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Cannabis Life Cycle SOPs 

The following steps will be taken to ensure the quality of the medical cannabis, including purity 
and consistency of dose and the presence of potential contaminants. This includes standard 
operating procedures, a description of the testing process and frequency, and plans to engage 
with a lab to conduct the testing. The following processes also include seed to sale tracking ina 
accordance with §11-850-61 to ensure all cannabis and cannabis products are constantly 
secured throughout the life cycle. 

Starting From Seed 

There are several methods of germinating cannabis seeds. The vegetative zone manager will 
work with the dispensary manager to determine when and which varieties of seeds to 
germinate. Our process will be as follows: 

1. Determine variety to germinate 
2. Prepare the necessary tools for seed germination starting with a clean container that will 

hold at least 8 oz. of filtered room temperature water 
3. Soak the seeds in the water for 24 hours. At first, the seeds will float on the surface of 

the water, but as the seeds begin to germinate, their surfaces will open allowing them to 
take on water and sink to the bottom. The seeds on the bottom of the container are 
germinated and can now be planted in an appropriate medium. Log results. 

4. After soaking, place the seeds between two paper towels and place the paper towels 
between two plates turned to face each other. Place the plates in the propagation 
cabinet in propagation portion of the dispensary and wait 24-48 additional hours. The 
seeds will be visibly germinated at this point and can be transplanted. Log results. 

5. Once a seed is germinated, it will be given a unit number, batch number, tracking tag, 
and will be logged and entered into the SIS so tracking can begin. 

Planting seedlings 

Once a seed has germinated, the vegetative manager will plant the seed in a prepared 
medium. Seeds should always be planted in small containers to establish a basic root system 
before being transplanted into larger containers. 

1. Prepare planting medium 
2. Fill 12 oz. container three-quarters of the way full with medium 
3. Remove a pinch of medium from the center leaving a hole .25 inches deep 
4. Water the medium with living water 
5. Place germinated seed in the small hole and cover lightly with moist medium 
6. Container is labeled with tag and location and all pertinent data is recorded into the SIS 
7. Place planted containers on shelves under T5 lighting 
8. Check daily for sprouts 
9. Once the plant is 1 inch tall, add .5 inches of medium 



10. Repeat additional medium applications up to 2 times, until the plant has a sturdy 
base 

11. Water seedlings when they feel dry at the surface 
12. Transplant when plants require water daily 

Determining Sex in the Cannabis Plant 

Cannabis is a dioecious plant species meaning its flowers are either male or female. The 
zone manager responsible for the flowering of genetics from seed shall monitor flowering 
plants daily for signs of being male. It is important to note that even if a plant has shown white 
pistols coming from its branches, it could still be hermaphroditic especially if the seed origins 
were of a feminized variety. If a plant is determined to be male, it is either returned to 
vegetative for future breeding or destroyed or disposed of in a manner consistent with waste 
disposal procedures, and logged accordingly. 

 Male cannabis plant 

Male plants will grow distinct ball-like sacs. Once they open, a fine powder is released (pollen) 
that is dispersed throughout the room on the slightest breeze. The zone manager will take the 
most care to eliminate contamination risk when removing and destroying male plants. 

Sexing a Cannabis Plant 

All cannabis started from seed will be flowered in a separate and distinct section of the 
dispensary where pollen is not able to travel into other flowering sections of the facility and 
potentially contaminate other batches of cannabis. The designated flowering zone manager 
will oversee the flowering of all plants from seed within their designated batch. 

1. Plants will be monitored daily for sign of being male. 
2. Once a plant has been determined to be male, it will be removed from the flowering 

room and destroyed. If the plant is determined to be good for breeding, it may be cloned 
prior to being destroyed. 

3. Remove a male by placing a plastic trash bag over the entire plant and secure the bag 
tightly at the bottom of the stem by the base of the plant. Cut at the base and follow 
green waste procedures. 

4. Remove male plant from plant inventory. 
5. Dispose of the plant following green waste procedures. 
6. Continue to monitor remaining plants, even females, for signs of being male or 

hermaphroditic. 
7. All hermaphroditic plants should be treated just as males and disposed of in the same 

manner. 



Seed Storage 

All seeds shall be labeled, logged, sealed airtight containers and stored in the genetic storage 
cooler. The vegetative zone manager is responsible for seed storage. 

Feminized vs. Regular: Feminized seeds are seeds that have been bred by forcing a female 
plant to become hermaphroditic and fertilize itself in order to produce an all-female crop. These 
seeds have a greater propensity to be hermaphrodite and must be monitored closely when 
flowering. 

Cloning Cannabis Plants 

Clones are genetic copies of the mother plant therefore all mother plants must be determined 
suitable for cloning by the vegetative manager. The vegetative manager shall be responsible 
for selecting strains to be cloned in order to meet the demands of each flowering zone. Any 
terminal shoot at least three inches long can be turned into a clone; however, the top of the 
mother plant will have the freshest, softest material for cloning, and cloning from top down 
helps avoid mother plants that are too tall for the ceiling height within the growing space. 

A mother plant is a female plant reserved in a continuous vegetative state for the purpose of 
taking cuttings. The cuttings from the mother plant are grown and flowered to produce the final 
product. The vegetative manager shall ensure that healthy mother plants are maintained at all 
times to ensure healthy clones through the following procedures: 

• Mother plants shall be watered with a well-balanced nutrient formula that is 
high nitrogen. 

• The mother plant shall be sufficient in size prior to cloning. 

• Super cropping and topping techniques shall be followed to increase the number 
of cloning sites on each mother plant. 

• Avoid taking too many cuttings from a mother plant; leave at least 2/3 for future 
cloning, and allow at least 1 week between cloning sessions for the mother to recover 
from stress. 

Materials needed for cloning: Rubbing alcohol, cutting board, scissors, new razor blades, 
cloning gel (for organic use honey), small container, distilled or reverse osmosis (RO) water, 
vinyl work gloves, and cloning medium 

Cloning mediums: Rockwool cubes, rapid rooter cubes, coco coir cups, aeraponic systems 

Procedure for taking clones: The vegetative manager will train a dedicated zone manager 
for the propagation of all clones. 

The vegetative manager will identify and approve a mother plant to be cloned. 



 Cloning Process 

The cloning manager will prepare all tools and surfaces by wiping them clean with 90% 
rubbing alcohol and will then follow this protocol: 

1. Fill clean empty glass with distilled or RO water. 
2. Prepare cloning medium by moistening with filtered water. 
3. Take clean scissors and place them into the cloning medium 1.25 inches deep to 

ensure a clean hole for planting the cutting. 
4. Place the cutting board on a clean stainless steel-working surface. 
5. Place the cloning medium and several brand new razors next to the cutting 

board. 
6. Select suitable cuttings, which are a minimum of three to four inches in length 

and have at least three leaf nodes. 
7. Using scissors, remove several suitable cuttings from the mother plant. 
8. Quickly cut and remove lower leaf nodes and place in the cup of water. 
9. Place cup with cuttings next to the cutting board. 
10. Remove cutting from the water and prepare to make a final clean cut with the 

razor blade. 
11. Place the cutting on the cutting board and slice the base at a 45- degree angle 

directly below a leaf node for best results. 
12. Cut and remove all lower fan leaves, any large fan leaves near the top should be 

cut in half. 
13. Immediately dip the cut end of the clone into the cloning gel (rooting hormone), 

and place into the prepared growing medium. (If using an aeraponic cloner, skip 
the dip, and place the bare stem into the cloning machine.) 

14. Place the finished tray of cuttings into the hot house or under a propagation 
dome. Lighting should be t5 florescent or similar. 

15. Ensure humidity remains at 80% and temperature remains at 80 degrees. 
16. After 7 days, remove all weak cuttings. Cuttings that are standing strong shall 

enter the tracking system. 
17. As soon as a cutting is removed from the mother plant it shall be given a unit 

number, batch number, RFID tracking tag, logged and entered into the SIS so 
tracking can begin. 

 Watering Clones 

10-14 days after cuttings have been taken, the root system should be established 
enough to allow the uptake of nutrients. From this time until transplanted into 
containers, the cloning manager shall ensure proper care is taken to ensure healthy 
plants for transplanting. 



When cloning medium begins to dry out, the first watering shall consist of beneficial 
microbes. Mix microbial mixture (Rhysotonic, or great white shark) into living water. 
Lightly water clones each time the growing medium achieves a 50% moisture level. 
Aeraponic clones shall have Rhysotonic added to the reservoir after visible roots 
appear. When the substrate begins to show a second sign of dryness, apply a light 
vegetative nutrient at 25-50% strength. 

 Cloning Hot House 

A minimum of one room within the vegetative area of the dispensary shall be 
maintained as a hot house. The hot house shall meet all environmental standards and 
be fully enabled to maintain a room temperature of 80° Fahrenheit and a humidity level 
of 80%. 

 Transplanting Clones 

Once a clone is fully rooted, it is ready to be transplanted and moved into the V2 zone 
of the dispensary. The vegetative manager will ensure all clones are transplanted, 
labeled, tagged with RFID and that each transfer is logged and tracked in the SIS. 
He/she will prepare all materials needed for transplanting and perform transplanting 
procedures. The following procedures shall be followed whenever transplanting: 

1. Collect materials for transplanting clones: Half-gallon to two-gallon pots (size to 
be determined by dispensary manager), Quantum semi-soil or TLO soil, small 
shovel, vinyl work gloves, great white shark or similar mycorrhizae product. 

2. Ensure entire working area is clean. 
3. Determine the number of clones to be transplanted. 
4. Fill clean pots half way with planting medium. 
5. Sprinkle .25 tsp. of GWS onto surface of planting medium, lightly stir with fingers. 
6. Gently place the clone into the pot, and cover the root zone and the bottom of 

the stem with additional soil. The stem could be covered .5 to 1.5 inches and 
there should be at least one inch of space remaining between the top of the soil 
and the top of the planting container. Do not pack the substrate; soil should be 
light and fluffy for the fastest root growth. 

7. Ensure each plant is tagged with RFID tracking, labeled and logged into SIS, 
and the data recorded. 

 Watering Transplants 

Post transplanting, plants require special attention in watering to ensure proper root 
development. The vegetative manager shall ensure all new transplants are given water 
and nutrients by the following process: 



1. Prepare vegetative nutrient solution. 
2. Water plant's current root zone. 
3. Wait until nearly dry, water entire container. 
4. Wait until nearly dry, add GWS to nutrient solution, water entire container. 

Vegetative Phase: Setting up for Success 

The vegetative phase is incredibly important for the final outcome of the plant. During this 
phase, plants must create healthy root zones, a strong healthy stem, and a robust branching 
system. This supportive plant architecture will allow the plant to reach MGP producing large 
beautiful flowers. 

Timeliness and consistency throughout the vegetative process will allow for accurate planning 
throughout the dispensary and enable patient needs to be met. The vegetative manager is 
responsible for preparing the plants for all future flowering zones. Each plant should reach its 
pre- determined full size prior to being transferred into its designated flowering zone. The 
vegetative manager must have full awareness of the timeliness and demands set forth by the 
flowering schedule and plan accordingly. 

 Early Vegetative (V2) 

During the early vegetative phase, the main focus is establishing an inner root ball 
within a smaller container and pruning the plant to achieve a robust branching system. 

All plants in V2 will be in one-gallon containers for a three to four week period. Lighting 
in the V2 stage will consist of t5s, 315 ceramics, 600-watt metal halides with blue 
spectrum, or induction lighting. 

All plants will be tracked by scanning RFID tags and documented into the SIS upon 
being transferred from V2 to V3. Data will be recorded. 

 Late Vegetative/Pre-flowering (V3) 

As the cannabis plant grows in size, the root zone will need to expand. When seeking to 
achieve MGP, the substrate demands increase to allow for larger more robust root 
zones. The vegetative manager shall ensure pre-flowering vegetative plants are 
transplanted so that there will be 25-30 gallons of substrate per flowering light. During 
the pre- flowering stage, plants are transplanted into the final container size to allow for 
larger growth. Conditions in pre-flowering need to mimic flowering conditions so plants 
can be prepared to produce large healthy flowers in their final phase of growth. 



• Transplanting Vegetative Plants 

Once the root zone has matured, a plant is ready to be transplanted into a larger 
container. A plant can only flourish while its roots zone is healthy and growing. The 
vegetative manager will transplant into the final phase container a minimum of two 
weeks prior to flowering. 

Container Size: The vegetative manager will utilize 20-30 gallons of substrate per 
light for final phase growth in order to achieve MGP. 

Choosing container size: Determine how many plants will be grown under each light 
in the flowering zone. Plant numbers are based on a plant growth speed; i.e. if a 
cannabis strain grows very slowly, the number of plants must be increased to meet 
the timeline of the dispensary. 

Indicas typically grow slower so it is assumed there may be smaller plants per light, 
whereas sativa plants grow quicker so there may be fewer larger plants per light. 

Once the number of plants per light is determined, calculate the amount of substrate 
and container size: 

• 7-9 plants: 3 gallon 

• 6 plants: 4 gallon 

• 5 plants: 5 gallon 

• 3-4 plants: 7 gallon 

Materials: Containers, substrate (TLO or QSS), small shovel 

Transplanting process: The vegetative manager will oversee the transplanting 
process as follows: 

1. Thoroughly clean the transplanting area and any containers that are not new. 
2. Move the batch of plants to be transplanted into the transplant area. 
3. Fill several containers half way with substrate. 
4. Sprinkle mycorrhizae onto surface of substrate and mix with fingers. 
5. Place the stem of the plant between your fingers and turn the plant upside down. 
6. If the plant does not slip out of the container with ease, gently squeeze the sides 

of the container. 
7. Once the plant slips out, place your fingers under the root ball in the center and 

gently spread the roots. 
8. Place the plant in the large container. 
9. Using the small shovel, cover the small plant until the stem is covered a minimum 

of 1 inch by substrate. There should be 1.5-2 inches of space left at the top of the 
pot. 

10. Hand water with vegetative nutrient solution. 
11. Scan tag and move into the V3 zone designated for the batch. Record data. 



 Pre-Flowering (V3) 

The pre-flowering phase is the final phase of vegetative growth. During this phase, we 
are focused on creating a full canopy before plants enter the flowering zone. The 
vegetative manager shall ensure plants have strong lighting, CO2, quality nutrients, and 
ample space in order to gain sufficient size. 1,000-watt metal halide lamps with blue 
spectrum bulbs are currently recommended for this phase of growth. 

Prior to being transferred from V3 to any flowering zone, all plants must have their RFID 
scanned and location moved within the SIS. All data will be recorded at the time of 
transfer. 

 Flowering F1-F20 

The designated flowering zone is where a batch will be induced into a flowering state by 
receiving 12 hours of un-interrupted darkness. The flowering manager shall ensure all 
lighting is of the highest quality, the environmental controls are perfectly set and 
working, and each zone remains clean. The flowering manager shall ensure proper 
plant manicuring and fertilization occur within each flowering zone. Flowering zones are 
separated into nine distinct rooms based on the average length of time plants spend 
producing flowers. 

 Late Flowering 

During the late flowering stage, the flowering zone manager will prepare the plant for 
harvest via the following processes: 

Flushing: During the flushing phase, the flowering zone manager will stop giving plants 
all nutrients and instead seek to purge all remaining nutrients from the substrate by 
forcing fresh water through the plant's root system. The following process shall be used 
through each flowering zone to prepare plants for harvest and ensure the highest quality 
finished product: 

o Determine the plants to be flushed a minimum of 14 days prior to harvest. 
o Water each plant at its normal watering schedule with an abundance of fresh water. 
o Sufficient run-off should be attained during each flushing session in order to strip 

away all remaining sugars and salts. 

Materials for flushing finished plants: 2 gallons of living water for every gallon of 
substrate within each zone. 



Advanced Growing Techniques 

Both the vegetative and flowering team shall use the following techniques in a timely manner 
to ensure plants reach MGP, maintain product efficacy, and create consistency in dosage: 

Topping 

Topping a plant consists of removing the top shoot or shoots in order to force a plant to send 
its energy to lower branches. When a plant is topped, each lower branch becomes a main 
stem, thus turning one plant into multiple smaller plants that share one main stem and root 
system. All topping occurs in the vegetative stages of plant growth. The vegetative manager 
will ensure all plants are topped in order to achieve the appropriate branching structure. 
Correct topping procedure follows: 

1. The first topping shall be done when the plant has achieved 3-4 nodes. 
2. With scissors, snip off the tip of the plant between the 3rd and 4th node. 
3. Remove the bottom nodes so that four branches remain. 

Materials for Topping Plants: Sharp, clean scissors.  

Super Cropping 

Super cropping is similar to topping a plant in that the goal is to slow down the growth of an 
aggressive stem in order to allow the lower foliage to catch up, resulting in a bushier plant with 
more overall colas. The vegetative manager shall utilize super cropping after the plant has 
been topped several times, i.e. in the pre-flowering stage of growth to prepare the plant for 
SCROGing in the flowering stage. 

Super cropping process: Super cropping involves the bending of the highest stems in order 
to equalize the plant's energy between branches resulting in an even upper canopy. The 
vegetative manager shall super crop plants in the pre-flowering phase by the following 
process: 

1. Determine the desired canopy height. 
2. While wearing gloves, take one of the tallest branches and massage it between two 

fingers until it starts to weaken and bend. Shaking, pinching, and rolling between the 
fingers may all be necessary to achieve the proper bend. 

3. Try not to snap the stem, but instead weaken it away from the light in order to expose 
lower tops so they can catch up to the upper canopy. 

SCROG 

"Screen of green" is a variant of the traditional "sea of green" where the goal is to have an all 
cola garden. The main difference between the two methods is in sea of green, each plant only 



has one cola, where as in SCROG, plants are encouraged to have multiple colas. Both 
methods have their place in cannabis gardening as certain varieties reach their MGP under 
different conditions; meaning, some plants cannot reach MGP unless they are grown to a large 
size and some plants will reach MGP at smaller sizes. 

Each flowering zone manager will ensure that the plants within their designated zone are 
properly SCROG’d by the following processes: 

 Net t ing  

The first step in SCROGing is preparing the screen. Two flowering zone employees 
shall install a net from the frame surrounding each table in the zone. 

Process for netting: 

1. Unwrap netting material and unwind it along the side of the table to be netted. 
2. One person on each end will stretch the net open at its width. 
3. Carry the net over the top of the plants on both ends. 
4. Wiggle the net down into the canopy so that the upper five inches are exposed. 
5. Affix the net evenly to the framing using zip ties. 

Materials for netting: Nylon net, zip ties  

 SCROGing 

The SCROGing process involves weaving the plants through the net so that each 
flowering top receives an equal amount of light in the optimal light zone. The flowering 
zone manager will SCROG each area so that the maximum numbers of flowering tops 
receive optimal lighting. SCROGing occurs during the early flowering phase (weeks two 
to three). 

Process for SCROGing: 

1. Once Plants in the Flowering Room reach a height where the plants branch 

structure has been pruned enough to determine which branches will be most 

likely to reach their MGP, netting should be stretched over the plants and 

anchored to the poles mounted on the outside of the tables. This netting is to 

provide a structural trellis through which branches may be placed in order to 

spread the flowers out ensuring each Flower receives optimal lighting. 

2. Determine which branches will be threaded through the netting. Be sure to utilize 

the Step Stool to view the Canopy as a whole. 

3. Without damaging or over stressing the plants, gently thread the branches 

through the netting making sure to utilize the entire surface area of the net. 



4. While watering and Pruning, evaluate the current state of each plant and the 

canopy as a whole and adjust the SCROG accordingly to continually optimize the 

MGP of each plant. 

Materials for SCROGing: Vinyl gloves 



Product Handling 

Harvest, drying, and curing must all be handled with the utmost care to prevent contamination 
from mold and foreign substances. When a plant is harvested at the dispensary, it is carefully 
placed in a clean carrying vessel to be moved to the laboratory grade trimming and processing 
room. 

All plants shall immediately have their leaves removed to allow adequate airflow around the 
flower while it is hung to dry in a room with a humidity level below 50%. Fans move the air 
while humidity is reduced further over the next few days allowing all flowers to decrease their 
moisture content to below 15%. 

Flowers are then safe to place in containers where their moisture content is reduced to less 
than 10%. During this time, the bud is slowly turned allowing all plant terpenes to be released 
and evenly coat the entire batch creating a consistent smell and flavor profile. 

Prior to being trimmed and cured, the processing team will segregate all harvested cannabis 
flower into their designated pre-determined homogenized batches. All segregated batches will 
be maintained in a secure, climate-controlled location suitable for the prevention of product 
contamination or efficacy loss. 



Harvesting 

The flowering zone manager will work with the dispensary cultivation manager to determine a 
timeline for each batch within the flowering zone. Once a batch has a confirmed harvest date, 
the processing manager shall initiate the harvest of that particular batch. The processing 
manager shall ensure that upon harvest each batch is tag scanned, weighed, transferred and 
data recorded. The following process will be used to harvest each plant within a batch: 

Process for harvesting: 

1. Scan tag for harvest. 
2. Cut the plant at the base as close to the soil as possible. 
3. Weigh the entire plant and record in the log. 
4. Place plant on the stainless steel table. Stainless steel table should be free from 

debris and wiped with alcohol. 
5. Repeat the process until the table is full. 
6. Transfer the product to the processing room and record new location and all other 

pertinent information. 
7. Record total batch weight on log sheet and Biotrack. 
8. Immediately remove fan leaves and begin trimming and drying process. 



Phase 1 Processing 

Post-Harvest – Batch Segregation 

The processing manager will ensure each batch remains segregated to avoid cross 
contamination and in order to maintain strict inventory control. Each batch will be clearly 
labeled and tagged with RFID and its exact location will be clearly defined and tracked at all 
times. 

The processing manager will ensure each batch remains segregated to avoid cross 
contamination and in order to maintain strict inventory control. Each batch will be clearly 
labeled and tagged with RFID and its exact location will be clearly defined and tracked at all 
times. 

Processing/Wet Trimming 

Immediately after harvest all products from a selected batch are processed for drying. The 
processing manager shall follow the following process for trimming all cannabis: 

1. Designate staff members that will trim the given batch. 
2. Cut the plant into individual stems no longer than 18 inch sections. 
3. Remove all fan leaves and place in green waste. 
4. Remove sugar trim with sharp/clean scissors, and place all sugar trim in the proper sugar 

trim drying section to be prepared for the extraction process. Place the stem between two 
fingers and slowly spin each flower toward the scissors to remove fan leaf. 

5. Ensure each cannabis pistillate inflorescence has all yellow or brown material removed. 
6. Hang each trimmed stem from a hanger. 
7. Once the batch is trimmed, move each hanger into the designated drying room for the 

particular batch. Scan and record data. 

Dispose of gloves before leaving the trimming room. 

Materials/tools for trimming and processing: Sharp/clean spring loaded scissors, vinyl 
gloves, stainless steel working tables, rubbing alcohol, hanging rack, hangers, etc. 

Processing/Dry Trimming 

Immediately after harvest all products from a selected batch are processed for drying. Dry 
trimming is ideal for smaller crops. The processing manager shall follow the following process 
for dry trimming all cannabis: 

1. Ensure adequate staff members are available to trim the given batch. 
2. Ensure that all work surfaces and tools are clean and sanitized. 



3. Hangers containing dried flowers still attached to stems should be pulled from the drying 
room using the Rolling Hanger Cart as instructed by the Processing Manager. 

4. Select a Flower Stem from the hanger and move it to the Screen Table. 
5. Remove individual Flowers from the stem, placing the stems in the Stem Storage 

Bucket. 
6. Trim fan leaves and Larf material from each individual flower. 
7. Trim discolored flowers. 

Materials/tools for trimming and processing: Sharp/clean spring loaded scissors, vinyl 
gloves, stainless steel working tables, rubbing alcohol, hanging rack, hangers, etc. 

Drying 

The drying process consists of slowly removing the majority of moisture from finished cannabis 
in a manner that preserves and increases the efficacy of each batch. Harvested cannabis has 
moisture content of approximately 80%. During the drying process the moisture is slowly 
reduced to 15% and then moved into the curing phase to further reduce the moisture content 
to 8% so it can be safely sealed. 

. Stem drying cannabis 

Cannabis that has been trimmed on the stem can also be dried on the stem. Stem 
drying ultimately creates the highest quality finished product. 

1. Prepare hanger by labeling with batch RFID and all pertinent information 
including strain. 

2. After trimming, hang individual stems on a hanger until the hanger is loosely full. 
3. Hang hangers on wall rack designed for stem drying. 
4. Scan batch tag and record location and all pertaining data in SIS. 

Materials for stem drying: Hangers, vinyl gloves, wall hanging system 

. Screen drying cannabis 

When it is necessary to trim cannabis flowers off the stem, the processing manager 
will utilize a screen drying system to remove moisture from the flowers and prepare 
each batch for final curing. 

1. Label screen with batch RFID and all pertinent information including strain type 
and harvest date. 

2. After flowers are trimmed, place on drying screen and insert screen into racking 
system. 

3. Scan batch RFID and record location and all pertaining data in SIS. 



Materials for screen drying: Drying screen system, vinyl gloves. 

Curing 

Curing is the process of slowly removing moisture content from 15% down to 8% in order to 
remove the remaining chlorophyll and sugars from flowers and prepare them for packaging or 
processing into extraction form. The processing manager will utilize the following process to 
ensure cannabis is cured properly: 

1. Label container with batch tag and all pertinent information including strain and harvest 
date. 

2. Place cannabis into container no higher than the fill line. 
3. Seal the container and log moisture level. 
4. Scan Batch barcode tag and record location and all other pertinent information. 
5. When moisture level increases by 10 points, open the valve on the lid and allow 

moisture level to reduce. May take one to five hours. 
6. When moisture level holds firm at pre-determined level for two days, cannabis is 

properly dried. 
7. Open lid valve every two days for remaining days in the 14-day period. 
8. Rotate container daily. 
9. After 14 days, cannabis shall be sealed to await testing and test results. 

Materials for curing: Curing containers, vinyl gloves. 

Secured Storage 

After the processing manager has determined that a batch has been fully dried and cured, that 
batch will be weighed, sealed, and secured within the storage vault until the batch has been 
tested and approved for distribution. The processing manager shall scan each batch and 
record all data in the SIS. 

Sealing Product 

Each batch of cannabis must be sealed and stored after it has dried and cured in order 
to maintain optimal moisture content. The processing team will seal each batch of dried 
and cured cannabis through the following process: 

1. Prepare a sample from each batch prior to sealing. See testing. 
2. Place empty storage vessel on scale and determine tare weight. 
3. Fill vessel with cannabis. 
4. Record weight and location of cannabis in the SIS. 
5. Label container with batch, strain, and weight. 
6. Place lid tightly on container. 
7. Insert vacuum into insertion hole on container lid. 
8. Turn on vacuum for the appropriate amount of time to remove all air from the vessel. 



Materials for sealing: Vacuum, cannabis containers, large capacity scale. 

Testing 

After curing and before any processing or packaging, the processing manager shall make 
samples from each batch available to an independent laboratory for testing. The sample shall 
be weighed, RFID scanned, and all data shall be recorded on the SIS prior to be removed from 
the secured curing area. The laboratory employee will select and prepare several random 
samples from every batch sample in order to ensure the quality, purity, and consistency of dose 
through a statistical approach. The laboratory staff will then test each random sample for 
harmful microbiological contaminants, mycotoxins, heavy metals and pesticide chemical 
residue. In addition, each sample will also be tested for active ingredients including but not 
limited to cannabinoid profiling for the following: THC, THCa, CBD, CBDa, and CBN. Under no 
circumstances shall cannabis batches awaiting contamination results and active ingredient 
analysis be included in a cannabis product or sold to a retail dispensary facility prior to the time 
that the laboratory has provided those results, in writing, to the dispensary management team. 

If samples from a batch are tested and do not fall within state accepted health and safety 
levels for any of the above mentioned contaminants or any additional contaminants the state 
does not deem for distribution, it is the dispensary's policy to destroy and remove any 
contaminated product in a manner consistent with state compliance for the policy for disposal 
of green waste. 

As soon as a batch sample passes the microbiological, mycotoxin, heavy metal and pesticide 
chemical residue test, the entire batch will be released for immediate manufacturing, 
packaging and labeling for transport and sale to a dispensary facility. 

An electronic copy of all test results will be filed by laboratory staff for any batch that does not 
meet the standards set for microbiological, mycotoxin, heavy metal or pesticide chemical 
residue tests. These results will also be sent to dispensary staff within the same time frame. 
The laboratory staff will also maintain a comprehensive record of test results and make them 
available to state and local officials, and or the public, as needed. 

The dispensary compliance manager will provide test results for each batch of cannabis used 
in any product purchased by a dispensary facility to that dispensary facility to be made 
available upon request to all qualifying patients, primary caregivers, and any physician who 
has certified a qualifying patient. 

Packaging 

The dispensary shall not release or sell any part of a lot of usable cannabis until all required 
assurance testing has been completed in compliance with §11-850-85 subsection (j) . All 
cannabis is to be held in the secured pre-testing storage vault while awaiting test results. 



 

 

 

1. All usable cannabis shall be packaged in child-resistant packaging. 
2. Label is opaque so that the product cannot be seen from the outside of the 

packaging 
3. Protect the contents from contamination and will not impart any toxic or 

deleterious substance to the usable cannabis or cannabis product 
4. Contains no more than ten milligrams tetrahydrocannabinol for one dose, serving, 

or single wrapped item. 
5. No manufactured cannabis product that is sold in a pack of multiple doses, servings, or 

single wrapped items, or any containers of oils, shall contain a total of more than one 
hundred milligrams of tetrahydrocannabinol per pack or container. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

Standard Operating Procedures 

 

For all the activities inside the facility, a Standard Operating Procedure  will be issued. A sample of 
some procedures cand be found below.  

At this point, not all procedures are fully ready; this is a snapshot of the work to be done. 

During the pre operational phase, when building renovation is taking place, all procedures will be 
finalized. 

. 
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Title Pruning Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Vegetative/Flowering Gustavo Monteiro, CEO 26/07/2020 
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STANDARD OPERATING PROCEDURES 

 

Title Pruning Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Vegetative/Flowering Gustavo Monteiro, CEO 26/07/2020 

4. Remove dry/dead leaves. 

 

5. View the collective canopy of the plants being pruned. Consideration should be given to 

maintaining a uniform canopy. 

6. Trimmed green waste should be collected when the pruning for the entire room is complete. 
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STANDARD OPERATING PROCEDURES 

 

Title Pruning Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Vegetative/Flowering Gustavo Monteiro, CEO 26/07/2020 
 

 

7. Green waste should be recorded and disposed of according to the Green Waste 
Disposal SOP. 

 

6. Prerequisites 

Sharp/clean spring-loaded scissors, vinyl gloves, green waste bucket, rolling stool, eye protection.
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Title Flushing Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Flowering Gustavo Monteiro, CEO 26/07/2020 

1. Purpose/Objective 

To purpose of this document is to accurately describe how to remove any remaining fertilizers 

used in the cultivation process form the final cannabis plant material. 

2. Scope 

This procedure applies to the last two weeks of the cannabis plant life cycle.  

3. Background 

During the late flowering stage all nutrients shall be leached from the growing medium so 

each plant will be forced to use all remaining nutrients within its cellular tissue and the final 

product will be clean. Flushing will purge all remaining nutrients from the substrate by 

forcing fresh water through the plant's root system. 

4. Responsibilities 

The flowering zone manager is responsible for flushing plants.  
l . ,  r  • N  "  "  
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Title Flushing Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Flowering Gustavo Monteiro, CEO 26/07/2020 

 

5. Flushing Procedure 

1. Determine the plants to be flushed a minimum of 14 days prior to harvest. 

, 
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Title Flushing Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Flowering Gustavo Monteiro, CEO 26/07/2020 

3. Water each plant at its normal watering schedule with an abundance of fresh water.  

 

4. Ensure that sufficient run-off is attained during each flushing session in order to strip away all 

remaining nutrients. 

 

6. Prerequisites 
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Title Flushing Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Flowering Gustavo Monteiro, CEO 26/07/2020 

 

Filtered, aerated (living) water, hose. 
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Title Harvesting Cannabis Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 
 

1. Purpose/Objective 

The purpose of this procedure is to harvest cannabis in order to ensure proper yield.  

2. Scope 

This procedure applies to the harvesting of cannabis plants. 

3. Background 

Harvest, drying, and curing must all be handled with the utmost care to prevent contamination 

from mold and foreign substances. When a plant is harvested at the manufacturing facility, it is 

carefully placed in a clean carrying vessel to be moved to the laboratory grade trimming and 

processing room. 

4. Responsibilities 

The flowering zone manager will work with the cultivation manager to determine a timeline for 

harvest for each batch within the flowering zone. Once a batch has a confirmed harvest date, the 

processing manager shall initiate the harvest of that particular batch. The processing manager 

shall ensure that upon harvest each batch is scanned, weighed, transferred, and the data 

recorded. 
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STANDARD OPERATING PROCEDURES 

 

Title Harvesting Cannabis Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 
 

5. Harvesting Cannabis Procedure 

1. Scan plant for harvest. 

 

2. Cut the plant at the base as close to the soil as possible. 
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Title Harvesting Cannabis Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 

 

3. Weigh the entire plant and record information on the harvest log and data system.  

4. Place plant on the stainless steel table. Stainless steel table should be free from debris and 

wiped with alcohol. 
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STANDARD OPERATING PROCEDURES 

 

Title Harvesting Cannabis Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 

5. Repeat the process until the table is full. 

 

6. Transfer the product to the processing room and record new location and all other 

pertinent information. 
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Title Harvesting Cannabis Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 

7. Record total batch weight on log sheet and Biotrack. 

 

8. Immediately remove fan leaves and begin trimming and drying process.  

 

6. Prerequisites 

STANDARD OPERATING PROCEDURES  



 

 

Harvest sheers, vinyl gloves, large capacity scale, harvest table (stainless steel table with 

casters). 
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Title Wet Trimming Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 
 

1. Purpose/Objective 

To purpose of this procedure is to accurately describe the post-harvest wet trimming process. 

2. Scope 

This procedure applies to the harvesting process. 

3. Background 

Immediately after harvest all products from a selected batch are processed for drying. Prior to 

being trimmed and cured, the processing team will segregate all harvested cannabis flower into 

their designated pre-determined homogenized batches. All segregated batches will be maintained 

in a secure, climate-controlled location suitable for the prevention of product contamination or 

efficacy loss. Each batch will be clearly labeled and tagged and its exact location will be clearly 

defined and tracked at all times. 

4. Responsibilities 

The processing manager will ensure all trimming procedures are followed each batch remains 

segregated to avoid cross contamination and in order to maintain strict inventory control. The 

processing manager will ensure that adequate workflow is maintained. 
III 



 

 

VEILIGGROEIEN 
 

Title Wet Trimming Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 
 

5. Wet Tr imming 

1. Designate staff members to trim the given batch. 

 

2. Cut the plant into individual stems no longer than 18 inch sections. 

 

STANDARD OPERATING PROCEDURES  
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Title Wet Trimming Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 
 

3.  Remove all fan leaves and place in green waste containers. 

4. Remove sugar trim with sharp/clean scissors, and place all sugar trim in the proper sugar trim 

drying section to be prepared for the extraction process. Place the stem between two fingers and 

slowly spin each flower toward the scissors to remove fan leaf. 
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Title Wet Trimming Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 

5. Ensure each cannabis pistillate inflorescence has all yellow or brown material removed. 

 

6. Hang each trimmed stem from a hanger. 

 

STANDARD OPERATING PROCEDURES  
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STANDARD OPERATING PROCEDURES 

 

Title Wet Trimming Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 

7. Once the batch is trimmed, move each hanger into the designated drying room for the 

particular batch. Scan and record data. 

 

8. Dispose of gloves before leaving the trimming room. 

 

6. Prerequisites 
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Title Wet Trimming Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Harvest Gustavo Monteiro, CEO 26/07/2020 

 

Sharp/clean spring loaded scissors, vinyl gloves, stainless steel working tables, rubbing alcohol, hanging 

rack, hangers. 
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Title Dry Trimming Document ID  Rev. 01 

Function Approved By Effective Date 

Processing Gustavo Monteiro, CEO 26/07/2020 

1. Purpose/Objective 

This Procedure will accurately describe the post-harvest dry trimming process. 

2. Scope 

This procedure will take place in the Trimming Room.  

3. Background 

Immediately after harvest all products from a selected batch are processed for drying. Prior to being 

trimmed and cured, the processing team will segregate all harvested cannabis flower into their 

designated pre-determined homogenized batches. 

All segregated batches will be maintained in a secure, climate-controlled location suitable for the 

prevention of product contamination or efficacy loss. Each batch will be clearly labeled and tagged with 

tag and its exact location will be clearly defined and tracked at all times. 

4. Responsibilities 

The Processing Manager will ensure all trimming procedures are followed and that each batch 

remains segregated to avoid cross contamination and in order to maintain strict inventory 

control. 

5. Procedure 

STEP 1: Ensure adequate staff members are available to trim the given batch. STEP 

2: Ensure that all work surfaces and tools are clean and sanitized. 

STEP 2: Hangers containing dried flowers still attached to stems should be pulled from the drying 

room using the Rolling Hanger Cart as instructed by the Processing Manager who has moved those 

those tags in BioTrack to reflect their new location. 

STEP 3: Select a Flower Stem from the hanger and move it to the Screen Table.  

STEP 4: Remove individual Flowers from the stem, placing the stems in the Stem Storage 

Bucket. 

STEP 5: Trim fan leaves and Larf material from each individual flower.  

STEP 6: Trim discolored flowers. 
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Title Dry Trimming Document ID  Rev. 01 

Function Approved By Effective Date 

Processing Gustavo Monteiro, CEO 26/07/2020 

STEP 7: After processing 3 to 4 stems, trimmings and trimmed flowers should be placed in the 

appropriate Storage Buckets for weighing and tracking in BioTrack. 

STEP 8: Once the designated batch has been trimmed, the Processing Manager will ensure that all 

product is collected, weighed and recorded in BioTrack. 

6. Prerequisites 

Sharp/clean spring loaded scissors, vinyl gloves, stainless steel working tables, rubbing alcohol, hanging 

rack, hangers, Eye protection, Screen Tables.
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Title Complaint Files Document ID  Rev. 01 

Title Approved by Date 

Administrative Gustavo 

Monteiro, CEO 

26/07/2020 

• Reply to complainant 

4. In Case of an Investigation 

• Maintain a written record including the findings of the investigation and follow-up 

• Maintain the record or copy of the record of the investigation at the establishment where the 

investigation occurred in accordance with 21 CFR § 211.180. 

5. In Case No Investigation Occurs 

• Maintain a written record of the reason that an investigation was found not to be 

necessary and the name of the responsible person making such a determination. 

6. Prerequisites 

None.  
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Title Reverse Osmosis (RO) Water 

System Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Facilities Gustavo Monteiro, CEO 26/07/2020 
 

1. Purpose/Objective 

The purpose of this procedure is to maintain functional operations of the Reverse Osmosis (RO) water 

operations and equipment maintenance. 

2. Scope 

This procedure applies to the Reverse Osmosis water system and all of its components.  

3. Background 

The Reverse Osmosis water system is a water purification system that uses a membrane to 

remove certain impurities from the city water supply. It may also be used to clean runoff water 

from cultivation activities. Proper maintenance is critical to avoid equipment failures and water 

contamination. 

4. Responsibilities 

The cultivation manager and cultivation employees or designated contractors are responsible for 

maintaining the RO water system. 
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Title Reverse Osmosis (RO) Water 
System Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Facilities Gustavo Monteiro, CEO 26/07/2020 

 

5. RO Maintenance Procedure 

1. Make sure that plenty of salt is available. 
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Title Reverse Osmosis (RO) Water 
System Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Facilities Gustavo Monteiro, CEO 26/07/2020 

 

3. Ensure that pressure is more than 40 otherwise the equipment will not function correctly. 

SpectraGuard 225 

1,
1/RONIA X

 

• 
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Title Reverse Osmosis (RO) Water 

System Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Facilities Gustavo Monteiro, CEO 26/07/2020 

5. Check maintenance logs for scheduled maintenance. The maintenance log is attached to 

equipment. 

 

5.1 Rotate slave pumps WEEKLY 

5.2 Change water filter ANNUALLY 

5.3 Change PZE valve ANNUALLY 

6. Prerequisites 

Salt, water, SpectraGuard, Maintenance Logs, RO water system, new filter (when necessary), new 

PZE valve (when necessary. 

  

STANDARD OPERATING PROCEDURES  
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Title Identifying Nutrient Deficiencies 

Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Cultivation Gustavo Monteiro, CEO 26/07/2020 
 

1. Purpose/Objective 

Being able to identify and treat nutrient deficiencies is crucial to the overall health of the cannabis 

plants. This procedure will help to identify specific nutrient deficiencies and provide instruction on 

correcting them in a timely and cost-effective manner. 

2. Scope 

This procedure will be utilized during all phases of the maturation of all cannabis plants by the 

individuals tasked with the oversite, as well as, the direct care of the plants. 

3. Background 

Nutrient deficiencies can severely impact the overall health and yield of the cannabis plants. 

This procedure should be used by any and all individuals tasked with the care of the plants 

through the entire cultivation process. Being able to quickly identify and treat each specific 

nutrient deficiency is critical. 

4. Responsibilities 

Supervisors and Agents directly responsible for the care of the plants throughout the 

Cultivation process should be familiar with this procedure. 



 

 

VEILIGGROEIEN 
Title Identifying Nutrient Deficiencies 

Procedure 
Document ID  Rev. 01 

Function Approved By Effective Date 

Cultivation Gustavo Monteiro, CEO 26/07/2020 
 

5. Identifying Nutrient Deficiencies Procedure 

1. Assess the overall health of the plants under your care making sure to identify any plants 
with apparent nutrient deficiencies as Described in the Operations Manual. 

 

1. Immediately report any problem plants to your direct Supervisor. 

 
  

STANDARD OPERATING PROCEDURES 
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Title Identifying Nutrient Deficiencies 
Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Cultivation Gustavo Monteiro, CEO 26/07/2020 

 

3. Check applicable Zone Logs to help identify breakdowns in procedure that may have led 
to the apparent deficiency. 
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Title Identifying Nutrient Deficiencies 

Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Cultivation Gustavo Monteiro, CEO 26/07/2020 
 

6. Prerequisites 

Access to a living water source, pH Meter, access to Zone logs, and a working  

understanding of Nutrient deficiencies, causes and treatments are required to carry out this 

procedure. 



 

 

 

VEILIGGROEIEN 
 

STANDARD OPERATING PROCEDURES 

 

Title Gnat Nix Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Flowering Gustavo Monteiro, CEO 26/07/2020 
 

1. Purpose/Objective 

To ensure proper control of fungus and the correct application of Gnat Nix. 

2. Scope 

This procedure applies to fungus protection applications of Gnat Nix. 

3. Background 

Gnat Nix is a non-chemical way to get fungus gnats out of the plants. Gnat Nix is a recycled glass 
material that needs to be applied as a top-dress to the plants. It's effective wet or dry and is 
applicable at every stage of a gnat's life cycle from larva to adult. 

4. Responsibilities 

All cultivation employees responsible for managing the application of Gnat Nix. 

5. Environment, Health, & Safety 

 

 

This product contains pulverized glass particles. Employees must wear Personal 
Protective Equipment when handling this product and take care to avoid skin 
exposure or inhalation. Wear safety goggles and dust masks when applying product 
and read all manufacturer's instructions before beginning. 
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Flowering Gustavo Monteiro, CEO 26/07/2020 

6. Procedure Name  

1. Fill 500 mL scoop with Gnat Nix.  

!Pr 

 

2. Pour Gnat Nix on semi soil. 

 

STANDARD OPERATING PROCEDURES 
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Title Gnat Nix Procedure Document ID  Rev. 01 

Function Approved By Effective Date 

Flowering Gustavo Monteiro, CEO 26/07/2020 

3. Spread Gnat 

 

Gnat Nix, 500mL 

 

Nix with gloved fingertips until even (approximately 1/2 to 3/4 inch application) 
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goggles. 
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mask, safety scoop, gloves, dust 
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Document ID  Rev. 01 

Function Approved By Effective Date 

Cultivation Gustavo Monteiro, CEO 26/07/2020 
 

1. Purpose/Objective 

The purpose of this procedure is confirm that correct lighting intensity is maintained 
throughout the plant growing cycle to ensure a healthy, robust cannabis plant with 
maximum yield and expected cannabinoid content. 

2. Scope 

This procedure applies to all phases of the cultivation process. 

3. Background 

Light intensity can vary by lighting fixture, bulb, light placement, plant height, and plant 
placement. Measuring light intensity is the only way to ensure that plants are receiving the 
proper amount of light. 

4. Responsibilities 

The Cultivation Manager is responsible for using a light meter to measure light intensity. 
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Title Measuring Light Intensity 

Procedure 

Document ID  Rev. 01 

Function Approved By Effective Date 

Cultivation Gustavo Monteiro, CEO 26/07/2020 
 

5. Measuring Light Intensity Procedure 

1. Place light meter under the light and record light meter reading.  

Micromoles: Micromole is a quantum unit, which quantifies the number of photons 

used in photosynthesis by measuring the amount of photons that fall within one square 

meter. Plants grow faster and stronger in conditions up to 1500 umol. Plants continue 

to up take more water up to 2000 umol, however plant health begins to decrease 

above 1500 umol. 

DLI: Daily light integral is the measurement of micromoles plants receive in a 24-hour 

period. Plants that receive a low DLI typically show delayed growth and development. 

 
0. Compare measurements to Required Lighting Standards as advised by the Cultivation 

Manager. 

6. Prerequisites 

n /a  
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Title Background Checks Document ID  Rev. 01 

Function Approved by Date 

Security Gustavo Monteiro, CEO 26/07/2020 

1. Purpose/Objective 

The purpose of this SOP is to establish procedure for conducting and maintaining current 

background checks on those required by HAR §11-850-17(a). 

2. Scope 

This procedure applies to: 

2.1 Dispensary licensee; 

2.2A11 officers, directors, shareholders with at least twenty-five percent ownership interest or 

more, members, and managers of an entity licensee; 

2.3 Each employee of a dispensary; 

2.4 Each subcontractor of a dispensary; 

2.5A11 officers, directors, shareholders with at least twenty-five percent ownership interest or 

more, members and managers of a subcontracted production center or retail dispensing  

location; 

2.6 Each employee of a subcontracted procuction center or retail dispensing location; 

2.7Any person permitted to enter or remain in dispensary facilities pursuant to sections 329 -  

D-6, 329D-15 (a) (4), and 329D-16 (a) (3), HRS; and 

2.8 Agents of any of the above persons. 

3. Background 

As a condition of licensure to operate a dispensary, current background checks must be 

maintained for compliance. MMMD will consider background checks no older than 12 months as current 

unless determined otherwise by the Department. 

4. Responsibilities 

All dispensary managers are responsible for ensuring that new hires are informed that they must 

inform their manager within 3 days if they are ever arrested. Employees are responsible for 

reporting to management. The Director of Security will ensure these reports are forwarded to the 

Department if required and will ensure annual backround checks are conducted as required.  

5. Procedure 



 

 

5.1 Each person requiring background checks will provide pertainent information to conduct a 

background check and with their signature will authorize MMMD to conduct background 
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Function Approved by Date 

Security Gustavo Monteiro, CEO 26/07/2020 

checks. The authorization form will not expire for the term of employment or 

contract employment and will serve as authorization until such relationship is 

terminated. 

5.2 All personnel will be informed they are required to report any arrest to their 

manager within 3 days after their arrest or their employment or contracted 

employment may be terminated. 

5.2.1 All reported arrests will be reviewed by the Director of Security to determine 

whether or not the Department must be notified. 

5.2.2 If it is determined that the arrest is for a criminal act that requires reporting to the 

Department, the Director of Security will ensure the Department is notified in a 

manner determined as appropriate by the Department. 

5.3 The HR Manager of the dispensary will provide a list of personnel who 

need to have background checks conducted no later than 10 months after 

the current background check on file was conducted. This will allow 60 

days for a background check to be conducted and placed on file as an 

annual requirement. 

5.4 Contractors and vendors will conduct background checks on their employees 

requesting access to the dispensary facilities as a condition of their contracts and will 

provide them on an annual basis. 

5.5 Upon receipt of notice of the need to conduct background checks, the Director of 

Security 

will ensure these background checks are conducted and sent to the HR 

Manager for inclusion in employee files. 

5.5.1 The Director of Security or his designee will conduct the background checks. 

5.5.2 Any revelation of convictions requiring reporting to the Department will be 

reported. 

6. Prerequisites 

Authorization to Conduct Background Check form 

  



 

 

 


