenience with no 
impacts.

01-B. Commu-nity Relations Plan

8.
PROPOSED 
LOCATON 



108 MOM EC LLC

8.1 Sensitive Uses
MOM proposes 599 N. La Brucherie, El Centro, CA (APN 064-552-015) as the location for 
a cannabis retail storefront. As stated in the Zoning Verification Letter included with this 
application, there are no sensitive uses within 600 feet of the proposed location.

8.2 Nearby Residential
599 N. La Brucherie, El Centro, CA (APN 064-552-015) is not be within fifty (50) feet of any 
residentially zoned or residentially used parcels as stated in the Zoning Verification Letter 
included with this application.

8.3 Site Photographs
Photographs of the existing conditions at 599 N. La Brucherie, El Centro, CA (APN 064-552-
015) are below.
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8.4 Location Adequacy
599 N. La Brucherie, El Centro, CA (APN 064-552-015) is adequate in size and shape to 
accommodate the proposed commercial cannabis business in addition to all applicable 
development requirements including parking, landscaping, screening, and setbacks. 
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The building is in excess of 4,000 square feet allowing for an open and welcoming retail 
experience. The building includes multiple roll-up bay doors, one of which will be converted 
into an enclosed secure delivery bay for the cannabis operation. The building is sited on a 
0.55 acre lot, large enough for at least 28 parking spaces, well in excess of the required in 
Table 29-128.1 in the City of El Centro’s Title 29 Zoning Code.

All building and site improvements will comply with landscaping and screening requirements, 
including screening the odor control system from view. The proposed renovations will greatly 
beautify the area.

8.5 Location and Infrastructure
599 N. La Brucherie, El Centro, CA (APN 064-552-015) has an existing sidewalk in front of 
the property. As part of the proposed renovations, MOM will pay to repaint the curbs at the 
discretion of the city. The existing 4 lane road is more than adequate to handle any increased 
traffic generated from the cannabis storefront. MOM does not foresee any negative impacts 
on nearby infrastructure as a result of the storefront, however MOM is open to discussions 
with the City if improvements need to be made.
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9.
COMMUNITY
BENEFIT 

On a mission to
make the world a
better place, starting
right here, in our
community.

KEY TAKEAWAYS

6% Gross Revenue as Community Benefit Fee

Additional 1% to Local Non-Profits and Causes

Proactive Outreach

Experienced Community Relations Manager

Project Positively Enhances the Neighborhood
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6% Community Benefit Fee
To further the City’s objectives and strategic priorities in support of quality of life programs 
MOM will contribute a Community Benefit Fee to the City of El Centro in the amount of 6% of 
gross revenue. MOM is willing to pay this fee on a monthly basis to begin generating revenue 
for the City swiftly. It is MOM’s hope that this Community Benefit Fee could help contribute 
towards projects such as new lighting, trees and other amenities and improvements to various 
city parks including Gomez Park and Bucklin Park, as well as assist with operating expenses 
for the El Centro Aquatic Center.

This 6% fee is projected to generate between $620,000 - $870,000 per year for the City. This is 
in addition to the City’s share of standard CA sales tax revenue generated by the storefront, 
and potentially higher property taxes.

Community Benefit

Community Fund
In addition to the 6% Community Benefit Fee, 
MOM will establish a permanent Community Fund 
and will commit the equivalent of 1% of gross sales 
to supply it quarterly. The Community Fund will 
be dedicated to local nonprofits, like Spread the 
Love Charity, youth substance abuse prevention 
programs, and other organizations/efforts which 
directly benefit the residents of the El Centro. 

MOM projects that this fund will generate over in contributions per year, however, 
it has the potential to generate much more.

MOM will establish a Community Advisory Board to oversee distribution of the Community 
Fund and to provide recommendations to MOM to improve its operations with regards to 
its impact on the community. The Board will be made up of individuals appointed based on 
their strong community ties and their personal and professional experience with community 
benefit work. Members of the Board will meet no less than quarterly to discuss best use of 
funds, which will be distributed based on Board direction.
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Community Service Employee Sponsored Hours
Additionally, MOM will commit to providing a minimum of 40 company-sponsored employee 
community service hours per month. Service hours will be used to support local nonprofits 
and other organizations or efforts that directly benefit the residents of El Centro such as 
highway cleanups, neighborhood beautification efforts, farm worker support services, and 
more.

Community Involvement
In addition to volunteer service and financial contributions, participation in local nonprofit 
community and professional organizations is a key part of MOM’s Community Involvement 
Plan. MOM will be an active participant in local community-focused nonprofit organizations.

MOM has been an active member of the Morro Bay and San Luis Obispo Chambers of 
Commerce for 7 years and has a long track record of community involvement. MOM has 
participated in the Central Coast Cannabis Council, Neighborhood Watch Association, Citizen 
Planning Academy, UCLA Women in Cannabis, League of Women Voters, National Association 
of Women Business Owners, and many other organizations. MOM’s San Luis Obispo storefront 
has conducted creek cleanups, hosted dinners at the homeless shelter, sponsored veterans 
events, and more.

Community Outreach           
As a leader in the evolving cannabis space, MOM has a duty to build a foundation for successful 
integration of its industry into mainstream culture, and this begins with establishing positive 
long-term relations with our immediate neighbors and greater community. To ensure our 
neighbors and community members have an avenue to voice their concerns and questions, 
MOM has appointed a Community Outreach Manager.

We wish to know our neighbors and head off any potential issues, so MOM commits to hold 
quarterly town-hall style meetings for community members to express concerns and get their 
questions answered. MOM’s Community Liaison will provide updates, answer questions, and 
address concerns directly during regularly held in-person or virtual meetings, as well as offer 
a dedicated Community Blog on the MOM website to address and respond to topics that 
arise so responses can be publicly viewed. Any community complaints received will be logged 
and brought to all MOM Management’s attention. Any flagged concerns will be addressed 
within 24 hours of initial receipt of concern.
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Significant Tax Revenue & Economic Impact
MOM will generate increased sales and property tax revenue associated with the project, 
and MOM’s commitments to local brands will also result in economic benefit throughout the 
local supply chain. Further, any non-cannabis supplies purchased by MOM will be sourced 
from vendors within Imperial County whenever possible to further boost economic benefits. 
MOM’s employees are also paid living wage jobs that help boost consumer spending within 
the local economy.

LOCAL HIRE

IMPERIAL COUNTY RESIDENTS

100%

MOM cares deeply about making 
a positive economic impact on our 
community. Therefore MOM EC LLC 
commits to employing 100% Imperial 
County residents. Even further, MOM 
will give preferential hiring to El Centro 
residents with a minimum goal of 40% 
of all employees being residents of the 
City of El Centro.

These are well paid jobs, MOM 
commits that the average pay rate for 
entry and mid-level positions will be at 
least 30% more than the median local 
income for similar positions in similar 
businesses. We also have a base of 
$3 above minimum wage. MOM also 
will offer all employees health, vision 
and dental benefits, 401K benefits, 
commuter tax benefits, employee 
discounts, and paid volunteer 
opportunities. MOM has entered into 
a labor peace agreement.

LOCAL CONTRACTORS

IMPERIAL COUNTY

100%

MOM commits to hiring local contractors 
to complete tenant improvements for 
the retail storefront. MOM will also 
require the general contractor to use 
local sub-contractors.

MOM will conduct extensive local 
outreach while hiring, including 
advertising open positions in the 
Imperial Valley Press and The Desert 
Review, and on local job sites including 
the “Imperial Valley Job Board” 
Facebook group. MOM will also post 
job listings on the local sub-sections 
of Craigslist and Indeed job sites. 
MOM will also work with the Imperial 
County Workforce Development Board 
and local industry associations to find 
local employees.

Sourcing Methodology
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More Than Median Labor Peace AgreementOver Minimum

30% Yes$3/hr
Average Pay Wage Floor

Employee Benefits

Yes

PRIME SHELF-SPACE

LOCAL - IMPERIAL COUNTY

FREE

MOM commits to carrying as many local 
brand as are commercially available 
at our quality standards. While many 
retailers charge for prime shelf space, 
MOM will prioritize such shelf space 
for local brands at no cost. To further 
support local producers and local jobs 
in the supply chain, MOM will create 
special displays that tell the stories 
of Imperial County operators, all free 
of charge. It is anticipated that these 
“storyboard” type displays will help 
them stand out from more prominent 
brands in the marketplace, boosting 
their sales. MOM truly values buying 
local.

LOCAL

CITY OF EL CENTRO

GM

MOM commits that it will prioritize 
the  General Manager (GM) positions 
for a qualified resident of the City of 
El Centro. MOM GM’s are well paid 
salaried positions.

MOM will also attempt to fill as 
many Assistant Manager positions 
as possible with El Centro residents. 
Assistant Manager positions are also 
salaried.

Labor Peace Agreement Active
MOM believes strongly in a living wage and worker protections and has a labor peace agreement 
with UCFW Local 770. If MOM is awarded a storefront license, a labor peace agreement would 
also become effective for MOM El Centro regardless of the number of employees. A full copy 
of the agreement can be provided upon request. 
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MOM has created a New Customer Guide that all first time customers 
receive. This guide includes basic information about cannabis dosing, 
methods of ingestion, local and state rules, and many other topics. This 
handbook also highlights the local community and local businesses..

New Customer Guide
03

MOM has created educational pamphlets available to customers on 
subjects such as: hazards of driving under the influence, safe dosing, 
education about vaping, health warnings etc.

Educational Pamphlets

02

Spanish Language & Disability Support
Spanish speakers are often an overlooked customer segment, but need medical cannabis at 
the same rates as all other. To promote inclusiveness and access, MOM commits to having at 
least 1 staff member on site at all times who is a fluent Spanish speaker. MOM also provides 
its educational materials in Spanish language versions, including its website based content.

MOM also commits to have at least 1 staff member on site at all times who is fluent in sign 
language to assist those customers with hearing disabilities. All staff will be trained on how 
to serve customers who have disabilities or speak a language other than English. MOM’s 
commitment to inclusiveness can be seen in practice at MOM’s San Luis Obispo storefront 
where Spanish speakers and those fluent in sign language are employed.

MOM will make special efforts to achieve high levels of diversity and gender parity among 
its staff (and pay rates), and to provide a welcoming retail environment for all customers 
regardless of race, gender, sexual orientation, etc. MOM’s hiring managers will use inclusive 
hiring practices designed to reduce discrimination. MOM will host yearly training seminars 
for its employees with a goal of identifying unconscious biases and reducing workplace 
discrimination. MOM will also provide scheduling flexibility to those with young children.

MOM will host in-store tours and workshops with a focus on dosing, 
potency, modes of ingestion, safe use, secure storage, and local 
and State regulations. These events will occur once per quarter at 
minimum, with a goal of once per month.

In-store Educational Tours and Workshops

01
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Educational signs about the hazards of driving under the influence 
of cannabis will be displayed in parking lot area. In the dispensary 
retail area, MOM will display signs that direct customers to the copies 
of the educational pamphlets and New Customer Guide described 
below. Signage will include Prop 65 warnings, no use of cannabis on 
site signage, no opening of cannabis products onsite signage.

Educational Signage

04

MOM’s website will feature an ‘education’ section including media and 
short videos describing: modes of ingestion, time of onset/duration of 
effects, risks associated with use by minors, possible risks associated 
with using cannabis while pregnant or nursing, Cannabis Use Disorder, 
and other health concerns. Product listings with detailed information 
will also be available for customers to research or order ahead.

Online Educational Materials
05

MOM will promote responsible cannabis use by: providing low-dose 
options, ensuring that all messaging on packaging is accurate and 
thorough, posting information about Cannabis Use Disorder and the 
potential negative side effects on the brain development of young 
adults, adolescents, and minors.

Continued Promotion of Responsible Use

06

Seniors and first time users have traditionally made up a large part 
of MOM’s clientele, therefore patient/consumer consultations are 
essential to determining which products are appropriate for a given 
individual’s needs. MOM will readily offer free patient consultations 
to all customers. Additionally, MOM will run a specialized medically-
focused appointment-only free consultation program to further 
assist those with debilitating medical conditions. This program is run 
by medical professionals with deep knowledge of cannabis’ medical 
effects.

Specialized Consultation Program

07
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Promoting & Teaching Responsible Use to Reduce Risk of Dependence
Cannabis use disorder (CUD), also known as cannabis addiction or marijuana addiction, is  
defined in the fifth revision of the Diagnostic and Statistical Manual of Mental Disorders  
(DSM-5) and ICD-10 published by World Health Organization as the continued use of 
cannabis despite clinically significant impairment, ranging from mild to severe. MOM will 
offer a voluntary tracking program to first time customers to help control their cannabis 
use. Through this program, customers can select weekly quotas for the maximum amount 
of MG of THC and the maximum amount of cannabis flower to support them in moderating 
use. To achieve this, MOM will make a note of the customer’s determined maximums on 
the customers account, a MOM employee will then be able to review the previous seven 
days of receipts to determine if that customer has reached their maximum. We also offer a 
pamphlet on Cannabis Use Disorder and Cautions including the risk of cannabis use for the 
development of the adolescent brain.

Visual Media - Customer Education
MOM will  source Goldleaf brand educational posters including the cannabinoid education 
poster, the endocannabinoid system poster and the terpene educational poster (image on 
left). Terpenes are a class of chemicals that influence the effects of cannabis and are given 
credit to the variety of effects this plant can provide the user. 

MOM has also developed a number of in-house educational materials including: 
• Think Low and Slow: Cannabis Edibles 

• Marijuana+Driving=Danger 
• Vape 101: How to correctly use and care for your 
vape pen 
• Dangers of Cannabis Use Disorder (CUD)
• Cannabis Safety 

MOM strives to support customers in having a positive 
experience with cannabis use. Employees and in store 
pamphlets emphasize preventing the consumption 
of too much cannabis, especially too much of an 
edible product. Ingesting an excess of cannabis, 
although generally safe, may be an uncomfortable 
and unpleasant experience for some customers. MOM 
takes responsibility to do its part in preventing such 
incidents. MOM is committed to providing resources 
and knowledge to prevent unpleasant or  potentially 
dangerous outcomes when using cannabis. Email 

marketing will contain educational information and articles.
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10.
EXHIBITS 
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LETTER OF WELCOME 
 
 
Dear Employee: 
 

Career moves are important decisions, especially when associating with a small 
business.  We appreciate that you and Megan’s Organic Market (“the Company”) have 
seen something in the other, on both a professional and personal level, which speaks to 
a mutual desire for challenge, security, excellence, and success. 
 

The Company prides itself on serving its customers, rewarding employees, 
providing high quality products and services, and providing timely, efficient, and 
courteous customer service to every customer.  
 

We look forward to the contributions you will make to continue and strengthen 
our tradition of service and commitment.  Your efforts begin today and will help us grow 
well into the future.  We hope you will find this to be a challenging experience combined 
with personal fulfillment and fun. 
 
Sincerely, 
 
 
Megan’s Organic Market 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
1 

 



EMPLOYEE POLICY GUIDE 

BENEFIT SUMMARY 

AND ILLNESS AND INJURY PREVENTION PROGRAM 
 
 

This Employee Policy Guide, Benefit Summary and Illness and Injury Prevention 
Program (hereinafter, “Guide”) is provided for your use as a ready reference and is a 
summary of Megan’s Organic Market (hereinafter, the “Company”) personnel policies, 
benefits, and illness and injury prevention program. 
 

We have drafted this Guide to ensure that employees operate as a team within a 
safe working environment and with an understanding of the Company’s general 
expectations. This Guide is effective for work done for the Company from July 1, 2020. 
While all employees shall be given a copy of the Guide, employees who were hired 
under a different benefit package will not be granted retroactive application of benefits.  
 

While the Company intends the information provided herein to set forth some 
terms for your employment, this Guide is not and should not be considered a contract 
for employment.  Employees should consider all the policies stated herein as 
employment directives or requirements, but nothing stated herein should be considered 
a statement of guaranteed or continued employment.  The employee is bound by 
Section 2.2 of this Guide, which, among other things, provides that all employment is at 
will and may be terminated by you or the Company at your own free will or at the will of 
the Company at any time, with or without cause or notice. 
 

The Company reserves the right to unilaterally modify, revoke, suspend, 
terminate, or change any or all such policies, in whole or in part, at any time, with or 
without prior notice, with the limited exception that no employee or supervisor may 
modify, revoke, suspend, terminate, or change Section 2.2 of this Guide unless such 
modification, revocation, suspension, or termination is in writing and the “at will” issue is 
specifically addressed and signed by both the employee and the duly authorized 
representative of the Company.  Management will endeavor to advise employees of 
material changes to its policies within a reasonable period of time.  
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1. GENERAL EMPLOYMENT POLICIES 
 
1.1 MANAGEMENT PHILOSOPHY 
 
 

As a service organization, the Company’s primary goal is to provide superior 
customer service and care to all of our customers.  Therefore, our actions on behalf of 
our customers must reflect this at all times.  Every effort should be made to make our 
customers feel that they are receiving the attention they rightfully deserve.  We must 
strive to ensure that our commitment to quality service on all transactions is never 
compromised.  We should approach each transaction, each phone call, every facet of 
every interaction as if the customer’s current and future relationship with the Company 
hinges solely on that particular engagement, as it often does. 
 

We are a service organization.  Each and every employee, from top to bottom, is 
expected to roll up his or her sleeves, dig in and work to meet the needs of our 
customers.   We treat each person as an equal and respected member of the team.  We 
believe in giving people responsibilities instead of tasks and the Company believes in 
allowing our employees to grow and develop. 
 
1.2.     EQUAL EMPLOYMENT OPPORTUNITY 
 

The Company believes that all persons are entitled to equal employment 
opportunity and does not discriminate against its employees or applicants on the basis 
of sex (including pregnancy, childbirth, breastfeeding or related medical conditions), sex 
stereotype, race, color, age, religion or religious creed (including religious dress and 
grooming practices), natural hairstyle, gender, sexual orientation, gender identification, 
gender expression, transgender, national origin (including language use restrictions and 
possession of a driver’s license issued under Vehicle Code section 12801.9), 
citizenship, ancestry, mental or physical disability, medical condition, genetic 
information, marital status, registered domestic partner status, military or veteran status, 
or any other characteristic protected by any laws applicable to the Company.  Equal 
employment opportunity principles will be extended to all persons in all aspects of the 
employment relationship.  Any employee who needs a reasonable accommodation for a 
disability should submit a request directly to management. 
 
1.4. COMPLAINT PROCEDURE  
 
 

We hope that the time employees spend on the job will be pleasant and 
personally rewarding.  If you ever have a problem which is affecting you, your feelings 
about your work, or the performance of your job, you should discuss it with your 
immediate supervisor or with management directly.  Regardless, the Company 
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genuinely welcomes any employee to come in and discuss matters.  Although this may 
occasionally require an appointment with Leadership,  this “open door” policy is a very 
important part of the team environment we are trying to maintain at the Company. 
 

For any complaints that cannot be resolved informally, any employee may file a 
formal complaint in writing.  The written complaint must be submitted to any supervisor 
as soon as is practical from the event giving rise to the complaint.  Leadership will also 
participate in the process.  The written complaint can be filed in any form but should 
clearly state the concern and the details or facts surrounding the concern.  While all 
complaints will be reviewed, the employee is not guaranteed full communication on the 
outcome or action on a complaint or a written or verbal response thereto. 
 
1.5. APPROPRIATE ATTIRE  
 

All employees are expected to dress appropriately for the position in which they 
are employed.  Employees must observe rules of good hygiene and conservative 
grooming.  The Company reserves the right to request changes in clothing or grooming 
that may be non-compliant, offensive or distracting to co-workers or customers, or 
otherwise not consistent with the professional image of the Company.  

Associates are required to adhere to the personal appearance guidelines 
posted/communicated at their work location. MOM’s, recognizes the importance of 
individually held religious beliefs of its associates. If you require a religious 
accommodation to your work location’s dress code, please contact Leadership. Please 
also contact your manager with questions or to request a copy of your location’s 
personal appearance guidelines.  
 
 
 

 
 
1.7. VOTING  
 

The Company supports its voter employees.  The Company expects voters to go 
to the polls during non-work time, without interfering with work schedules.  However, if 
your schedule and polling location make it impossible for you to vote outside of your 
normal working hours, you will be allowed to arrive late or leave early enough to go 
vote, without loss of pay.  If you need such arrangements, notify management or a 
supervisor at least two work days before the election. 
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2. EMPLOYEE STATUS 
 
2.1. EMPLOYMENT CLASSIFICATIONS  
 

In order to determine eligibility for various benefits, various employment 
categories have been established.  If you are uncertain as to which categories apply to 
you, please contact Management.  The basic employment categories are: 
 

2.1.1. Probationary Employment Period  
 

All employees, regardless of classification, shall be probationary for the first 
ninety (90) days of employment.  Until completion of the probationary period, employees 
are not eligible for health insurance or 401K plan but may be eligible for other benefits 
from the date of hire in accordance with applicable law.  At the end of each employee’s 
probationary period, he or she will be notified of the successful completion thereof and 
enrolled in the health plan, if they desire.  Employees may or may not receive a salary 
increase upon successful completion of the probationary period. Pay increase is never 
guaranteed.  
 

2.1.2. Non-Exempt and Exempt Employees  
 

Non-exempt employees include all employees who are covered by the overtime 
provisions of applicable laws.  Employees in this category are entitled to premium pay 
for work in excess of eight (8) hours in a workday or forty (40) hours in a work week. 
Exempt employees are all employees who are classified by the Company as exempt 
from the overtime provisions in accordance with applicable laws.  While exempt 
employees are expected to adhere to regular and predictable work schedules to ensure 
effective work flow, the number of hours actually worked in a given week may vary. 
Exempt employees are paid on a salaried basis that does not vary with the number of 
hours actually worked; exempt employees neither lose pay nor are charged vacation or 
sick time for such absences of less than a full day.  For absences other than vacation or 
sickness (such as jury duty, military leave, suspensions, etc.), the salary of exempt 
employees will not be subject to deduction for absences of less than full-week 
increments.  
 

2.1.3. Regular Full-Time Employees  
 

An employee who is regularly scheduled to work thirty 32 hours or more a week 
on a continuing basis, excluding overtime, is considered a regular full-time employee. 
Regular full-time employees accrue benefits from the date of hire, except for health 
insurance and 401K, unless the employee is hired as a temporary employee. 
Temporary employees may be considered full-time, depending on their work schedule, 
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but they will not be entitled to benefits.  Sick leave or vacation may be taken only in 
accordance with those policies set forth in section 12. 
 

2.1.4. Regular Part-Time Employees  
 
 

An employee who is regularly scheduled to work less than thirty (30) hours a 
week on a continuing basis, excluding overtime, is considered a regular part-time 
employee.  A regular part-time employee does not automatically change to full-time 
status merely by working additional hours; a formal, written status change is required.  

 
2.1.5. Temporary Employees  

 
A temporary employee is an employee who is expressly hired on a temporary 

basis for a specific task or project.   An employee will not automatically change from 
temporary to any other status merely by working on projects or tasks other than those 
assigned or designated when hired.  No employee is guaranteed continued employment 
for the duration or completion of the special project or task.  
 
2.2. TERM OF EMPLOYMENT  
 

Regular employment with the Company is not for any set period of time.  Your 
employment and compensation may be terminated by you or the Company at your own 
free will or at the will of the Company at any time, with or without cause.  The Company 
does not guarantee continued employment for any employee, either express or implied. 
This policy cannot be changed orally or by conduct.  Any change of this policy would be 
valid only when the “at-will” issue is specifically addressed in a writing signed by both 
the employee and [NAME].  Nothing contained in this Guide or any other Company 
statement, document, conduct or representation is to be construed inconsistently with 
this policy. 
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3.1. RELEASE OF PERSONNEL INFORMATION  
 

Personnel records are confidential.  Nevertheless, the Company is required to 
comply with valid court orders and government requests directing the Company to 
provide information from personnel files.  Other than such circumstances, every 
employee is responsible for ensuring that personnel information remains confidential. 
Should a prospective employer or any other individual call for a personal reference 
regarding a current or former employee, that call must be directed to Management 
without any comment to the caller.  No other employee is authorized to provide 
personnel information or references.  Unless otherwise authorized to do so, 
Management will only provide verification of an employee or former employee’s job title 
and employment dates.  Present employees and former employees are expected to 
maintain this confidentiality.  Violations will be considered a serious offense and may be 
grounds for disciplinary action, up to and including termination, and could also result in 
legal action against the employee.  Each employee may review his or her own 
personnel records upon request in accordance with applicable law. 
 
3.2. IMMIGRATION LAW COMPLIANCE  
 

All offers of employment are contingent upon verification of your right to work in 
the United States. On your first day of work you will be asked to provide original 
documents verifying your right to work and, as required by federal law, to sign Federal 
Form I-9, Employment Eligibility Verification Form. If you at any time cannot verify your 
right to work in the United States, the Company may be obliged to terminate your 
employment. 
 
3.3. CHANGE OF ADDRESS OR PERSONAL STATUS  
 

Current records are necessary to contact you or a person designated by you in 
case of an emergency and for the determination of many employee benefits.  We 
require that you notify the Company as soon as possible of any change in name, 
address, telephone number, marital status, number of dependents or level of benefits 
from other sources where applicable. 
 

4. COMPANY BUSINESS AND CUSTOMER INFORMATION 
 
4.1. COMPANY BULLETIN BOARD  
 

A bulletin board area in the break room is used to post required and important 
documents such as federal and state labor rules, employee memos, and other approved 
Company announcements.  Notices are posted in the break room from time to time 
which may affect you personally.  It is each employee’s responsibility to read all posted 
notices. 
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4.2. CONFIDENTIAL BUSINESS INFORMATION  
 

All confidential affairs of the Company and its customers are to remain strictly 
confidential.  Confidential information includes, but is not limited to, personal information 
regarding employees or customers, subject matter of confidential documents, 
information protected by HIPAA, matters of a business nature, such as information 
about costs, profits, markets, sales, salaries, lists of customers, plans for future 
development and other information of a similar nature not available to the public. 
Confidential information also includes the Company’s financial records and personnel 
files, as well as any discussions of such. 
 

You are not to disclose any confidential information to anyone outside of the 
Company, nor use any confidential information for your own personal gain during or 
after your employment without the express written consent of the Company.  Nor are 
you to obtain and/or convey or discuss confidential information without proper 
authorization.  Breach of confidentiality is an extremely serious matter; it will result in 
immediate discharge and could result in legal action. 

 
4.2.1. HIPAA 
 
The Company collects and maintains Protected Health Information (“PHI”) and 

takes compliance with the Health Insurance Portability and Accountability Act (“HIPAA”) 
very seriously.  All employees are required to take an online HIPAA training course and 
provide Management wit h their completion certificate within 30 days of beginning their 
employment.  Appropriate safeguards for all Protected Health Information are to be 
taken at all times.  This includes, but is not limited to:  Keeping passwords to computers 
safe, storing copied records for a minimal length of time on any laptop or employee 
desktop, password protecting electronic PHI when sending to customers via email, 
placing any paper records into secure shred service receptacle once scanned, never 
discussing content of any PHI with unauthorized persons, ensuring computers are 
logged off when unattended, taking all necessary precautions against loss or theft of 
laptops, notifying supervisors or Management of any possible or potential breach of 
security or loss of data immediately. 

 
 
 
 
4.3. CLIENT INFORMATION  
 

Maintaining the confidentiality of all information pertaining to our customers is of 
critical importance due to the nature of our industry.  Customers may provide you with 
highly personal health information which must not be shared. The fact that the Company 
provides services for a particular customer, any stored information regarding that 
customer, or any information from or about a customer should never be discussed with 
or revealed to anyone, without proper authorization.  This applies both during and after 
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employment, unless you have received specific, proper authorization in advance. 
Breach of confidentiality is an extremely serious matter; it will result in immediate 
discharge and could result in legal action.  
 
4.4. CONFIDENTIAL DOCUMENTS  
 

Do not leave confidential material in plain sight.  This includes leaving other 
customers’ files or documents visible when a customer or other visitor is in your work 
area or office.  If you are meeting with a customer or other person and confidential 
and/or sensitive customer or Company information can be viewed or overheard, you 
must meet with the person in a private area of the office.  
 

5. COMPANY PROPERTY AND FACILITIES  
 
5.1. USE OF COMPANY PROPERTY  
 

The machinery, equipment and computer systems used by employees represent 
a major investment by the Company.  Each employee must exercise care and common 
sense when using the equipment.  Employees must be trained in the proper use of 
equipment before using it in any way.  Employees are expected to take steps to protect 
all equipment with every use. 
 

Removal of Company-owned equipment or property from the Company’s 
premises for personal use is prohibited unless prior written permission is obtained from 
a supervisor.  This includes all office supplies including, but not limited to pens, folders, 
paper and notebooks.  Use of Company equipment or supplies for personal use is theft , 
and may result in immediate termination. 
 

Desks, file cabinets, and computers are provided solely for the work efficiency of 
the employee and are property of the Company.  They may be inspected, along with 
any of their contents, at any time.  Employees may also be given access to certain 
systems using codes or passwords, such as voice-mail.  Employees may be given 
individual access codes for the purpose of controlling authorized access to such 
systems; such codes are not meant to imply permission for exclusive personal use of 
any Company systems. The Company, through the Leadership Team and its 
supervisors, may access and review all material on such systems at any time. 
 

The Company’s computer, phone, and other systems are Company property and 
are not for personal use.  These systems are not to be used in ways that may be 
disruptive, offensive, or harmful to morale.  For example, messages that would violate 
this provision would include sexually explicit messages, ethnic slurs, or other messages 
that might be construed as harassment or disparagement based on protected 
characteristics.  
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Company computers are provided with the software needed by employees to 
complete their work assignments.  Employees shall not install or download any software 
on their workstations unless approved in advance by Management in sole discretion. 
This includes music and/or audio services and any and all types of instant messaging.  
 

Employees should not have an expectation of privacy in their use of these 
systems; they are provided for business purposes.  The fact that employees may be 
issued passwords and access codes to such systems is designed to control authorized 
access to such systems for business purposes; it is not for the purpose of providing 
privacy to the users.  The Company retains copies of such passwords and all material 
on such systems is subject to the Company’s review and copying without any notice or 
employee consent.  The Company reserves the right to access and inspect all such 
systems at any time, without notice or employee consent, to ensure that excessive 
personal use is not taking place, to investigate conduct or behavior that may be illegal 
or adversely affect the Company’s interests, or for such other reasons as appropriate 
under the circumstances.  Employees should note that, even though information on 
such systems may be “erased” or “deleted,” copies of such information may remain on 
the Company's back-up systems. 
 
5.2. INTERNET ACCEPTABLE USE POLICY  
 

At this time, desktop access to the Internet is provided to employees to facilitate 
Company business and research.  No use of the Internet should conflict with the 
primary business purpose of the Company or with applicable laws and regulations. As a 
condition of continued employment, each user is personally responsible to ensure that 
these guidelines are followed. 
 

The Company may monitor employee Internet use, including reviewing Websites 
or pages accessed by an individual.  No individual should have any expectation of 
privacy in terms of his/her Internet use.  In addition, the Company may restrict access to 
certain Web sites, pages or computer programs that it deems unnecessary or unrelated 
to the Company’s business purposes. 
 

Employees are prohibited from encrypting files on their computers or taking any 
steps that block access to files, other than the use of the Company’s passwords, or 
approved encryption programs. Employees must not change their passwords or logon 
codes.  Employees are not to share their passwords with anyone other than a direct 
supervisor and/or Leadership. 
 

Employees should not use the Internet or e-mail system for personal business. 
The Company’s connection to the Internet may not be used for any of the following 
activities:  

 
● The Internet must not be used to access, create, transmit, print or download 

material that is derogatory, defamatory, obscene, or offensive, such as slurs, 
epithets, or anything that may be construed as harassment or disparagement 
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based on race, color, national origin, sex, sexual orientation, age, disability, or 
religious or political beliefs, or any other characteristic protected by law. 
 

● The Internet must not be used to access, send, receive, or solicit 
sexually-oriented messages or images. 
 

● Downloading or disseminating of copyrighted material that is available on the 
Internet is an infringement of copyright law.  Permission to copy the material 
must be obtained from the publisher.  
 

● The downloading or posting of any copyrighted material from any source to the 
Company’s network is an infringement of copyright law.  Permission to copy the 
material must be obtained from the publisher.  
 

● Without prior approval of Leadership,  software should not be downloaded from 
the Internet as the download could introduce undesirable content onto the 
Company’s network.  In addition, the software may be covered by copyright laws, 
so the downloading could be an infringement of copyright law. 
 

● Employees should safeguard against using the Internet to transmit personal 
comments or statements through e-mail or to post information to newsgroups 
that may be mistaken as the position of the Company. 
 

● Employees should guard against the disclosure of confidential information 
through the use of Internet e-mail or newsgroup. 
 

● The Internet should not be used to send or participate in chain letters, pyramid 
schemes, online gambling, or other illegal schemes. 
 

● The Internet should not be used to solicit or proselytize others for commercial 
purposes, causes, outside organizations, chain messages or other 
non-job-related purposes. 
 
 
The Internet provides access to many sites that charge a subscription or usage 

fee to access and use the information on the site.  If costs have been approved in 
advance and are appropriately incurred on behalf of the Company, the user may submit 
the charges for reimbursement, subject to review by Management.  All items that are 
charged to the Company are subject to the same approval process as other 
business-related expenses.  Requests for approval should be submitted to your 
supervisor. 
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Calls of a personal nature are discouraged.  Personal calls tie up our lines and 

do not permit customers or other employees to conduct official business.  You are 
requested to limit personal phone calls, both incoming and outgoing, to emergencies 
only.  Under no circumstances should an employee make or charge a long distance call 
to the Company unless it is work related and approved by the employee’s supervisor. 
Use of personal cell phones is prohibited during work.  Cell phone use should be limited 
to break periods only.  

 
Personal phone calls and texting from your cell phone or other personal 

electronic device is prohibited while working and devices should be stored in your 
vehicle, handbag, or with your other personal belongings until your meal or rest 
period(s). 
 

The Company is not in a position to handle your personal mail.  Personal mail 
should be sent to your home.  All mail sent to the Company may be opened as official 
Company business mail; however, if mail addressed to a supervisor is marked “personal 
and confidential” or with a similar privacy notation, staff should forward the mail to the 
supervisor unopened.  Company stationery and stamps are not to be used for personal 
mail.  Before mailing out personal mail through the Company, stamps must already be 
affixed, and the envelope must be sealed. 
 
5.4. FACILITIES  
 

An employee break room is provided for employees.   A refrigerator is provided 
for everyone’s use and convenience.  The housekeeping and clean-up of this area is 
the responsibility of all employees, including supervisors.  Each person is responsible 
for cleaning-up after him/herself, including spills or messes in the refrigerator and 
microwave.  Please be conscientious about removing spoiled food from the refrigerator. 
 

6. ATTENDANCE INFORMATION 
 
6.1. WORK PERIODS  
 

The Company’s standard work week begins at 12:01 a.m. Monday and ends at 
midnight the following Sunday.   The standard workday begins at 12:01 a.m. on each 
scheduled workday and ends at midnight that same day.  Normal work hours are from 
10:00 a.m. to 8:00 p.m., Monday through Sunday.  
 

“Work time” is all time during your work shift that must be spent engaged in 
Company business.  Work time does not include rest periods or lunch periods. 
“Non-work time” is all time during your work shift which you should not be working, such 
as rest periods and lunch periods. 
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All employees must take one ten (10) minute break or rest period for each four 
(4) hours of working time.  The scheduled time of these rest periods vary, but should 
occur near the midpoint of each four-hour work period.  A rest period is non-work time 
and cannot be used to cover tardiness, for overtime, to extend a meal period or to leave 
early.  Non-exempt employees should not sign out for rest periods as this is paid 
non-work time.  

 
If you work more than five (5) hours in any day, you are required to take a thirty 

(30) minute meal period, the duration and timing of which will be determined by your 
supervisor. The meal period must be started within 5 hours after you start your work 
day. This is unpaid time.  Meal periods must be taken, and employees should not eat at 
their desks or workstations during the meal period, as this is non-work time.  Employees 
must be prepared to resume work promptly at the end of their scheduled meal period. 
You may not use your meal period to cover tardiness, for overtime, or to leave early.  If 
you work more than five but no more than six hours in any work day, you may agree to 
waive your meal period rather than extend your work day to accommodate the meal 
period. 

 
6.2. NON-EXEMPT EMPLOYEE TIME RECORDS  
 

Your time record is your bill to the Company for services rendered and is a legal 
document.  To be sure you are paid in full, record your time “In” at the beginning of the 
day, your time “Out” and “In” for lunch, and “Out” again at the completion of the day.  Do 
not record “In” or “Out” for breaks, since all breaks are on Company paid time.  You are 
responsible for recording any overtime worked. 

 
It is absolutely mandatory that a very accurate record of your time worked be 

recorded.  False entries will not be tolerated.  Under no circumstances may an 
employee record another person’s time or make any notations on another employee’s 
time record except a supervisor at the employee’s request.  Each employee is only 
permitted to handle his or her own time record. 
 

All time records must be signed at the completion of each pay period.  Your 
signature on your time record is your representation that all breaks and meal periods 
have been taken.  Employees exempt from keeping a time record will be so notified. 
 
6.3. ABSENTEEISM/TARDINESS  

 
Regular attendance is one indication of a satisfactory, reliable, and dependable 

employee.  Absenteeism places a burden on the entire Company, particularly on those 
who must directly cover for your absence.  Excessive tardiness or absenteeism may 
result in discharge; it definitely will be included in consideration for salary increases and 
career opportunities.  Leaving work early is considered the same as tardiness. 
 

If you know in advance that you will be tardy or absent, you should notify the 
office as far in advance as possible.  For all absences you must notify your supervisor 
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no later than two (2) hours after the start of your work shift.  A text message is not 
considered sufficient notification of absence or tardiness. An absence of one (1) day 
without proper notification may result in disciplinary action up to and including the 
termination of your employment. 
 

If you do not notify a supervisor for three (3) consecutive work days and the 
Company does not hear from you, it will be assumed that you have abandoned your job 
and termination of your position will be processed accordingly. 
 

The Company may require proof of illness or reason for absences or tardiness. 
Excess tardiness or absenteeism, whether it be unexcused or excused, may be grounds 
for discharge. 

 
6.4 CALIFORNIA LACTATION ACCOMMODATION POLICY  
 

Megan’s Organic Market provides a reasonable amount of break time to 
accommodate an employee’s need to express breast milk for the employee’s infant 
child. The Company will make a reasonable effort to provide the employee with the use 
of a room or other location in close proximity to the employee’s work area for the 
employee to express milk in private. Such space will meet the requirements of the 
California Labor Code § 1030-1033.  

 
6.4.1. Procedures 
 
An employee may request an accommodation for lactation breaks by submitting 

a lactation accommodation request form to their direct supervisor or Management.  
 
Management must respond to the employee’s accommodation request in writing 

on the same lactation accommodation request form submitted by the employee 
indicating the approval or denial of the break request. The completed request form will 
be returned to the employee and a copy maintained in the employee’s personnel file.  

 
The requested break time should, if possible, be taken concurrently with other 

scheduled break periods. Nonexempt employees must clock out for any lactation breaks 
that do not run concurrently with normally scheduled rest periods. Any such breaks will 
be unpaid.  

 
The company reserves the right to deny, in writing, an employee’s request for a 

lactation break if the additional break time will seriously disrupt operations.  
 
Employees have the right to file a complaint with the labor commissioner for any 

violation of rights provided under Chapter 3.8 of the California Labor Code regarding 
lactation accommodations.  
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7. PAYROLL INFORMATION 
 
7.1. PAYCHECK INFORMATION  
 

You will receive your paycheck bi-monthly on the 5th and 20 th of each month.  
Checks issued on the 5th are for days worked from the 16th to the last day of the month 
and checks issued on the 20th are for days worked from the 1st to the 15 th of the month. 
Checks will be distributed to you by direct deposit.  Direct deposit forms are available 
upon hire or request.  If payday falls on a Sunday, paychecks will be available by the 
start of business day on the following Monday.  
 

We are required by law to make certain deductions from your paycheck in 
addition to any discretionary items that you specifically authorize. 
 
7.2. OVERTIME  
 

There may be occasions when the work flow is such that your supervisor may 
ask employees to work beyond their normal shift.  The Company will provide 
non-exempt employees with overtime pay for any hours worked over eight (8) in one 
workday or over forty (40) in one work week.  Paid time off (vacation, holidays, sick 
time, jury duty, etc.) does not  count toward overtime.  Employees are expected to 
cooperate with requests to work overtime. 
 

Each instance of overtime must be approved in advance by a supervisor or 
Management if at all possible.  Where circumstances clearly preclude this, such 
authorization must be obtained at the first possible opportunity.  
 
7.3. PAY INCREASES  
 

Pay increases must be earned; they are not automatic.  Pay increases will be 
based on such factors as community and industry standards, production, reliability, 
attitude, attendance, conduct, ability, job responsibilities, initiative and inflation.  

8. EMPLOYEE DISCIPLINE 
 

Employment at the Company is not guaranteed for any length of time, and may 
be terminated by either the employee or the Company with or without good cause, as 
explained in Section 2.2 of this Guide.  Nevertheless, the Company has a great 
investment in each of its employees and hopes that they will succeed.  Therefore, the 
Company reserves the right to provide employees with an opportunity to correct 
performance problems by following a system of progressive discipline, where the 
Company deems this to be practical and appropriate.  Disciplinary action, up to and 
including immediate termination, may result when an employee violates Company 
policy, violates the law, engages in misconduct, fails to perform his/her job satisfactorily, 
or in other situations not necessarily discussed in this Guide. 
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Progressive discipline may include verbal counseling and/or written warnings 
before an employee is suspended or terminated.  However, exceptions or deviations 
from the progressive disciplinary procedure may occur when the Company deems that 
circumstances warrant.  Accordingly, circumstances may sometimes result in immediate 
suspension or termination of employment, and counseling or warnings may not be 
available in all circumstances. 
 

This progressive disciplinary process describes an effort that the Company might 
make in correcting problems with an employee; it should not be considered to limit the 
freedom of the Company or the employee to terminate the employment relationship at 
will. 

9. POLICY AGAINST HARASSMENT IN THE WORKPLACE 
 

The Company is committed to providing a work place that is pleasant, productive 
and free from harassment and discrimination.  Harassment of any nature should not be 
tolerated by you as individuals and will not be tolerated by the Company.  It is our policy 
that all employees work actively to maintain a workplace that is free of harassment at all 
levels.  This policy is to help employees understand this issue so we may all achieve 
this goal. 
 
9.1. DEFINITION  
 

On the job, harassment can be defined as persistent, annoying behavior by one 
individual which creates an intimidating, hostile or offensive work environment for 
another employee.  Harassment of an employee on the basis of sex (including 
pregnancy, childbirth, breastfeeding or related medical conditions), sex stereotype, 
race, color, age, religion or religious creed (including religious dress and grooming 
practices), natural hairstyle, gender, sexual orientation, gender identification, gender 
expression, transgender, national origin (including language use restrictions and 
possession of a driver’s license issued under Vehicle Code section 12801.9), 
citizenship, ancestry, mental or physical disability, medical condition, genetic 
information, marital status, registered domestic partner status, military or veteran status, 
or any other characteristic protected by law, is unlawful and will not be tolerated by the 
Company.  Such conduct is inappropriate and unlawful, regardless of the intent behind 
it. 
 
Harassment could take several forms, such as: 

 
● Incomplete or misleading training of a fellow employee. 

 
● Malicious mischief, such as destruction or defacing of a fellow employee’s tools 

or 
personal property. 

 
● Offensive language or a belittling manner when giving work direction. 
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● Jokes, slurs, or derogatory remarks directed at a particular sex, minority, race or 

ethnic group. 
 

Sexual harassment is an issue of particular importance.  It is against Company 
policy and against the law.  Sexual harassment is defined as unwanted sexual 
advances, or visual, verbal or physical conduct of a sexual nature.  This definition 
includes many forms of offensive behavior and includes gender-based harassment of a 
person of the same sex as the harasser; the following is a partial list: 
 

● Unwanted verbal or physical sexual advances or propositions. 
 

● Offering employment benefits in exchange for sexual favors. 
 

● Making or threatening reprisals after a negative response to sexual advances. 
 
 

● Visual conduct:  leering; making sexual gestures; displaying of sexually 
suggestive objects or pictures, cartoons, or posters. 

 
● Verbal abuse of a sexual nature, graphic verbal commentaries about an 

individual’s body, sexually degrading words used to describe an individual, 
suggestive or obscene letters, notes, or invitations. 

 
● Physical conduct:  touching, assaulting, impeding or blocking movements. 

 
 
9.2. EMPLOYEE CONDUCT  
 

No form of harassment is appropriate behavior on the job.  Unlawful harassment 
may create a hostile work environment for the victim, and distracts both the victim and 
the offender from important job duties.  Even where conduct might not meet the above 
definitions of “harassment,” if the conduct is annoying or distracting to employees, and 
the conduct serves no legitimate purpose, good judgment requires that such conduct be 
stopped. 
 
9.3. RESPONSIBILITY  
 

The Company considers its policy against harassment to be an important one, 
and one which applies to every employee.  Accordingly, every employee shares 
responsibility for maintaining a work environment that is free of harassment.  Any 
person who believes he or she has been subjected to offensive conduct or harassment, 
or is aware of such a situation, is strongly encouraged to report it to their supervisor, or 
Management.  If you are not comfortable discussing such matters with any of those 
individuals, contact any other supervisor.  The situation will be taken seriously, will 
immediately be investigated, and appropriate corrective actions will be taken.  Offenders 
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may be subject to personal liability as well as disciplinary action, up to and including 
termination for engaging in harassment of any employee. 
 

Employees are encouraged and expected to actively work toward eliminating any 
workplace harassment.  Employees who are subjected to or oppose harassment in the 
workplace are protected by law and Company policy against retaliation in this regard. 
Any employee to whom harassment is reported, even informally, is expected to report 
the matter to a supervisor for appropriate corrective action.  Employees who pressure or 
attempt to discourage others from complaining or reporting harassment to the Company 
will be subject to disciplinary action. 
 
9.4. GOVERNMENT INVOLVEMENT  
 

Employees who believe that they have been subjected to unlawful harassment 
may file a complaint with the California Department of Fair Employment and Housing.  If 
the Department finds evidence of discrimination or harassment, the Department may 
pursue a formal complaint and a hearing before the Fair Employment and Housing 
Commission.  If the Commission concludes there was unlawful harassment, it may 
order appropriate corrective action, that is, hiring or reinstatement, back pay, damages, 
promotion, and/or changes in employer policies or practices.  For more information, you 
may contact the Department by accessing their website at www.dfeh.ca.gov.  
 
9.5. COMPANY POSITION  
 

The Company policy requires working harmoniously with all fellow employees 
and forbids discrimination against or harassment of an employee for any reason, and 
particularly, on the basis of being in any protected class.  Various laws also forbid 
discrimination or harassment of an employee for any of these reasons. The Company 
will work actively to eliminate acts of unlawful harassment through dissemination of 
information, and by following up on complaints with investigation and disciplinary action, 
as appropriate.  All employees are expected to share the responsibility for eliminating 
harassment and should help the Company attain this goal by using its internal complaint 
process. 
 

It should also be clear that harassment offenders are subject to disciplinary 
action, up to and including termination for violating this policy. 
 

The Company’s position is clear:  Harassment of employees will not be tolerated. 
Victims and others aware of possible harassment are strongly encouraged to notify their 
supervisor or Management so that appropriate corrective action can be taken.  But most 
of all, are encouraged to work together in harmony. 
 
9.6. MANDATORY SEXUAL HARASSMENT TRAINING 
 

In compliance with State and Federal laws, the Company requires all supervisors 
to be trained a minimum of two (2) hours and all non-supervisory employees to be 
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trained a minimum of one hour, every two (2) years on sexual harassment prevention 
and education, which shall include instruction on prevention of abusive conduct.  This 
training is arranged for and provided by the company and proof of training will be held in 
the employee’s personnel file.  The Company provides a copy of our discrimination and 
unlawful harassment policy to all employees upon hire and upon update or revision. 
Additionally, a copy of the policy will be displayed prominently in the employee 
break-room or other area frequented by employees.  
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10. SAFETY AND HEALTH 
 
10.1. ILLNESS AND INJURY PREVENTION PROGRAM  
 

This section is the Company’s formal Illness and Injury Prevention Program, 
which is managed by the Safety Committee, who has responsibility and authority to 
implement all aspects of the Company’s safety program.  However, all employees are 
strongly encouraged to communicate any safety concerns to all or any supervisor. 
Suggestions, concerns, and reports are welcome in any form, and may be made 
anonymously. 
 

The Company desires to provide a safe and healthful work environment for all of 
its employees. Therefore, both as a requirement under '6401.7 of the Labor Code and 
as part of management philosophy, the Company has adopted the following as its 
Illness and Injury Prevention Program.  
 

The Illness and Injury Prevention Program includes identification of workplace 
hazards, safety training for employees and supervisors, methods for correcting unsafe 
or unhealthy work conditions, and appropriate record keeping.  Employees are 
encouraged to inform their supervisor of hazards in the workplace without fear of 
reprisal.  The Company is concerned with providing a safe working environment for its 
employees, and the goal is for all employees to work together to ensure a 
comprehensive safety and health program including, but not limited to: 
 

● Providing sick days for employees who are ill. 
 

● Providing physical safeguards to the maximum extent possible. 
 

● Conducting periodic safety and health inspections to find and eliminate unsafe 
working conditions or practices, to control health hazards, and to comply fully 
with the safety and health standards for every job. 

 
● Training employees in good safety and health practices. 
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● Providing necessary personal protective equipment, and instructions for its use 

and care. 
 

● Developing and enforcing safety rules, and requiring that employees cooperate 
with these rules as a condition of employment. 

 
● Investigating, promptly and thoroughly, every accident to find out what caused it 

and correct the problem so it will not happen again. 
 

● All supervisors are responsible for whole-hearted, genuine cooperation with all 
aspects of the safety and health program - including compliance with all rules 
and regulations - and for ensuring that those under their supervision are 
continuously practicing safety while performing their duties. 

 
Employees are encouraged to report any unsafe conditions that could affect their 

safety, or the safety of others to Management or the employee’s immediate supervisor. 
If the Company is not aware of a potentially unsafe condition, it cannot take necessary 
steps to correct such condition, so please let someone know about any safety concerns. 
 

In the event of an accident, any person informed of the accident, whether 
involving staff, a customer or visitor, must ensure that the injured person receives the 
proper medical attention.  Accidents must also be reported immediately to Management 
or any supervisor. 
 

If a Company employee requires medical attention for a work-related injury, they 
may obtain medical authorization from his/her supervisor or Management. 
 

Each supervisor of any employee is responsible for instructing employees on 
safety issues: 
 

● At the time the safety and health program was implemented or changed. 
 

● At the time of hire. 
 

● When given new job assignments, if training was not previously received. 
 

● Whenever new substances, processes, procedures or equipment are introduced 
to the workplace and present a new hazard. 

 
● Whenever personal protective equipment or different work practices are used on 

existing hazards. 
 

● Whenever the employee or a supervisor are made aware of a new or previously 
unrecognized hazard. 
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The Company is concerned about your health and safety.  Proper safety 
equipment must be used and worn in performance of job functions.  This includes 
vehicle seat belts when driving on Company business.  In addition to using safety 
equipment, employees must follow other safety rules and be safety conscious at all 
times.  Use common sense!  Help avoid accidents by eliminating hazards when 
possible.  
 

Do not lift or push objects that are too heavy or awkward for you to handle. This 
includes furniture and computer equipment.  You must inform a supervisor if you will be 
moving furniture in and out of the office as he or she may elect to hire a mover to do it 
for you.  Notify your supervisor or Management if you think any task is unsafe or that 
assistance is needed to perform it safely.  Do not operate any equipment unless you are 
authorized to do so.  
 

The above safety rules are intended to protect the safety of everyone.  Violating 
any safety rule may result in discipline, including discharge.  The above safety rules are 
only a partial list and are not intended to replace sound judgment, nor do they include all 
the instances in which disciplinary action may be taken. 
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10.2. WORK-RELATED ACCIDENTS OR ILLNESSES  
 

All work-related injuries or illnesses, no matter how slight, must be reported to 
your 

supervisor or Management immediately following the injury or onset of illness so that 
they may arrange for any necessary medical attention and prepare any required reports. 
 

Any recreational activities sponsored by the Company, such as dinners or other 
social gatherings, are purely voluntary and not related to any person’s work duties for 
the Company.  Any employee or other person who participates in such activities does 
so at his/her own risk.  Any specific questions concerning workers’ compensation 
coverage or benefits should be referred to Management. 

 
 
10.2.1.   Illness in the Workplace 

 
The Company is committed to providing a safe and healthy workplace for 
employees and its customers.  This includes making sure that each 
individual is protected from the spread of illness.  In order to provide the 
safest environment possible, the Company has devised the following 
guidelines: 
 

● Illness developed after the work shift has begun should be 
reported to management ASAP.  In the manager’s judgment, 
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employees exhibiting signs of illness may be sent home to 
recuperate before their shift is complete.  If the employee has 
available sick leave, employees will be paid for the time off 
accordingly.  If not, employees will be paid for time worked before 
being sent home or reporting pay in accordance with applicable 
law.  Prompt consultation with a physician is recommended and a 
physician’s note may be required before the employee is permitted 
to return to work.  
 

● Employees who notice symptoms of illness in another employee 
should notify human resources or a manager immediately.  
 

● Ensure that all company equipment is kept sanitary and are 
properly secured or stored. 
 

● Practice frequent hand washing.  If a wash station is unavailable, 
the use of hand sanitizer is recommended.  
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10.3. SUBSTANCE ABUSE  
 

The use of illegal drugs and the abuse of legal drugs is a matter of grave concern 
to the Company.  Consumption of alcohol or drugs prior to or while working is strictly 
prohibited.  The use, possession, or transfer of any intoxicants, controlled substances, 
alcohol, or related paraphernalia, in any manner during work hours, while on the job, or 
while on Company property is strictly prohibited.  If you are taking any drug or 
medication, whether or not prescribed by your physician, which may adversely affect 
your ability to perform work in a safe or productive manner, you must report such a 
situation to Human Resources.  Your supervisor and/or Human Resources will 
determine if you can remain at work and if any restrictions or accommodations will be 
needed. 
 

 
 
Employees who currently suffer from a substance abuse problem are strongly 

encouraged to get help now.  Employees who voluntarily recognize their problem and 
seek rehabilitation will not be disciplined for doing so.  The Company will accommodate 
such employees by allowing reasonable unpaid time off for an in-patient rehabilitation 
program. 

 
10.4. SMOKING  
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To provide a safer and healthier work environment, smoking, use of smokeless 
tobacco and/or electronic cigarettes are prohibited in all Company locations. This 
includes smoking by associates, customers, vendors and visitors in any Company 
facility, whether owned or leased. See the building receptionist or Human Resources for 
the location of designated smoking areas. Associates who violate this policy will be 
subject to disciplinary action up to and including termination. 

11. SECURITY 
 
11.1. BUILDING ACCESS 

 
All exterior doors should be kept closed and locked during all times when they 

are unattended.  In addition, exterior doors should be kept locked prior to 8:00 a.m. and 
after 6:00 p.m.  
 

Visitors should be escorted through the office.  If you see anyone in the office 
unescorted, ask who they are visiting and if they need assistance.  If you do not get a 
satisfactory response, cordially escort them to the reception area or out of the office; 
otherwise escort them to their stated destination. 
 
11.2. FIRE SAFETY  
 

All doors should be shut at night.  Similarly, all office equipment and electrical 
appliances should be turned off at the end of each day or when not in use.  Computers 
may be safely “logged off” but otherwise left running or in “sleep mode. “Each person is 
responsible for the doors and equipment in his/her own work area; however, any person 
who sees a door open, or equipment, lights or appliances on during such times should 
correct the situation.  
 
 
 
 
 
11.3. THEFT  
 

The Company maintains a strong policy against theft.  Theft of any property 
belonging to Company, its customers, or employees, will not be tolerated.  The 
Company will not be responsible for the lost or stolen personal property of any 
employee, and employees bring such belongings to work at their own risk. 
Nevertheless, the Company demands honesty of its employees; any theft by an 
employee, regardless of the value involved, may be subject to prosecution.  In addition 
to prosecution, of course, the employee will be subject to immediate discharge. 
 

 
Borrowing of merchandise or Company property for personal reasons at any time 

is contrary to Company policy.  Company property, including but not limited to office 
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supplies, samples, or merchandise, may not be taken from the premises for any reason 
without prior authorization from Management. 
 

12. BENEFITS 
 
12.1. INSURANCE BENEFITS 
 
Please refer to Gusto On Boarding for information regarding eligibility and available 
benefits. 

 
 

 
 

 
12.5. SICK DAYS  
 

Employees may use sick leave benefits to take paid time off due to their own 
illness or the illness of a child, parent (including parent-in-law), spouse or registered 
domestic partner, grandparent, grandchild or sibling.  Each employee will be allowed a 
total of 24 hours (the equivalent to three (3) eight (8) hour work days) absence from 
work during the course of each calendar year without loss of pay.  New employees may 
begin using accrued sick time after completing 90 days of employment.  “Sick days” 
may not be used for vacation or any reason other than the employee’s own illness or 
doctor’s appointments, or the illness or doctor’s appointments of a child, parent 
(including parent-in-law), spouse or registered domestic partner, grandparent, 
grandchild or sibling.  
 

Sick leave shall be granted on the first day of employment or July 1, 2020, 
whichever is later.  Sick leave will be granted on the anniversary of hire date each 
subsequent year. 
 

Employees are encouraged to make their routine doctor or dentist appointments 
on non-work days, before arriving for work or after leaving work for the day, if possible. 
If time off is required for such appointments, arrangements should be made in advance 
with the employee’s supervisor or manager.  The Company may require a statement 
from a doctor verifying an illness when an employee is absent from work for more than 
three (3) working days.  
 

Sick leave will not carry over to the following year of employment and must be 
used before any additional sick leave is granted as set forth herein.  
 

Exempt employees must use sick time in minimum increments of one day; 
non-exempt employees may use sick time in minimum increments of one (1) hour.  Paid 
sick time does not count as time worked for calculating overtime.  Unused sick leave 
cannot be used to extend vacations. 
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12.6. LEAVES OF ABSENCE  
 

12.6.1. General Unpaid Leaves  
 

The Company does not provide for paid leaves of absence.  Except as required 
by law, the Company shall not be obligated to grant any unpaid leave of absence, nor 
be obligated to continue the employment relationship or return an employee to prior job 
status or pay rate after a leave of absence is taken.  All benefits are affected by a leave 
of absence; more information is available from [NAME]. 
 

Requests for a leave of absence must be submitted in writing at least thirty (30) 
days in advance, if possible.  All requests for a leave of absence must state the reason 
for and expected dates of the leave.  The leave of absence must be used for the 
purposes stated.  Unless otherwise required by law, no leave of absence will be 
approved beyond an aggregate total of twelve weeks leave over any twelve (12) month 
period. 
 

12.6.2. Pregnancy Disability Leave  
 

If you are disabled by pregnancy, childbirth or related medical conditions, you are 
eligible to take a pregnancy disability leave (PDL).  If you are affected by pregnancy or 
related medical condition, you are also eligible to transfer to a less strenuous or 
hazardous position or to less strenuous or hazardous duties, if this transfer is medically 
advisable and such position is available. 
 

The PDL is for any period(s) of actual disability caused by your pregnancy, 
childbirth or related medical conditions up to four months (or 88 work days for a full time 
employee) per pregnancy.  The PDL does not need to 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 your PDL. 
 

Generally, we are required to treat your pregnancy disability the same as we 
treat other disabilities of similarly situated employees.  This affects whether your leave 
will be paid or unpaid.  You may be required to obtain a certification from your health 
care provider of your pregnancy disability or the medical advisability for a transfer, and a 
certification of your fitness to return to your regular duties. 
 

At your option, you can use any accrued vacation as part of your pregnancy 
disability leave before taking the remainder of your leave as an unpaid leave.  However, 
you are required to use up any available sick pay during your leave before you will be 
put on unpaid leave status.  You may also be eligible for state disability insurance for 
the unpaid portion of your leave. 
 

Taking a pregnancy disability leave may impact certain of your benefits and your 
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seniority date.  If you want more information regarding your eligibility for a leave, the 
impact of the leave on your seniority and benefits, and our policy for other disabilities, 
please contact Human Resources. 
 

12.6.3.  Parental Leave 
 

Certain Employees may be eligible for unpaid leave to bond with a new child 
within one year of the child’s birth, adoption, or foster care placement.  The maximum 
amount of leave an employee may use under this policy is 12 weeks within a 12-month 
period.  
 

12.6.3.a Eligibility  
 

To be considered eligible for Parental Leave, an employee must: 
 

● Have worked at least 12 months for the Company in the preceding 
seven (7) years 

● Have worked at least 1,250 hours for the Company over the 12 months 
preceding the date the leave would begin 

● Currently work at a location where there are at least 20 employees 
within 75 miles 

 
Parental Leave may be taken to bond with a newly born child or to bond 

with a child placed with the employee for adoption or foster care.  
 

In the case where both parents are employed by the Company and are 
otherwise eligible for leave, the combined total leave amount for both employees 
may not exceed 12 weeks.  

 
Parental leave will be provided in addition to any entitlement of pregnancy 

disability leave (PDL) due to an employee’s on pregnancy-related disability.  
 

Parental leave must take place within 12 months of the child’s birth, 
adoption, or foster care placement.  

 
12.6.3.b Intermittent Leave 

 
Eligible employees may take parental leave in minimum two-week 

increments, with shorter increments allowed on two occasions.  Employees who 
require intermittent or reduced-schedule leave must try to schedule their leave so 
that it will not overly disrupt Company operations. Intermittent leave is permitted 
in intervals of at least one hour, or at the same intervals as provided in the 
Company’s sick leave, vacation, PTO policy, whichever increments are smaller.  
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12.6.3.c Use of Accrued Paid Leave 
 
At your option, you may use any accrued vacation, PTO concurrently with 

scheduled Parental Leave.  To use paid leave concurrently with Parental Leave, 
eligible employees must comply with the Company’s normal procedures for the 
applicable paid-leave policy (e.g. call-in procedures, advance notice, etc.). 
 

Employees may also apply for California’s Paid Family Leave insurance 
benefits through the California Employment Development Department (EDD). 
 

12.6.3.d Maintenance of Health Benefits 
 

If employees and/or their family participates in the Company group health 
plan, the Company will maintain coverage during parental leave on the same 
terms as if an employee had continued to work.  If applicable, an employee must 
make arrangements to pay their share of health plan premiums while on leave. 
In some instances, the Company may recover premiums it paid to maintain 
health coverage or other benefits for the employee and/or his or her family.  Use 
of parental leave will not result in the loss of any employment benefit that 
accrued prior to the start of leave under this policy.  Employees should consult 
the applicable plan document for information regarding eligibility, coverage, and 
benefits.  

 
The Company may recover the premium amount that it paid as required 

by this section for maintaining coverage for the employee under the group health 
plan, if both of the following conditions occur: 

 
(1) The employee fails to return from leave after the period of leave 

which the employee is entitle has expired.  
 

(2) The failure of the employee to return from leave is for a reason 
other than the continuation, recurrence, or onset of a serious health condition or 
other circumstances beyond the control of the employee.  

 
12.6.3.e Procedures 
 
When seeking leave under this policy, employees must provide to [Human 

Resources/Supervisor] the following: 
 

1. Reasonable advance notice of the need to take parental leave, if 
the need for leave is foreseeable, or notice as soon as practicable in the case of 
unforeseeable leave and in compliance with the Company’s normal call-in 
procedures, absent normal circumstances.  
 

2. Periodic reports as deemed appropriate during the leave regarding 
the employee’s status and intent to return to work.  
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Failure to comply with the foregoing requirements may result in delay or 

denial of leave or disciplinary action, up to and including termination.  
 

If you want more information regarding your eligibility for a leave, the impact of 
the leave on your seniority and benefits, and our policy for other disabilities, please 
contact [NAME]. 
 

12.6.5.  Civil Air Patrol Leave 
 
Employees who have completed their 90 day probationary period with the 

Company and who are volunteer members of the California Wing of the civilian auxiliary 
of the U.S. Air Force Civil Air Patrol, responding to an emergency operation mission are 
entitled to three (3) days of unpaid leave for a single emergency mission and up to ten 
(10) days of leave per year, for civil air patrol duty.  
 

Requests for a leave of absence must be submitted in writing as soon possible. 
All requests for a leave of absence must state the reason for and expected dates of the 
leave.  The leave of absence must be used for the purposes stated and certification 
from Civil Air Patrol authority may be required in order to verify eligibility for requested 
leave. 
 

At your option, you can use any accrued vacation or PTO as part of your leave 
before taking the remainder of your leave as an unpaid leave.  If you want more 
information regarding Civil Air Patrol Leave please contact Management. 
 

12.6.6.  Military Spouse Leave 
 

Employees who are the spouse of a qualified service member may be eligible for 
Military Spouse Leave.  To qualify, an employee must meet the following requirements: 
 

● Be the spouse of a qualified servicemember  
 

● Work an average of 20 or more hours per week 
 

● Provide notice of intention to take leave within two (2) business days of receiving 
official notice that the servicemember will be on leave from deployment 
 

● Submit written documentation certifying that the servicemember will be on leave 
from deployment during the time the leave is requested 

 
The servicemember must meet one (1) of the following requirements for an 

employee to be eligible for this type of leave: 
 
● Be a qualified member of the United States Armed Forces who was deployed 

during a period of military conflict to an area designated as a combat theater or 
 

28 
 



combat zone by the President of the United States 
 

● Be a member of the National Guard who has been deployed during a period of 
military conflict 
 

● Be a member of the Reserves who has been deployed during a military conflict 
 

Military Spouse Leave may be for a duration up to ten (10) days.  The qualified 
military service member must be on leave from deployment during a period of military 
conflict. 
 

Military Spouse Leave is unpaid.  At your option, you can use any accrued 
vacation or PTO as part of your leave before taking the remainder of your leave as an 
unpaid leave.  If you want more information regarding Military Spouse Leave please 
contact Management. 
 

12.6.7.  Domestic Violence, Sexual Assault and Stalking Victims’ Leave 
 

Employees who are victims of domestic violence or sexual assault are eligible to 
take time off form work for the following reasons: 
 

● To seek medical attention for injuries caused by domestic violence, sexual 
assault or stalking 
 

● To obtain services from a domestic violence shelter, program, or rape 
crisis center as a result of domestic violence, sexual assault or stalking 
 

● To obtain psychological counseling related to domestic violence, sexual 
assault or stalking 
 

● To participate in safety planning and take other actions to increase safety 
from future domestic violence, sexual assault or stalking, including 
temporary or permanent relocation 

 
This leave is provided in addition to requirements related to time off for legal 

proceedings.  
 
Employees must give reasonable advance notice of intent to take time off, if 

feasible.  Employees who cannot give reasonable advance notice may not be 
disciplined or discharged if they can provide certification of the need for leave within a 
reasonable time.  The certification may be any of the following: 

 
● A police report indicating that the employee was a victim of domestic 

violence, sexual assault or stalking  
 

● A court order protecting or separating the employee from the perpetrator 
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of an act of domestic violence, sexual assault or stalking, or other 
evidence from the court or prosecuting attorney that the employee 
appeared in court 
 

● Documentation from a medical professional, domestic violence advocate 
for victims of sexual assault, health care provider or counselor that the 
employee was undergoing treatment for physical or mental injuries or 
abuse resulting in victimization from an act of domestic violence, sexual 
assault or stalking 

 
At your option, you can use any accrued vacation as part of your leave before 

taking the remainder of your leave as an unpaid leave.  However, you may be required 
to use up any available sick pay during your leave before you will be put on unpaid 
leave status.  Leave is limited to 12 weeks in a 12-month period 

 
The Company will maintain the confidentiality of any employee who requests 

leave as a result of domestic violence, sexual assault or stalking.  If you have any 
questions or want more information about Domestic Violence, Sexual Assault and 
Stalking Victims’ Leave for Medical Treatments please speak to Management. 

 
12.6.8.  Organ and Bone Marrow Donor Leave 

 
Employees donating an organ or bone marrow to another person may be eligible 

for Organ and Bone Marrow Donor Leave.  The donor employee must meet the 
following requirements: 
 

● Has successfully completed their 90-day probationary period 
 

● Is donating an organ or bone marrow to another person 
 

● Has provided written verification of the need for donation leave 
 

● The verification must state that the employee is a bone marrow or organ donor 
and that the donation is medically necessary 

 
Eligible employee organ donors are provided a leave of absence up to 30 business 

days in any one-year period.  Eligible employee bone marrow donors are provided a 
leave of absence up to five (5) business days in any one-year period.  For the purposes 
of these leaves, a “one-year period” is 12 consecutive months from the date the 
employee begins their leave; not one calendar year.  

 
Taking a donor leave will not impact your benefits and your seniority date.  Donor 

leave will not be considered a break in service and the employee will be treated as 
though they had remained at work.  
 

Donor leave is paid by the employer.  However, bone marrow donor employees may 
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be required to use up five (5) days of accrued sick pay, PTO or vacation time during 
their leave before being placed on paid leave status.  Organ donor employees may be 
required to use up to two (2) weeks of accrued sick pay, PTO or vacation time as part of 
their leave before taking the remainder as paid leave.  

 
If you want more information regarding your eligibility for a leave please contact 

[NAME]. 
 

12.9. STATE DISABILITY INSURANCE  
 

To protect employees unable to work due to pregnancy or an illness/accident 
unrelated to work, the law requires that a small percentage of each employee’s wages 
be deducted each pay period for California State Disability Insurance. 
 

Benefits are payable from the first day an employee is not hospitalized.  A 
disability form may be obtained from your physician, the California Employment 
Development Department Office, or state Disability Office. 
 
12.10. WORKERS’ COMPENSATION INSURANCE  
 

The Company provides Workers’ Compensation Insurance coverage.  All on the 
job injury or illnesses, no matter how slight, should be reported IMMEDIATELY following 
the injury or onset of illness to your supervisor so that they can arrange for any 
necessary medical attention and prepare any required reports.  Promptness is of the 
utmost importance to aid in completing and filing all necessary accident forms/reports 
with the insurance carrier.  If further information is needed, please do not hesitate to talk 
with your supervisor. 
 

Any recreational activities sponsored by the Company, such as dinners, events 
or other social gatherings, are purely voluntary and not related to any person’s work for 
the Company.  Any employee or other person who participates in such activities does 
so at his or her own risk.  Any specific question concerning Workers’ Compensations 
coverage should be referred to Management. 
 

13. SEPARATIONS 
 
13.1. GENERAL SEPARATIONS  
 
 

The employment relationship is based on the mutual consent of the employee 
and the Company.  Accordingly, either the employee or the Company can terminate the 
employment relationship at any time, with or without cause or notice. 
 

Employees who choose to resign from the Company are expected to submit a 
letter of resignation signed in their own handwriting.  The Company requests that 
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resigning employees provide at least two (2) weeks’ notice of their last day of work. 
Generally, the Company will provide employees with two weeks’ notice of termination or 
layoff; however, the Company may terminate employment at any time without any 
notice. By way of example, but not limitation, employees terminated for gross 
misconduct may not receive notice or pay in lieu of notice.  There is no “severance pay.” 
 

Vacation time earned and not yet taken will be cashed-out at the time of 
separation from the Company.  Sick benefits are designed for actual illness and are not 
payable in the event of separation.  Employees may not take any Company property, 
records, keys or any other items belonging to the Company with them upon separation. 
 
13.2. REDUCTION IN STAFF  
 

From time to time, the Company may decide that it must reduce its staff, either 
because of a lack of work, a reorganization, to improve efficiency, or for other reasons. 
Depending upon the circumstances that give rise to such a situation, the Company, in 
its sole discretion, may respond in several ways, including offering a voluntary reduction 
of hours or days of work, doing so involuntarily, or implementing a reduction in staff, i.e., 
a layoff. 
 

If a layoff is deemed necessary, employees will be selected to ensure high 
productivity and the ongoing viability of the organization. The Company reserves the 
right to transfer and reassign employees in any manner it deems appropriate in order to 
accomplish the net reduction in staff. The Company will try to provide advance notice of 
layoffs; however, notice is not guaranteed. 
 

Employees will be selected for layoff based on a combination of factors including, 
but not necessarily limited to, job performance, productivity, skills and education, 
qualifications, the ability to perform the work remaining, flexibility to perform a variety of 
tasks, attendance, and seniority.  Any factor or a combination of factors may be 
determinative in a particular case. 
 

Employees who are laid off are encouraged to reapply for employment when 
positions are available.  Past performance with the Company may be considered when 
evaluating such applications. 

14. REIMBURSEMENTS  
 
14.1. EXPENSES  
 
 

Employees who are required to travel on Company business will be reimbursed 
for their actual expenses for meals and lodging while on travel status.  All private vehicle 
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use will be reimbursed on a per mile basis at the prevailing IRS mileage allowance rate. 
This reimbursement covers all  costs associated with the use of the private vehicle 
including, but not limited to, gasoline, insurance, maintenance, repairs, etc.  No 
additional payment will be made. 
 
14.2. EDUCATION AND TRAINING  
 

Provided such training and the expense thereof is approved in advance, 
mandatory training programs for current employees are provided without expense to the 
employee. 
 

The Company encourages employees to improve their skills and knowledge. 
When an employee elects to take courses that are directly related to the employee’s 
job, or courses that might provide a direct benefit to the Company, the employee may 
submit a request to your Manager for reimbursement for costs and travel expenditures 
for attending the course.  Such requests should be made in advance of the employee 
attending, since requests are not automatically approved.  Employees who submit 
requests after paying for the course or other expenses, or after making any commitment 
to pay any portion of such expenses, do so at their own risk.  Requests will be 
determined on a case-by-case basis by Management, to whom requests should be 
directly submitted. 

 
Employees voluntarily attending continuing education courses will not be paid for 

the time of attendance, whether or not the company reimburses for the costs of the 
courses or travel expenses.  

 

 

CONCLUSION  
 

As the Company develops, and as the laws and the needs of the employees 
change, the Company will also change its policies to keep pace.  Supervisors will make 
every effort to keep employees informed of any changes.  In the event of a change in 
law affecting any policy in this Guide, the Company is deemed to have adopted a new 
policy in accordance with law. 
 

Our best interests (yours and the Company’s) depend upon productivity and 
teamwork.  The spirit of cooperation is always a vital factor in the success of any 
business, and we very much want this spirit to be present in each employee. 
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Megan’s Organic Market 
 

RECEIPT FOR EMPLOYEE GUIDE, BENEFIT SUMMARY AND 
ILLNESS AND INJURY PREVENTION GUIDE 

 
 

By signing below, I acknowledge that I have received a copy of MOM’s Employee 
Guide - Benefit Description - Illness, Injury and Prevention Program Description 
(“Guide”).  I understand that it contains important information on the Company’s safety 
program, general personnel policies and on my privileges and obligations as an 
employee.  I acknowledge that I am expected to read, understand, and adhere to the 
Company policies and will familiarize myself with the material in the Guide.  I 
understand that MOM’s may unilaterally modify, revoke, suspend, terminate, or change 
any or all such policies, benefits or practices described in the Guide from time to time in 
its sole and absolute discretion, in whole or in part, at any time, with or without prior 
notice.  
 

Furthermore, I understand that employment with MOM’s is not for a specified 
term and is at the mutual consent of the employee and the Company.  Accordingly, 
either the Company or I can terminate the employment relationship at will, with or 
without cause or notice, at any time.  I acknowledge that no representations have been 
made by the Company concerning the length or terms of my employment or limitations 
on termination, and that there are no other agreements or understandings concerning 
my employment.  I understand and agree that regardless of any possible statements to 
the contrary, or the manner in which other policies may be changed, this “at will” policy 
cannot be changed unless in writing and signed by both me and Human Resources. 
 
 
I have initialed where indicated after Sections 2.2, 5.2, 9 and 10.1 of this Guide to show 
your specific acknowledgment of such sections.  
 
 
______________________________ ________________ 
Employee’s Signature Date  
 

 
______________________________  
Employee’s Name (Printed) 
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