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September 15, 2020 
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Littleton Apothecary, LLC. 

Permitting of an Adult Use Marijuana Establishment (Retail) within an existing 

facility at 160 Ayer Road, Unit 4, Littleton. 

September 15, 2020 

Littleton Apothecary, LLC. 
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Littleton Apothecary, LLC. 

  160 Ayer Road, Unit 4 
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Property is located within an Aquifer/Water Resource District. 

Based on the thresholds of § 173-21, however, the Applicant is 

not required to file for a Special Permit. This application is to 

ensure the Board has reviewed and agrees. 

https://ecode360.com/34094291#34094292
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Not 

applicable 

Acknowledged 
and understood 

Littleton Apothecary 
will be the first. El 
Numero Uno. #1 

Not Applicable 
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Addressed in 
narrative & 
attached 
supporting 
documents 

Addressed in 
narrative & 
attached 
supporting 
documents 

It does 

It does 

It will. This is 
also a CCC 
requirement. 

Acknowledged 

Executed HCA 
attached 

Community 
Outreach 
Meeting July 
23, 2020 

Not Applicable 
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3: No Waivers of Regulations have been sought by Littleton Apothecary from the 
Cannabis Control Commission. 
 
5, 7, and 8: Littleton Apothecary is not a Marijuana Cultivator, Craft Cooperative, Micro-
Business, or Testing Laboratory 
 
8: I have still provided a written statement for Checklist Item Number 8. Just in case. 
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September 8, 2020 

 

• August 10, 2020  Application submitted to Cannabis Control Commission (CCC) 

• August 11, 2020   Request for Information (RFI) from CCC 

• August 11, 2020  Response to RFI 

• August 13, 2020  Application Deemed Complete; 
    Municipal Zoning Certification Letter sent to Town of Littleton  

• August 14, 2020  Fingerprinting done and background checks begun 

• September 8, 2020  Delay by Town Administrator caused Littleton Apothecary to miss 
     consideration for provisional licensure at monthly CCC Meeting 

• September, 10 2020  Anticipated Provisional Licensure with CCC. 

• October 8, 2020  Provisional License approved by  CCC. 
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• 

• 

• 

• 

 
Police Chief Pinard has reviewed each of the abovementioned Policies & Procedures. Please 
see the enclosed letter from Chief Pinard. 
 
Parts of the Diversion Prevention and Dispensing Policies & Procedures have been redacted, as 
they quote from sections of the above referenced policies. 
 
Fire Chief Wodzinski and Deputy Fire Chief Clancy have reviewed the Security Plan and Floor 
Plan. Please see enclosed letter from Chief Wodzinski. 
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Zoning-compliant, state-mandated signage reading, “No Admittance to Persons Under 21 Years 

of Age” will be highly visible on exterior of shop. 

 

Security personnel will be stationed outside the shop with Intellicheck scanners. No one under 

the age of 21 will be permitted inside any part of Littleton Apothecary, not even owner or 

employee children, or babies-in-arms. 

 

Our security personnel are highly trained in de-escalation techniques.  

 

If a person provides a form of identification not deemed valid by security and/or incapable of 

being verified by the Intellicheck Scanner, the person will be instructed to leave by security 

personnel. If the person will not leave the premises willingly, Littleton Police will be called to 

assist.  

 

Every employee of Littleton Apothecary will be trained with state-mandated Responsible 

Vendor Training, which includes: 

 

• Best practices for prevention of sales to minors 

• What forms of identification are acceptable 

• How to check identification 

• Spotting false identification 

• Common mistakes on verification 

• Provisions for confiscating fraudulent identification 

 

Additionally, security personnel will enforce Littleton Apothecary’s anti-loitering policy.  

 

Littleton Apothecary (“The Company”) is a marijuana establishment as defined by 935 CMR 

500.002. The Company sets forth the following policies and procedures for restricting access to 

marijuana and marijuana infused products to individuals over the age of twenty-one (21) 

pursuant to 935 CMR 500.105 
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Pursuant to 935 CMR 500.30, Littleton Apothecary will only employ marijuana establishment 

agents who are at least twenty-one (21) years old. 

 

Littleton Apothecary will only allow visitors, age twenty-one (21) or older, at the Company's 

facilities. The Company defines visitors in accordance with the Commission's definitions at 935 

CMR 500.002. The Company will designate an authorized agent to check the identification of 

all visitors entering the Company's facilities and entry shall only be granted to those aged 

twenty-one (21) or older. Acceptable forms of currently valid identification include: 

 

a) A motor vehicle license; 

b) A liquor purchase identification card; 

c) A government-issued identification card; 

d) A government-issued passport; and 

e) A United States-issued military identification card. 



 64 

 

Littleton Apothecary uses a systematic methodology to implement a security operations plan 

which creates a framework of physical security features, technology, policy & procedure, 

training and administrative controls to mitigate and prevent the risk of diversion. 

 

Diversion prevention is not dependent on one security system, but all systems, policy/

procedures and training. It is a holistic effort reliant on the successful integration of all elements 

of the plan.  

 

The threat of diversion comes from two sources: internal and external threats. It is the desire of 

the offender within those defined subcategories to exploit the vulnerabilities of opportunity 

(location or place) or ability (victim or target).  

 

External offender threat - An external threat can be defined as a threat from someone/

something that does not have a direct or indirect connection to Littleton Apothecary. and creates 

risk by malicious acts, exploited acts or unintentional acts. 

 

Internal Offender Threat - The threat from internal diversion is a substantial risk that needs to 

be mitigated. An internal threat can be defined as an employee, ex-employee or someone that 

has intimate knowledge of the specific process, workflow or standard operating procedures of 

LA and creates risk by malicious acts, exploited acts or unintentional acts.  

 

Diversion outcomes can be disruption of operations, compromise or theft of digital information/

data or trade secrets, or diversion of marijuana or product/theft of assets. Below is a synopsis of 

the elements of Littleton Apothecary’s approach to diversion prevention. This includes specific 

technology, hardware and administrative functions to safeguard inventories to prevent diversion 

of marijuana and marijuana products. 

 

Physical Access 

The facility has been designed so that no products of any kind can be seen from the exterior of 

the building. Every person who enters the building is either an employee with a valid access 

code, or a member of the public who has been identified and has had their ID verified. The lack 

of visible product and restricted access to any area with significant amounts of marijuana 

products reduces the opportunities for external threats to divert product. 

 

Intrusion Detection Systems 

Littleton Apothecary’s alarm systems are continuously monitored and will alert law 

enforcement if any unauthorized entry into the building is made, reducing the risk of an external 

threat. 

 

Surveillance Systems  

Cameras that cover the entire interior of Littleton Apothecary, continuously monitored offsite, 

provide security and deterrence to both internal diversion (employee theft, retail fraud) and 

external threats. 
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Electronic Access Control 

All entry doors to Littleton Apothecary, as well as all interior doors, are controlled by an 

electronic access control system. Doors may only be opened by someone with a valid access 

code (access card). Every door access is logged with who opened it and when.  

 

Specific employees can be restricted or granted access to specific areas. High value areas, such 

as the secure storage area and the IT room will have very restricted permissions, reducing 

access to product as much as is feasible. 

 

Electronic Tracking Systems 

The METRC seed-to-sale cannabis POS system identifies every item in Littleton Apothecary’s 

inventory. Missing items or inconsistencies in inventory quantities or amounts can be quickly 

identified, tracked, and traced, reducing the possibility that diversion will go unnoticed. 

 

Storage Safe 

When not directly available for sale cannabis products are stored in our Access-Controlled 

Secure Storage room  This room provides another level of protection and reduces the likelihood 

that an unauthorized person can access the product. 

 

Inventory Process 

Upon delivery of product, LA requires two dispensary Agents to weigh, inventory, and account 

for -- on video and in the inventory system -- all cannabis products. 

 

Containers are physically examined for evidence of tampering, and Agents confirm the 

accuracy of entries in comparison with the inventory management and METRC point of sales 

systems. Any discrepancy is reported and immediately investigated by Manager and Executive.  

 

Reporting Requirements and Compliance 

Robust reporting requires that Littleton Apothecary accounts for every item that it enters 

inventory, and its eventual disposition, whether it be sold or disposed of. Tracking the state of 

every item makes internal diversion difficult, as multiple accounting systems are designed to 

notify if there are any discrepancies. 

 

Human Resources 

Littleton Apothecary employs a rigorous hiring process that includes extensive interviews and 

background checks to ensure employees are qualified and do not represent a public safety 

threat. Any employee found to be diverting product or violating any laws or regulation will be 

terminated immediately and reported to the Department of Public Health and/or Cannabis 

Control Commission and law enforcement. 
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Training 

Employees receive extensive and continuous training (which includes training relating to the 

laws and regulations of the cannabis industry in Massachusetts), and they are required to sign 

an Anti-Diversion pledge. 

 

Pursuant to 935 CMR 500.105(1)(m), Littleton Apothecary's written operating procedures will 

include a policy for the immediate dismissal of any marijuana establishment agent who has 

diverted marijuana. 

 

Pursuant to 935 CMR 105(13)(b)(2), any incidents of diversion that occur during transport 

between marijuana establishments shall be duly reported to the Cannabis Control Commission 

and the applicable law enforcement authorities at the local and state levels not more than 24 

hours of discovery of any incident. In addition, discrepancies shall be recorded and reported 

according to Littleton Apothecary's incident response plan. 

 

Inventories will be highly restricted, secured, and surveilled areas with posted limited access. 

Only managers or designated inventory staff shall have security designations to access stored 

inventory. Monthly inventory checks in compliance with 935 CMR 105(8)(c)(2) will be 

conducted. Inventory shall remain locked and accessible only to limited designated agents and a 

manager. The manager shall conduct routine and random auditing of all Littleton Apothecary's 

inventory. Wholesale sales shall be documented, recorded and stored using seed-to-sale 

inventory tracking. Surveillance cameras shall record and store all transactions in compliance 

with 935 CMR 500.11(5)(a)(4) 

 

A copy of the shipping manifest shall be transmitted to the receiving dispensary prior to 

transport. All dispensary deliveries shall be processed prior to leaving the marijuana 

establishment in accordance with 935 CMR 500.105(13)(a)(7). Pursuant to 935 CMR 500.105

(13)(a)(6), all vehicles transporting marijuana products will be staffed with a minimum of two 

marijuana establishment agents and one agent shall remain with the transportation vehicle at all 

time. Delivery routes and times will be randomized as required by 935 CMR 500.105(13)(a)

(12). Once the delivered products are accounted for, they shall be stored in the securely locked, 

and continuously monitored, safe room, which shall be a limited access area. 

 

In the event that there are any loss inventory discrepancies discovered by any employee, said 

discrepancy shall be promptly reported to the department manager upon discovery. The 

manager shall report all unresolved inventory discrepancies to the Cannabis Control 

Commission and law enforcement authorities not more than 24 hours from the discovery of any 

incident, in accordance 935 CMR 500.105(13)(b). Littleton Apothecary shall conduct an 

internal investigation to determine the appropriate consequences of the inventory discrepancy 

and to properly investigate the root cause of the discrepancy so as to minimize the likelihood of 

a repeated discrepancy of that specific origin. 
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All Littleton Apothecary employees will complete all applicable training prior to performing 

their roles.  

 

Within 90 days of hire, and before being allowed to handle cannabis and cannabis products, all 

managers and employees of Littleton Apothecary involved in cannabis sales and handling, as 

well as its owner, will successfully complete Responsible Vendor Training in compliance with 

935 CMR 500.105(2)  and be required to successfully complete the training once a year. 

Records of compliance with Responsible Vendor Training will be maintained for at least four 

years, and will be available upon request by the Commission. 

 

Employees will receive applicable training for their roles in the areas of: METRC Seed-to Sale 

Tracking, Safe Handling and Packaging of Cannabis and Cannabis Products, Cash and 

Inventory Reconciliation Procedures, Point-Of-Sale Software, Security/Safety/Emergency 

Training, and Recognizing Unconscious Bias, with retraining occurring annually or as required 

in 935 CMR 500.102(2), and as required and/or requested by the owner of Littleton 

Apothecary. 

 

In accordance with 935 CMR 500.030, a candidate for employment as a cannabis establishment 

Agent must be 21 years of age or older. In addition, the candidate cannot have been convicted 

of a criminal offense in the Commonwealth involving the distribution of controlled substances 

to minors, or a like violation of the laws of another state, the United States, or foreign 

jurisdiction, or a military, territorial, or Native American tribal authority.  

 

Littleton Apothecary will also ensure that its employees are suitable for registration consistent 

with the provisions of 935 CMR 500.802. In the event that Littleton Apothecary discovers any 

of its Agents are not suitable for registration as a marijuana establishment Agent, the Agent’s 

employment will be terminated, and Littleton Apothecary will notify the Commission within 

one business day that the agent is no longer associated with the establishment.  
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Verification of Identification 

Depending on the weather and number of people awaiting entry, Littleton Apothecary security 

will inspect and verify our customer’s proof of identification either before entry into the shop, 

or inside the access-controlled vestibule (“Man Trap”). Using Intellicheck scanners, security 

will confirm a valid government-issued ID and proof that the individual is over 21 years of age. 

No one will be admitted to the shop who does not meet the above identification requirements.  

 

Customer identification will be further verified at the point of sale by shop sales staff. Littleton 

Apothecary will not retain any of our customers’ personal information without express written 

permission.   

 
Sales Limits 

In accordance with M.G.L. c. 94G, § 7, Littleton Apothecary will not knowingly sell more than 

one ounce of cannabis or its combined dry weight equivalent in cannabis concentrates or edible 

products to a customer per day.  

 

According to 935 CMR 500.140:  

• One ounce of cannabis flower equates to 5 grams of active THC in cannabis 

concentrate including, but not limited to, tinctures.  

• One ounce of cannabis flower equates to 500 milligrams of active THC in edible 

cannabis products.  

• There is no limitation on daily sales for topical cannabis products. 

 

As part of our delivery check-in procedure, Littleton Apothecary will confirm that none of the 

products for sale in the shop will exceed the potency levels established by 935 CMR 500.150(4) 

 

Our point-of-sale system (IndicaOnline) will not allow for a transaction exceeding the limit 

established in 935 CMR 500.140(3)(a) or the potency levels established in 935 CMR 500.140

(3)(b) 

 
Refusal of Sales 

As mentioned above, Littleton Apothecary will refuse sales to those who fail to produce valid 

proof of identification. 

 

Littleton Apothecary will also refuse sales to an individual if, in the opinion of shop security or 

staff (based on the information available to us at the time), the individual or the public would be 

placed at risk. This includes, but is not limited to: daily transactions that exceed the legal 

possession limits or that create a risk of diversion/black-market sales. 

 
Product/Inventory in the Shop 

Each shift, Littleton Apothecary sales employee work stations will be stocked with pre-

determined and recorded quantities of products. Drawing from consumer banking procedures, 

opening “balances” of products will be confirmed by each employee on camera and in view of 

shop management or security. At the end of their shift, the employee will reconcile their 

recorded sales with the product remaining on hand on camera and in view of management or 

security. If the work station needs to be resupplied during the employee’s active shift, the 

employee will create an electronic request from the vault/secure storage room, which will be 

filled by shop management. 
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All products sold at Littleton Apothecary will be accurately labeled according to packaging 

requirements of 935 CMR 500.105(6). Customer purchases will be placed into the required 

child-proof envelopes before leaving the point of sale.  

 
Recording Sales 

Littleton Apothecary will utilize IndicaOnline as its point-of-sale (POS) system. We will 

conduct monthly sales data and equipment analyses to determine that no manipulative or 

harmful software has been installed. We will maintain these analyses records in order to 

produce it upon request by the Commission. In compliance with 935 CMR 500.105, if Littleton 

Apothecary discovers any manipulative or harmful software has been installed, we will 

immediately inform the Commission and cooperate fully with any Commission investigation.  

 

Consumer Education 

Educational materials and resources, as well as resources for recognizing signs of addiction/

substance abuse and substance abuse treatment resources, will be available in the shop and on 

our website. In order to make our educational materials available to every customer, Littleton 

Apothecary will seek the advice of the Commission in identifying commonly-spoken languages 

in our area. We will also provide these materials in accessible formats for the hearing- and 

visually-impaired. 

 

Our educational materials will provide information about responsible cannabis consumption 

and storage (especially away from children), warnings about side effects or potential health 

risks associated with using cannabis, as well as the dangers associated with driving or operating 

equipment while under the influence of cannabis. Our website and in-shop educational 

materials will state that cannabis has not been analyzed or approved by the FDA 

 

Littleton Apothecary employees, in-shop educational materials and website will have 

information describing the differing effects of various strains of Marijuana, as well as various 

forms of consumption. We will provide our customers with materials designed to help them 

track the strains they have used and their associated effects. Our employees and materials will 

always emphasize using the smallest amount possible to achieve the desired effect and explain 

tolerance, dependence, and withdrawal. We will keep our materials up to date with any 

changing requirements of the Commission, and in ready supply at the shop.  

 
Packaging and Safe Handling 

When Littleton Apothecary receives cannabis flower from our suppliers in bulk, employees 

trained in safe and sanitary food-handling procedures in accordance with 105 CMR 300, will 

repackage the flower into saleable quantities/packages in our Pre-sale Room. The Pre-sale 

Room will be equipped with food-grade stainless steel work surfaces and equipment that can be 

routinely cleaned and sanitized. The Pre-sale room will be well lit and ventilated, and kept 

meticulously clean and sanitary as mandated in the above statute. It will be access-controlled so 

that no untrained staff may enter. Cleaning and sanitizing products and materials will be clearly 

labeled and stored in cabinetry outside the Pre-sale room. 

 

All applicable sanitation and safe-handling and procedures outlined in 935 CMR 500 and 935 

CMR 500.105 for personnel, work space and the building itself will be followed, and 

employees coming into direct contact with cannabis flower will conform to all personal 

cleanliness and sanitary requirements.  
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The cannabis flower will be inspected by our trained staff in accordance with 105 CMR 
500.000: Good Manufacturing Practices for Food, and 105 CMR 590.000: State Sanitary Code 
Chapter X: Minimum Sanitation Standards for Food Establishments. Litter and waste 
procedures, in accordance with the requirements of 935 CMR 500.105(12), will be followed. 
 
The repackaging of cannabis will be appropriately recorded in METRC. The packages will be 
compliantly labeled and placed in our Secure Storage room. 
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Employee Diversity Goals: Littleton First? 

Goal 

Our goal is to build a workforce which is as diverse, at least, as our community. Littleton is under-

represented in terms of racial/ethnic diversity. It is our goal to hire a workforce that consists of: 

 

 

 

 

Programs 

Owing to Littleton's lack of diversity, Littleton Apothecary will advertise employment opportunities 

for women in Littleton, beyond Littleton in Lowell’s neighborhoods of Disproportionate Impact, 

and on various online sites: 

• Diversityjobs.com 

• Littleton Women’s Social Media Groups: Littleton Women Discussing (Facebook), 

Littleton, Mass Moms United (Facebook), Littleton Shop Local (Facebook) 

• Militaryhire.com 

• MassHire Career Center in Lowell, serving Lowell’s neighborhoods of disproportionate 

impact, as well as veterans and minorities. 

 

Measurements 
Annual analysis and improvement of our plan, to increase the diversity of our staff. 
 
Littleton Apothecary, LLC acknowledges that it shall show progress or success of our plan at least 
annually as an express condition of renewal of its licensure, with the submission of a renewal 
application to be submitted no later than 60 days prior to the date of the anniversary of the issuance 
of provisional licensure, and every year thereafter.   
 

Littleton Apothecary, LLC will adhere to the requirements set forth in 935 CMR 500.105(4) which 
provides the permitted and prohibited advertising, branding, marketing, and sponsorship practices of 
Marijuana Establishments. 
 

Littleton Apothecary, LLC acknowledges that any actions taken, or programs instituted will not 

violate the Commission’s regulations with respect to limitations on ownership or control or other 

applicable state laws. 

 

 

Littleton, 2019 

White 88.1% 

Asian 6.1% 

Two or more races 4.0% 

Hispanic 1.1% 

Black 0.4% 

Other 0.3% 

Littleton, 2019 

Population 10,200 

Male 49.5% 

Female 50.5& 

Disabled (under 65) 8.3% 

LGTBQ+ No Data 

  

35% Women  

15% Minority 

5% LQBTQ+ 

2% Veterans 

2% Disabled Persons 
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Littleton Apothecary hopes to offer the highest starting wages for Cannabis retail agents in 

Massachusetts. Littleton Apothecary’s owner will strive for full transparency and accessibility 

and foster a work ethic that focuses on Littleton Apothecary’s community-driven mission. 

 

Personnel Records 

Littleton Apothecary will maintain personnel records as a separate category of records due to 

the sensitivity and importance of information concerning employees, including registration 

status and background check records. Personnel records will be kept in a secure location or 

secure digital storage to maintain confidentiality and will only be accessible by Littleton 

Apothecary Executive management and a contracted Human Resources agency. 

 

Littleton Apothecary will keep, at a minimum, the following personnel records: 

• Job descriptions for each employee, as well as organizational charts consistent with 

the job descriptions. 

• A personnel record for each employee and/or agent. 

• A staffing plan that demonstrates safe staffing levels during business hours. 

• All background check reports obtained in accordance with 935 CMR 500.030 

 

Confidentiality 

All personnel records created or received by the Littleton Apothecary shall be assumed to be 

confidential and will be stored in a secure location or secure digital storage accessible only to 

the Executive management of Littleton Apothecary and a contracted Human Resources 

agency. 

 

These records will only be released to specific parties and under specific circumstances, such 

as: 

• If disclosure is required pursuant to a state or federal law. 

• To the individual or the individual's authorized representative, if the individual 

executes a written release in a form and manner determined by the Commission. 

• To other government officials and agencies acting within their lawful jurisdiction 

which includes, but is not limited to, law enforcement personnel. 

• To the Commission staff if required during an administrative or a judicial 

proceeding, or  

• If an individual or entity obtains an order from a court of competent jurisdiction.  

 

Hiring 

Littleton Apothecary’s management will confer on a regular basis to determine if vacancies 

are anticipated and whether specific positions need to be created in response to company 

needs.  
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Littleton Apothecary’s personnel practices will comply with the following, which will apply to 

all employment situations, including, but not limited to, hiring, terminations, promotions, 

training, wages and benefits:  

• State anti-discrimination statutes and Equal Employment Opportunity Commission 

(EEOC) requirements 

• Littleton Apothecary’s Diversity Plan 

• Background checks and references 

• Mandatory reporting of criminal convictions (and termination if necessary) 

• State and Federal Family Leave Act 

• Workplace Safety Laws 

• Workers’ Compensation 

• Any other applicable local, state, or federal employment laws, rules, or regulations. 

 

Standards of Conduct 

Littleton Apothecary is committed to maintaining an environment conducive to the health and 

well-being of customers and employees. It is our mission to provide a professional workplace 

free from harassment and discrimination for employees. Littleton Apothecary will not tolerate 

harassment or discrimination based on sex, race, color, national origin, age, religion, disability, 

sexual orientation, gender identity, gender expression, or any other trait or characteristic 

protected by any applicable federal, state, or local law or ordinance.  

 

Harassment or discrimination based on any protected trait or characteristic is contrary to 

Littleton Apothecary’s values and is a violation of the Company Code of Conduct. Harassment 

is a form of discrimination. There is a broad range of behavior that could constitute harassment. 

In general, harassment is any verbal or physical conduct that:  

• Has the purpose or effect of creating an intimidating, hostile, or offensive working 

environment, 

• Has the purpose or effect of unreasonably interfering with an individual’s work 

performance, or  

• Adversely affects an individual’s employment opportunities.  

 

Employees are expected to maintain the highest degree of professional behavior. Any 

harassment or discrimination by employees is strictly prohibited. Further, harassing or 

discriminatory behavior of non-employees directed at Littleton Apothecary employees or 

customers is also condemned and will be promptly addressed.  

 

Drug, Alcohol and Smoke Free Workplace Policy 

All Littleton Apothecary employees must comply with mandatory drug, alcohol, and smoke-free 

workplace policy as a condition of their employment.  

 

Littleton Apothecary is committed to providing a safe work environment and to promoting and 

protecting the health, safety and well-being of our employees. In order to maintain a drug, 
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alcohol and tobacco-free workplace, no employee shall engage in the unlawful manufacture, 

distribution, dispensation, possession, or use of illegal drugs, use of prescription drugs that are 

not used as prescribed, or use of any other substance that causes intoxication. Use or 

possession of drugs or alcohol as described in this policy is prohibited on the premises. 

 

This policy is intended to regulate our work environment and does not mean that any other 

conduct involving drugs, alcohol, or tobacco is necessarily acceptable or permitted. Therefore, 

the following activities and conduct by employees shall be prohibited: 

• The unlawful use, possession, solicitation for, distribution of, or sale of narcotics or 

other illegal drugs, alcohol, or tobacco on Littleton Apothecary premises. 

• The unlawful use, possession, solicitation for, distribution of, or sale of 

prescription medication. 

• Being impaired by legal drugs or under the influence of illegal drugs or alcohol 

while performing workplace duties. 

• Possession, use, solicitation for, distribution of, or sale of illegal drugs away from 

the workplace.  

 

Tobacco may be in an employee’s possession but may not be displayed and may not be used 

on the premises. 

 

Violations of this drug, alcohol and tobacco-free workplace policy are subject to disciplinary 

sanctions up to and including the termination of employment. Appropriate remedies for 

violations may include, but are not limited to, substance abuse counseling, treatment 

programs, and referral to law enforcement authorities. 

 

Violence and Weapons in the Workplace 

Any act of violence in the workplace will result in immediate dismissal of the employee, or 

removal of customer or parties involved. Law enforcement will be contacted immediately in 

the case of a violent event. Weapons are not permitted to be brought on site by employees, 

customers, or other parties. Any employee found carrying a weapon on the premises will be 

immediately terminated, and any customer found carrying a weapon on the premises will be 

asked to leave and/or the police will be notified accordingly.  

 

At-Will Employment  

In the state of Massachusetts, employment is assumed to be at-will unless otherwise stated. At-

will employment implies that employer and employee alike may terminate the work 

relationship at any given moment and for any legitimate purpose.  

 

Wrongful termination may be more difficult to prove in an at-will arrangement because of the 

freedom that each party has to end the employment. However, there are still many instances 

wherein a termination or discharge can be called wrongful, even in an at-will employment.  
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Workplace Attire  

In all cases Littleton Apothecary employees’ appearance is expected to be tidy, appropriate, and 

professional. Specific attire for Agents will vary based upon required duties. Training will cover 

the attire expected for each role and the Manager will be responsible for ensuring compliance. 

 

Policy for the Immediate Dismissal of Agents  

Per 935 CMR 500.105(l)(m)(1), Littleton Apothecary will immediately dismiss any marijuana 

establishment Agent who has diverted marijuana. This incident will be immediately reported to 

law enforcement officials and to the Commission.  

 

Littleton Apothecary will immediately dismiss any agent engaged in unsafe practices with 

regard to operation of the Cannabis Establishment, which will be reported to the Commission.  

 

Littleton Apothecary will immediately dismiss any agent who has been convicted or entered a 

guilty plea, plea of nolo contendere, or admission to sufficient facts of a felony drug offense 

involving distribution to a minor in the Commonwealth, or a like violation of the laws of another 

state, the United States or a foreign jurisdiction, or a military, territorial, or Native American 

tribal authority 

 

Written Policies  

Littleton Apothecary’s written policies will address: 

• The Family and Medical Leave Act (FMLA) 

• The Consolidated Omnibus Budget Reconciliation Act (COBRA) 

• Equal Employment Opportunity 

• The Employee Retirement Income Security Act (ERISA) 

• Disability and Workers’ Compensation 

• Holidays, Sick Time, Personal Time, Vacation, and Bereavement Leave 

• Jury Duty and Military Leaves of Absence 

• Working Hours, Pay Rates, Overtime, and Bonuses 

• Minority and Veteran Hiring Preferences 

 

Investigations  

Littleton Apothecary will set forth policies and procedures to investigate any complaints or 

concerns identified or raised internally or externally in order to stay in compliance with 935 

CMR 500. Littleton Apothecary may retain counsel specializing in employment law to assist 

with any issues and questions.  

 

Work Schedules  

Work schedules will be either part-time, full-time, or salaried, depending on the specific 

position. Schedules will be set according to current needs as determined by management. It is 

management’s responsibility to develop and implement a work schedule that provides personnel 

coverage but does not exceed what is required. 
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Meetings and Community Service 

There will be a company-wide meeting on a monthly basis, and all personnel will be notified 

if their attendance is required.  

 

All employees are encouraged to participate in, or organize, Community Service projects, and 

consideration will be given to provide paid time to complete such projects. 

 

Breaks  

Daily breaks, including lunch breaks, will comply with the laws of the Commonwealth.  

 

Performance Reviews 

Following a 90-day probationary period, semi-annual reviews will provide employees with 

feedback on their performance and evaluate their opportunities for advancement and pay 

increases.   

 

Performance reviews will be conducted by shop management. Reviews will be conducted at 

three-month intervals for new employees during the first year and at six-month intervals 

thereafter. A written synopsis must be provided to, and signed by, the employee under review. 

Reviews will be retained in each employee’s employment file. Performance reviews must 

consider both positive performance factors and areas requiring improvement.  

 

Disciplinary Policies  

Littleton Apothecary’s progressive discipline policies and procedures are designed to provide 

a structured corrective action process to improve and prevent a recurrence of undesirable 

behavior and/or performance issues. Littleton Apothecary reserves the right to combine or skip 

steps depending upon the facts of each situation and the nature of the offense.  

 

The level of disciplinary intervention may also vary. Some of the factors that will be 

considered are whether the offense is repeated despite coaching, counseling, and/or training; 

the employee's work record; and the impact the employee’s performance, conduct and/or 

attendance issues have on Littleton Apothecary as an organization.  

 

Step 1: Counseling and Verbal Warning  

Step 1 creates an opportunity for the Manager to schedule a meeting with an employee to 

bring attention to the existing performance, conduct, or attendance issue. The Manager should 

discuss with the employee the nature of the problem and/or violation of company policies and 

procedures.  

 

The Manager is expected to clearly outline expectations and steps the employee must take to 

improve performance or resolve the problem. Within five business days, the Manager will 

prepare written documentation of a Step 1 meeting. The employee will be asked to sign the 
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written documentation. The employee’s signature is needed to demonstrate the employee’s 

understanding of the issues and the corrective action needed.  

 

Step 2: Written Warning 

While it is hoped that the performance, conduct, or attendance issues that were identified in Step 

1 have been corrected, Littleton Apothecary recognizes that this may not always be the case. A 

written warning involves a more formal documentation of the performance, conduct, or 

attendance issues and consequences.   

 

During Step 2, the Manager or Executive will meet with the employee and review any additional 

incidents or information about the performance, conduct, or attendance issues as well as any 

prior relevant corrective action plans. Management will outline the consequences for the 

employee of his or her continued failure to meet performance, conduct and/or attendance 

expectations.  

 

A formal performance improvement plan (PIP) requiring the employee’s immediate and 

sustained corrective action will be issued within five business days of a Step 2 meeting. A 

warning outlining that the employee may be subject to additional discipline up to and including 

termination if immediate and sustained corrective action is not taken may also be included in the 

PIP.  

 

Step 3: Suspension and Final Written Warning  

There may be performance, conduct, or safety incidents so problematic and harmful that the 

most effective action may be the temporary removal of the employee from the workplace. When 

immediate action is necessary to ensure the safety of the employee or others, the Manager or 

Executive may suspend the employee pending the results of an investigation.  

 

Suspensions that are recommended as part of the normal progression of the progressive 

discipline policies and procedures are subject to approval from the Executive Management. 

Depending upon the seriousness of the infraction, an employee may be suspended without pay 

in full-day increments consistent with federal, state and local wage-and-hour employment laws.  

 

Nonexempt/hourly employees may not substitute or use an accrued paid vacation or sick day in 

lieu of the unpaid suspension. Pay may be restored to an employee if an investigation of the 

incident or infraction absolves the employee.  

 

Step 4: Recommendation for Termination of Employment  

The last and most serious step in the progressive discipline procedures is a recommendation to 

terminate employment. Generally, Littleton Apothecary will try to utilize the progressive steps 

of this policy by first providing warnings, a final written warning, and/or suspension from the 

workplace before proceeding to a recommendation to terminate employment.  
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However, LA reserves the right to combine and skip steps depending upon the circumstances 

of each situation and the nature of the offense, and an employee may be terminated without 

prior notice or disciplinary action.  

 

Management’s recommendation to terminate employment must be approved by the Executive. 

Nothing in this policy provides any contractual rights regarding employee discipline or 

counseling, nor should anything in this policy be read or construed as modifying or altering 

the employment-at-will relationship between Littleton Apothecary and its employees.  

 

Appeal Process  

Any employee subject to a disciplinary action will have the opportunity to present information 

on their own behalf that may challenge information management relied upon in making the 

decision to issue the disciplinary action. The purpose of this appeal process is to provide 

insight into extenuating circumstances that may have contributed to the employee’s 

performance, conduct and/or attendance issues, while allowing for an equitable solution. If an 

employee does not present information on their own behalf during a step meeting, they will 

have five business days after the meeting to present such information to the supervisor who 

conducted the meeting.  

 

Performance and Conduct Issues Not Subject to Progressive Discipline  

Behavior that is illegal is not subject to progressive discipline and may be reported to local law 

enforcement. Theft, intoxication at work, fighting and other acts of violence are also not 

subject to progressive discipline and may be grounds for immediate termination.  

 

Documentation  

Any employee subject to progressive discipline will be provided with copies of all relevant 

documentation related to the progressive discipline process, including all PIPs. The employee 

will be asked to sign copies of this documentation attesting to their receipt and understanding 

of the corrective action outlined in these documents. Copies of these documents will be placed 

in the employee’s official personnel file. 

 

Agent Background Checks  

In addition to completing the Commission’s Agent registration process, all Agents hired to 

work for Littleton Apothecary will undergo a detailed background investigation prior to being 

granted access to Littleton Apothecary premises or beginning work duties. 

 

Background checks will be conducted on all Agents in their capacity as employees of Littleton 

Apothecary, pursuant to 935 CMR 500.101(1)(b), and will be used by the Manager, Executive, 

or any other appropriate employee of LA, who will be registered with the Department of 

Criminal Justice Information Systems pursuant to 803 CMR 2.04 and the Commission for 

purposes of determining the suitability of individuals for registration as a marijuana 

establishment Agent. 
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For purposes of determining suitability based on background checks performed in accordance 

with 935 CMR 500.800, LA will consider:  

• All conditions, offenses, and violations are construed to include Massachusetts law 

or like or similar law(s) of another state, the United States or foreign jurisdiction, a 

military, territorial or Native American tribal authority, or any other jurisdiction.  

• All criminal disqualifying conditions, offenses, and violations include the crimes of 

attempt, accessory, conspiracy, and solicitation. Juvenile dispositions will not be 

considered as a factor for determining suitability.  

• Where applicable, all look back periods for criminal conditions, offenses, and 

violations included in 935 CMR 500.802 commence upon the date of disposition; 

provided, however, that if disposition results in incarceration in any institution, the 

look back period will commence upon release from incarceration.  

 

Suitability determinations will be made in accordance with the procedures set forth in 935 CMR 

500.800. In addition to the requirements established in 935 CMR 500.800, Littleton Apothecary 

will:  

• Comply with all guidance provided by the Commission and 935 CMR 500.802: 

Tables B through D to determine if the results of the background are grounds for 

Mandatory Disqualification or Presumptive Negative Suitability Determination.  

• Consider whether offense(s) or information that would result in a Presumptive 

Negative Suitability Determination under 935 CMR 500.802. In the event a 

Presumptive Negative Suitability Determination is made, Littleton Apothecary will 

consider the following factors:  

• Time since the offense or incident. 

• Age of the subject at the time of the offense or incident. 

• Nature and specific circumstances of the offense or incident. 

• Sentence imposed and length, if any, of incarceration, if criminal. 

• Penalty or discipline imposed, including damages awarded, if civil or administrative. 

• Relationship of offense or incident to nature of work to be performed. 

• Number of offenses or incidents. 

• Whether offenses or incidents were committed in association with dependence on 

drugs or alcohol from which the subject has since recovered. 

• If criminal, any relevant evidence of rehabilitation or lack thereof, such as 

information about compliance with conditions of parole or probation, including 

orders of no contact with victims and witnesses, and the subject’s conduct and 

experience since the time of the offense including, but not limited to, professional or 

educational certifications obtained, and  

• Any other relevant information, including information submitted by the subject. 

• Consider appeals of determinations of unsuitability based on claims of erroneous 

information received as part of the background check during the application process 

in accordance with 803 CMR 2.17: Requirement to Maintain a Secondary 
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Dissemination Log and 2.18: Adverse Employment Decision Based on CORI or 

Other Types of Criminal History Information Received from a Source Other than 

the DCJIS. 

 

Upon adverse determination, Littleton Apothecary will provide the applicant a copy of their 

background screening report and a pre-adverse determination letter providing the applicant 

with a copy of their right to dispute the contents of the report, who to contact to do so and the 

opportunity to provide a supplemental statement. After 10 business days, if the applicant is not 

disputing the contents of the report and any provided statement does not alter the suitability 

determination, an adverse action letter will be issued providing the applicant information on 

the final determination made by Littleton Apothecary along with any legal notices required. 

 

All suitability determinations will be documented in compliance with all requirements set 

forth in 935 CMR 500 et seq. and guidance provided by the Commission. 

 

Background screening will be conducted by an investigative firm holding the National 

Association of Professional Background Screeners (NAPBS®) Background Screening 

Credentialing Council (BSCC) accreditation and capable of performing the searches required 

by the regulations and guidance provided by the Commission. 

 

References provided by the agent will be verified at the time of hire. 

 

As deemed necessary, individuals in key positions with unique and sensitive access will 

undergo additional screening, which may include interviews with prior employers or 

colleagues. 

 

As a condition of their continued employment, Agents, volunteers, contractors, and 

subcontractors are required to renew their Program ID cards annually and submit to other 

background screening as may be required by Littleton Apothecary or the Commission. 

 

Qualifications for Employment and Training 

As per CMR 935.500.105 (2), all Littleton Apothecary registered Agents (employees) will 

complete training prior to performing any job functions. Training will be tailored to the roles 

and responsibilities of their job function, and will include a Responsible Vendor Program as 

per 935 CMR 500.105(2)(b).  

 

Staff at Littleton Apothecary will receive a minimum of eight hours of on-going training 

annually after their initial employment training. As per CMR 935.500.105(2), employees will 

also be trained regarding customer privacy and confidentiality requirements pursuant to 201 

CMR 17.00 Standards for the Protection of Personal Information of Residents of the 

Commonwealth.    
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Qualifications 

In accordance with 935 CMR 500.030, a candidate for employment as a cannabis establishment 

Agent must be 21 years of age or older. In addition, the candidate cannot have been convicted of 

a criminal offense in the Commonwealth involving the distribution of controlled substances to 

minors, or a like violation of the laws of another state, the United States, or foreign jurisdiction, 

or a military, territorial, or Native American tribal authority.  

 

Littleton Apothecary will also ensure that its employees are suitable for registration consistent 

with the provisions of 935 CMR 500.802. In the event that Littleton Apothecary discovers any 

of its Agents are not suitable for registration as a marijuana establishment Agent, the Agent’s 

employment will be terminated, and Littleton Apotehcary will notify the Commission within 

one business day that the agent is no longer associated with the establishment.  

 

Workforce 

Retail Sales Agent  

Littleton Apothecary will have an ongoing need for retail sales professionals who can 

communicate articulately and passionately with customers about a wide range of cannabis 

products while maintaining compliance with Massachusetts law.  

 

Desirable backgrounds include retail sales, consumer banking, cannabis sales, and customer 

service. Knowledge of cannabis, the varieties, and the way they are safely and effectively used 

or ingested is highly relevant. Retails Sales Agents are responsible for greeting customers, 

diligently recording customer personal data, providing product information regarding cannabis 

types and strains, and guiding customers towards suitable purchases from our product range.  

 

The Retail Sales Agent should be professional, personable, appropriately dressed, and 

knowledgeable about both the products and the industry. They will be trained by the Manager 

and will work alongside them to learn the total operation of the retail store as well as compliance 

to regulations.  

 

Both part-time and full-time positions may be available.  

 

Manager  

Our Manager is the public face of who we are, and what we stand for. The Manager must 

interface with customers, staff, law enforcement, vendors, consultants, outside contractors, and 

compliance officers. They must maintain records, have contact with the wholesaler, embrace 

customer education and understand marketing. They will train employees, help decide which 

product to carry and help determine best pricing based on market conditions.  

 

They are responsible for keeping up with all changes in local and state law regarding operation 

of the facility. The most important tasks of the Manager are to ensure security, prevent 

diversion, diligently maintain records, enforce procedures and processes, and ensure that our 
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customers receive the very best product and the very best service.  

 

All employees will be hired on a three (3) month probationary basis. During this probationary 

period, candidates will undergo a training program and will also be evaluated for suitability in 

restricted-access areas within the establishment. They will need to meet Littleton Apothecary’s 

qualifications for continued employment which will be compliance with all CCC regulations 

and LA’s policies and procedures. 

 

Training 

As required by 935 CMR 500.105(2), and prior to performing job functions, each of Littleton 

Apothecary’s Agents must successfully complete a comprehensive training program that is 

tailored to the roles and responsibilities of the agent’s job function.  

 

Training may be done on site, online, or at another suitable location and will include a detailed 

review of LA’s policies and relevant reading materials. Agent training will at least include the 

Responsible Vendor Program and eight (8) hours of on-going training annually.  

 

Responsible Vendor Program 

All of Littleton Apothecary’s Executives, Managers, and employees will attend and 

successfully complete a Responsible Vendor Program operated by an education provider 

accredited by the Commission to provide the annual minimum of two hours of responsible 

vendor training to marijuana establishment Agents.  

 

New employees will complete the Responsible Vendor Program within 90 days of the date 

they are hired. Every Executive, Manager, and employee will then successfully complete the 

program once every year thereafter. LA’s records of responsible vendor training program 

compliance will be maintained for at least four years and made available during normal 

business hours for inspection by the Commission and any other state licensing authority upon 

request.  

 

As part of the Responsible Vendor program, Littleton Apothecary’s Agents will receive 

training on a variety of topics relevant to marijuana establishment operations, including but 

not limited to the following:  

• Marijuana’s effect on the human body, including physical effects based on 

different types of marijuana products and methods of administration, and 

recognizing the visible signs of impairment. 

• Best practices for diversion prevention and prevention of sales to minors. 

• Compliance with tracking requirements. 

• Acceptable forms of identification, including verification of valid photo 

identification and medical marijuana registration and confiscation of fraudulent 

identifications. 

• Other significant state laws and rules affecting operators, such as 
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• Local and state licensing and enforcement. 

• Incident and notification requirements. 

• Administrative and criminal liability and license sanctions and court sanctions. 

• Waste disposal and health and safety standards. 

• Patrons prohibited from bringing marijuana onto licensed premises. 

• Permitted hours of sale and conduct of establishment. 

• Permitting inspections by state and local licensing and enforcement authorities. 

• Licensee responsibilities for activities occurring within licensed premises. 

• Maintenance of records and privacy issues and 

• Prohibited purchases and practices.  

 

Additional Training 

In addition to the Responsible Vendor Training pursuant to 935 CMR 500.105(2)(b), training 

will include but not be limited to 

• Legal/compliance training covering all applicable laws and regulations at the local, 

state, and federal levels. Legal training documents and agenda will receive consistent 

review by an attorney to ensure accurate and up to date legalities. 

• Work Ethics training will cover LA’s general rules, sexual harassment, and effective 

interaction with law enforcement personnel. All employees will be required to sign 

off on training. 

• Operational safety and compliance training will cover all required elements of safety 

and security. Employees will also undergo job specific training, etc. Employees will 

also be trained on how to respond in crises such as robbery, theft, earthquake or acts 

of terrorism. Employees will be instructed that the manager on duty is in charge 

during an emergency to minimize confusion. Annually, staff will be trained to 

address 

• Individual roles and responsibilities during a fire emergency or drill. 

• Threats, hazards, and protective actions regarding fire safety. 

• Notification, warning, and communications procedures in the event of a fire 

emergency. 

• Means for locating family members in an emergency. 

• Emergency response procedures. 

• Evacuation, shelter, and accountability procedures. 

• Location and use of common emergency equipment including fire extinguishers and 

fire alarms. 

• Emergency shutdown procedures.  

 

Ongoing Training & Education 

All workers will be initially trained by management or approved professional training firms, and 

a copy of the training manual will always be easily available for employee/staff review. The 

manual outlines safety, policies, standards, procedures, how to operate equipment and all other 

information relevant to serving customers and operating the site in a safe, secure manner.  
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Training sessions will be conducted regularly to re-familiarize and review standards, 

procedure, safety and equipment operations with an emphasis on expanding worker 

knowledge and comfortability. Workers are encouraged to request additional training 

materials that will be provided to them at no cost and shared with all workers pending 

management approval.  

 

Regular skill-building sessions and workshops in the areas of safety, customer advocacy, 

community service and more are provided to workers at no cost. Workers are encouraged to 

request skill-building sessions based on their experiences serving customers and their 

observations onsite and within the community.  

 

Training Plan 

In addition to Responsible Vendor Program, new employees will undergo a 4-day training 

program.  

Day 1 

• Introduction and new hire paperwork onboarding – 2 hours 

• Employee manual review – 2 hours 

• Lunch – 30 minutes 

• City and State compliance – 2 hours 

• POS training – 2 hours 

Day 2  

• City and State compliance – 2 hours 

• Product training – 2 hours (emphasis on leaf) 

• Lunch – 30 minutes 

• Product training 4 hours (leaf) 

Day 3  

• Security and ID check training – 2 hours 

• Product Training – 2 hours (oils and extracts)  

• Lunch – 30 minutes 

• Product training – 2 hours (edibles) 

• Product training – 2 hours (ancillary items, glass and vaporizers) 

Day 4  

• Overview and questions from first 3 days – 2 hours 

• Bud Tender training – 2 hours (sales and customer service training)  

• Lunch – 30 minutes 

• Bud Tender training – 4 hours (role playing, understanding how to pitch products, 

working with difficult customers, etc.) 

 

Training Documentation 

All training, whether new employee, Responsible Vendor Program, or ongoing training, will 

be documented with a signed statement including the name and job title of the employee, the 

time, date, and place that they received said training, the topics discussed, and the name and 

title of the presenters. 
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Littleton Apothecary financial records will be maintained according to generally accepted 

accounting principles, and available for inspection by the Commission upon request. 

 

Financial Records will include (but are not limited to) 

• Inventory Records. 

• METRC and Point-of-Sale Records. 

• Assets and Liabilities. 

• Monetary Transactions 

• Supporting documents including, but not limited to: ledgers, agreements, checks, 

statements, vouchers, and invoices. 

• Sales records including the quantity, form, and cost of all cannabis products sold. 

• All payments, including salary and wages, stipends, reimbursements, executive 

compensation, bonuses, benefits, or any item of value or payment in kind, paid to all 

employees, executives, or any other person having direct or indirect control over 

Littleton Apothecary. 

 

If Littleton Apothecary ceases operations/closes, all financial records will be kept for at least 

two years, at the expense of Littleton Apothecary.  

 

Littleton Apothecary will utilize IndicaOnline as a Point-of-Sale System and will conduct a 

monthly analysis of its equipment and sales data to determine that no malicious software has 

been installed which could manipulate or alter sales data. Records of this monthly analysis, 

which will be available upon request to the Commission. If Littleton Apothecary determines 

that such malicious software has been installed, or that any other methods have been used to 

manipulate or alter sales data we will immediately disclose this information to the Commission 

and cooperate in any subsequent investigation. 

 

We will comply with all Dept of Revenue Record Retention and recordkeeping requirements 

and will maintain separate Point of Sale systems for Marijuana and Non-Marijuana product 

sales. The CCC and Department of Revenue may audit and examine our Point of Sale system in 

order to ensure compliance with applicable Massachusetts tax laws and Adult use Marijuana 

laws. 

 

Our accounting firm and banking institution will train our bookkeeper in all bookkeeping and 

record keeping procedures that relate to adult-use cannabis businesses. 



 86 

 

Littleton Apothecary will utilize a point-of-sale software software package that will integrate 

with METRC seed-to-sale inventory tracking software to record sales and utilize separate 

accounting practices for cannabis and non-cannabis products. Our record keeping will comply 

with 830 CMR 62C.25.1. 

 

All accounting, inventory and seed-to-sale tracking records, waste disposal records, as well as 

employee records, training certifications, and written operational procedures, will be available 

for inspection by the CCC upon request at all times. In addition, typical business records (assets 

& liabilities, books of accounts, sales records, transactions, salaries, etc.) will be kept and 

available to the CCC in accordance with 935 CMR 500.105(9). All records will be kept 

electronically onsite at Littleton Apothecary, and when appropriate for confidentiality purposes, 

with our legal and/or accounting firms, and Human Resources contractor. Additionally, all 

Littleton Apothecary computers and point-of-sale hardware will be automatically backed up 

nightly utilizing a secure, cloud-based backup service.  

 

Following closure of Littleton Apothecary, all records will be kept at LA expense for a 

minimum of two years in a form and location acceptable to the CCC. 

 

Monthly analyses of equipment and sales data will be performed by Littleton Apothecary to 

determine that no potentially harmful or manipulative software has been installed. The 

discovery of any such software will be disclosed immediately to the CCC. 

 

Financial Records and the General Ledger will be maintained by Management and Littleton 

Apothecary’s accounting firm. 

 

LA shall maintain records in accordance with generally accepted accounting principles. All 

written records required in any section of 935 CMR 500.000 are subject to inspection, in 

addition to written operating procedures as required by 935 CMR 500.105(1), inventory records 

as required by 935 CMR 500.105(8) and seed-to-sale tracking records for all marijuana 

products are required by 935 CMR 500.105(8)e. 

 

Personnel records will also be maintained, in accordance with 935 CMR 500.105(9)(d), 

including but not limited to job descriptions and/or employment contracts each employee, 

organizational charts, staffing plans, periodic performance evaluations, verification of 

references, employment contracts, documentation of all required training, including training 

regarding privacy and confidentiality agreements and the signed statement confirming the date, 

time and place that training was received, record of disciplinaw action, notice of completed 

responsible vendor training and eight-hour duty training, personnel policies and procedures, and 

background checks obtained in accordance with 935 CMR 500.030. Personnel records will be 

maintained for at least 12 months after termination of the individual's affiliation with LA, in 

accordance with 935 CMR 500.1 05(9)(d)(2). Additionally, business records will be maintained 

in accordance with 935 CMR 500.105(9)(e) as well as waste disposal records pursuant to 935 

CMR 500.105(9)(f) as required under 935 CMR 500.10502). 
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Visitor Log 

LA will maintain a visitor log that documents all authorized visitors to the facility, including 

outside vendors, contractors, and visitors, in accordance with 935 CMR 500.1 IO(4)(e). All 

visitors must show proper identification and be logged in and out; that log shall be available for 

inspection by the Commission at all times. 

 

Real-Time Inventory Records 

LA will maintain real-time inventory records, including at minimum, an inventory of all 

marijuana and marijuana products received from wholesalers, ready for sale to wholesale 

customers, and all damaged, defective, expired, or contaminated marijuana and marijuana 

products awaiting disposal, in accordance with 935 CMR 500.105(8). Real-time inventory 

records may be accessed via METRC, the Commonwealth's seed-to-sale tracking software of 

record. LA will continuously maintain hard copy documentation of all inventory records. The 

record of each inventory shall include, at a minimum, the date of inventory, a summary of 

inventory findings, and the names, signatures, and titles of the individuals who conducted the 

inventory. 

 

Manifests 

LA will maintain records of all manifests for no less than one year and make them available to 

the Commission upon request, in accordance with 935 CMR 500.105(f). Manifests will include, 

at a minimum, the originating Licensed Marijuana Establishment Agent's (LME) name, 

address, and registration number; the names and registration number of the marijuana 

establishment agent who transported the marijuana products; the names and registration number 

of the marijuana establishment agent who prepared the manifest; the destination LME name, 

address, and registration number; a description of marijuana products being transported, 

including the weight and form or type of product; the mileage of the transporting vehicle at 

departure from origination LME and the mileage upon arrival at the destination LME, as well 

as the mileage upon returning to the originating LME; the date and time of departure from the 

originating LME and arrival at destination LME; a signature line for the marijuana 

establishment agent who receives the marijuana; the weight and inventory before departure and 

upon receipt; the date and time that the transported products were re-weighted and re-

inventoried; and the vehicle make, model, and license plate number. LA will maintain records 

of all manifests. 

 

Incident Reports 

LA will maintain incident reporting records notifying appropriate law enforcement authorities 

and the Commission about any breach of security immediately, and in no instance, more than 

24 hours following the discovery of the breach, in accordance with 935 CMR 500.1 10(7). 

Incident reporting notification shall occur, but not be limited to, during the following occasions: 

discovery of discrepancies identified during inventory; diversion, theft, or loss of any marijuana 

product; any criminal action involving or occurring on or in the Marijuana Establishment 

premises; and suspicious act involving the sale, cultivation, distribution, processing or 

production of marijuana by any person; unauthorized destruction of marijuana; any loss or 
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unauthorized alteration of records relating to marijuana; an alarm activation or other event that 

requires response by public safety personnel or security personnel privately engaged by the 

Marijuana Establishment; the failure of any security alarm due to a loss of electrical power or 

mechanical malfunction that is expected to last more than eight hours; or any other breach of 

security. 

 

LA shall, within ten calendar days, provide notice to the Commission of any incident described 

in 935 CMR 500. I IO(7)(a) by submitting an incident report in the form and manner 

determined by the Commission which details the circumstances of the event, any corrective 

action taken, and confirmation that the appropriate law enforcement authorities were notified. 

LA shall maintain all documentation relating to an incident for not less than one year or the 

duration of an open investigation, whichever is longer, and made available to the Commission 

and law enforcement authorities upon request. 

 

Transportation Logs 

In the event that LA operates its own vehicle to transport marijuana products, it will maintain a 

transportation log of all destinations traveled, trip dates and times, starting and ending mileage 

of each trip, and any emergency stops. including the reason for the stop. duration, location, and 

any activities of personnel existing the vehicle, as required by 935 CMR 500.1 15(13). LA shall 

retain all transportation logs for no less than a year and make them available to the Commission 

upon request. 

 

Security Audits 

LA will, on an annual basis, obtain at its own expense, a security system audit by a vendor 

approved by the Commission, in accordance with 935 CMR 500.1 10(8). A report of the audit 

will be submitted, in a form and manner determined by the Commission, no later than 30 

calendar days after the audit is conducted. If the audit identifies concerns related to LA's 

security system, LA will also submit a plan to mitigate those concerns within ten business days 

of submitting the audit. 

 

Confidential Records 

LA will ensure that all confidential information, including but not limited to employee 

personnel records, financial reports, inventory records and manifests, business plans, and other 

documents are kept safeguarded and private, in accordance with 935 CMR 500.105(1 )(k). All 

confidential hard copy records will be stored in lockable filing cabinets within the Director of 

Compliance's Office. No keys or passwords will be left in locks, doors, in unrestricted access 

areas, unattended, or otherwise left accessible to anyone other than the responsible authorized 

personnel. All confidential electronic files will be safeguarded by a protected network and 

password protections, as appropriate and required by the Commission. All hard copy 

confidential records will be shredded when no longer needed. 
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Littleton Apothecary plans to modify an existing commercial multi-unit building to create a 

retail cannabis establishment. Only the interior of the building is being changed, and the 

changes do not represent a significant alteration to the structure. In addition, Littleton 

Apothecary is only occupying one of six units in the building, and so will share heating/cooling 

and other energy infrastructure with other tenants. 

 

During our buildout phase we will work with our architect and engineer to identify and as many 

energy saving strategies as possible. 

 

In addition, Littleton Apothecary will implement, as much as is feasible, the following energy 

saving strategies: 

• Increasing or adding insulation. 

• Installing ‘smart’ thermostats to identify periods where heating/cooling loads can be 

reduced 

• Installing LED lighting  

• Ensuring that the restrooms use low flow toilets and sinks. 

• Coordinating with the HVAC contractor to identify any energy saving opportunities. 

• Evaluating the efficacy of switching the kitchen(s) in the space to on-demand hot 

water heaters. 

 

On a go-forward basis, any replacements or upgrades of heating/cooling, lighting, plumbing, 

and retail equipment (for example, POS stations) will include energy efficiency as part of its 

criteria for evaluation. 

 

In consideration of renewable energy: Littleton Electric Light and Water Department 

(LELWD), the municipal electric utility which will provide Littleton Apothecary with its water 

and electricity, is a forward-looking local utility which focuses on purchasing renewable energy 

futures and local power generation (e.g. local small scale solar). Last year more than 30% of its 

energy was generated from renewable sources. 

 

Littleton Apothecary will investigate rooftop solar arrays to generate electricity, and rooftop 

solar hot water to provide both hot water and heat for the space.  

 

Littleton Apothecary acknowledges that once a Provisional License is issued, Littleton 

Apothecary, at the Architectural Review stage, will submit further information to demonstrate 

actual consideration of energy reduction opportunities, use of renewable energy and renewable 

energy generation, including a list of opportunities that were considered and information that 

demonstrates actual engagement with energy efficiency programs and any financial incentives 

received. This information will include whether opportunities are being implemented, will be 

implemented at a later date, or are not planned to be implemented. 

 

Littleton Apothecary will also include a summary of information that was considered to make 
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the decision (i.e. costs, available incentives, and bill savings). Littleton Apothecary will engage 

in either a Mass Save audit or coordinate with our local municipal electric company to conduct 

an audit, which will be included in the summary.    

 

As part of our written operating procedures we will conduct an annual energy audit and request 

regular meetings with our municipal utilities to identify energy efficiency programs, incentives, 

opportunities, and areas for Littleton Apothecary to optimize its energy usage.  

 

Littleton Apothecary is committed to considering how to optimally use energy early in the 

facility design process and continually assess new opportunities for reduced energy usage and 

costs. Littleton Apothecary will use best management practices to reduce energy and water 

usage, engage in energy consideration, and mitigate other environmental impacts. 

 

Littleton Apothecary will meet all applicable environmental laws and regulations; receive 

permits and other applicable approvals, including those related to water quality and solid and 

hazardous waste management, as a requirement of obtaining a final license. 
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In the interest of public safety and our business relationships, we will not reveal our supplier 

details, nor the details of our wholesale product agreements to the Town of Littleton Planning 

Board and the public record. These details will be available to the Cannabis Control 

Commission and Chief Pinard upon request.  

 

Littleton Apothecary will source all of its cannabis and cannabis-infused products from duly-

licensed Massachusetts cultivators and manufacturers, and all products will be tracked and 

recorded with state-mandated METRC Seed-to-Sale Tracking software. 

 

We have established relationships with licensed wholesaler cultivators and manufacturers to 

ensure that we will have immediate access to cannabis inventory from opening day onward.  

 

Littleton Apothecary will strive to adapt our product offerings to meet consumer demands and 

preferences and to ensure that we are only selling the highest quality products all in strict 

adherence with all applicable security and safety regulations.  

 

Our preferred suppliers are Cannabis Micro-Businesses and other independent producers, and 

we look to source between 500 and 3000 pounds of cannabis flower or equivalent manufactured 

products each calendar year. 

 

There is no way to accurately predict, at this early stage, the quantity of cannabis to be sold at 

Littleton Apothecary. 
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August 24, 2020 

 

Dear Planning Board, 
 
Even though Littleton Apothecary is not a cultivator, manufacturer, tester, or researcher of marijuana or 
marijuana products, I thought I’d offer this written statement anyway. Just in case. 
 
I confirm that no marijuana or marijuana products will be smoked, burned or consumed on the premises of 
Littleton Apothecary.  
 
Yours Truly, 
 
 
 
 
Christine Nordhaus, Proprietor 
Littleton Apothecary, LLC. 
160 Ayer Road, Suite 4 
Littleton, MA 01460 
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Fifty-one (51) parking spaces are required to accommodate all of the businesses at 160 Ayer Road. There 
will be sixty-six (66). In a lot with 66 parking spaces, three handicapped parking spaces, one of which must 
accommodate a van, are required. There will be four to five (4-5) handicapped spaces, two of which could 
accommodate vans.  

In planning for the future, I have chosen to add a handicapped parking spot in front of Units 1 & 2, even 
though this may reduce the overall number of available parking spaces to 65. In front of Units 3 & 4, the 
Site Plan shows two handicapped parking spaces, both appropriate for accommodating a van. When the 
parking lot is striped and signs are installed, I may choose not to have one of the spaces painted to 
identify it as a handicapped parking space.  
 
If the time comes that I hire an employee who requires a handicapped parking space, I will have the space 
painted to identify it as a handicapped spot and install a sign identifying it as handicapped employee 
parking.  
 
My goal for Littleton Apothecary is to offer an inclusive and accessible shop and workplace, with a staff 
that represents the entire community of Littleton. 

Proposed parking along the front of the building 
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Employees, security personnel and deliveries will use the rear entrance to Unit 4. The parking spaces closest 

to the door will be reserved for my vehicle and security personnel. Chief Pinard and I agree that customer 

traffic should not circulate to the rear of the building, and that only employees should park to the rear of the 

building. Delivery vehicles (typically mini-van sized), strictly monitored by security personnel, will pull up to 

the concrete steps for unloading. 

Signs with the following messages (approximate) will be placed visibly and in accordance with CCC 

requirements and Littleton Ordinances: 

Do Not Enter: Deliveries and Employee Parking Only. Violators will be Towed 

Loading Zone: No Parking. Violators will be Towed 

Security Parking Only. Violators will be Towed 

Reserved for Christine Nordhaus. Violators will be Towed 

 

Because our Security Monitoring Room will always be staffed, Security Personnel will know instantly if 

someone is parking behind Littleton Apothecary. Any unauthorized vehicles will be dealt with immediately by 

trained security professionals.  

 

 

  

Proposed parking near the rear entrance of Littleton Apothecary 
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1Source: Cannabis Control Commission Open Data platform: https://opendata.mass-cannabis-control.com/ 

There was a lot of press about traffic problems when the first shops opened but then Gage opened in 
Ayer and we got a more realistic look at what to expect. During an October Select Board meeting last 
year, Chief Pinard said, “Because of traffic concerns, I did go look at the one in Ayer and there were not 
really any issues whatsoever. I talked to the chief, talked to their security consultant. Traffic was not an 
issue.” 
 

I identified my target market as Littleton and surrounding towns that have retail cannabis bans in place: 
Acton, Boxboro, Concord, Groton, Westford. When planning for traffic patterns, I looked at Google Maps 
to see what routes were suggested. From various addresses in Concord and Acton, Google Maps sends 
people to the Taylor Street exit off Route 2. Groton folks will take Willow Street to the light. Westford and 
Boxboro people would take Exit 30 off 495.  
 

Green International Affiliates performed a Traffic Flow Study for Ayer Road a couple of years ago which is 
still ongoing. The heaviest traffic volume on Ayer Road is during morning rush hour. Littleton Apothecary 
won’t open until 10 or 11 am, mitigating all traffic impact during that time. 

 

Adding together both lanes of traffic, Ayer Road sees over 25,000 vehicles per day. Average cannabis 
shops in Massachusetts are doing 2-300 sales transactions/day1. Donelan’s does 1,000 on an average 
weekday. If every transaction is associated with a single vehicle that wasn’t already passing by, Littleton 
Apothecary could potentially increase traffic on Ayer Road by 1%. 
 
Littleton Police Department will provide traffic details at Chief Pinard’s discretion.  

Fig. 1: Ayer Road Traffic Study by Green International Affiliates 
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Cannabis Control Commission sales data shows Saturday as the busiest day. Littleton Apothecary will be 
closed one weekday each week. This means the potential for impacting traffic four out of ten rush hours.  
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