Employee Handbook

We have carefully selected you as a staff member because we believe you will
thrive in our organization and contribute to the success of our brand. We believe
that consistent, ethical and quality performance in all of our endeavors is the key

to success and will result in loyal and mutually beneficial relationships. Cheers!



The Employee Handbook establishes policies, procedures, benefits and working conditions that will be followed by
all employees as a condition of their employment with Treeworks.

Treeworks strives to provide an employee-friendly environment in which goal-oriented individuals thrive. Our
company's commitment to serving customers and providing quality products and services is unwavering. These
policies, procedures and working conditions provide a work environment in which both customer and employee
interests are served.

Treeworks is an equal opportunity employer. Religion, age, gender, national origin, sexual orientation, race or color
does not affect employment decisions including hiring, promotion, development opportunities, pay or benefits. We
offer fair treatment of employees based on merit and comply with all applicable federal, state and local labor laws.
Consistent with Massachusetts law, employment with Treeworks is on an “at-will” basis, which means that either
an employee or Treeworks may terminate the employment relationship at any time, for any reason, with or
without cause. This handbook is not a contract of employment nor is it intended to create contractual obligations
for the company of any kind or alter the at-will employment relationships between and our employees. Only a
written agreement, signed by the President of Treeworks can change the at-will nature of the employment of any
individual.

No provision in this handbook can be waived without written permission from Treekworks’ President or designee.
Please review the policies, procedures, working conditions and benefits described in this handbook. You will be
asked to affirm that you have read and understood your receipt of this employee handbook.



e Providing competitively priced high-quality products and service

e Being up to date on new technologies that may benefit Treeworks and its employees and business
partners

e Rewarding employee achievement

e Serving and supporting the community and positively impact areas that have been disproportionately
adversely impacted by illegal drug use and trafficking

e Building partnerships inside and tangential to the industry

e Exceeding customer expectation

We are a cannabis company that is dedicated to the creation of life enhancing products. We create a values-driven
company culture, and act as a positive force in our community.

Happiness
Branches
e Make good and timely decisions
e  Work well with others
e Take space to enjoy yourself and the world
e Foster an environment of positive reinforcement

Branches
e Progressive and flexible vision -encouraging multiple viewpoints and ideas
e Cannabis products to fit a variety of consumer needs
e Find solutions to problems that arise

Focus
Branches
®  Prioritize tasks and see them out unto completion
e High attention to detail and quality standard
e Patience when facing adversity
e Communicate effectively



Treeworks maintains specific policies in an attempt to assist employees in adhering to certain standards of conduct.
These policies are in place to preserve the Company’s reputation and prevent adverse consequences to all parties
involved. This particular policy is designed to establish standards of conduct with respect to payments and political
contributions.

Prohibition of Improper Payments

Treeworks requires all employees to only use lawful practices involving payments to customers, political parties,
officials, candidates or governmental authorities. As a result, kickbacks and bribes offered with the intent of
inducing or rewarding specific buying decisions or actions are strictly prohibited. No Treeworks employee may offer
to make direct or indirect payments of value in the form of compensation, gifts or contributions to any of the
following:

o Persons or firms employed by or acting on behalf of a customer (private or governmental) for the purpose
of rewarding favorable actions in a transaction.

o Any governmental officials, political parties or officials of a party or candidate for political office, for the
purpose of rewarding favorable actions or influence of the official, party or candidate.

These restrictions are not applicable to ordinary, reasonable business entertainment expenses and gifts of no
substantial value. Management should exercise sound judgment and discretion with regard to controlling and
authorizing these business expenses on a regular basis.

Political Contributions

Treeworks will not make any contributions to any political party or candidate for political office in violation of
federal or state law.

Reporting to Management

Any employee who must authorize, make or agree to a payment that may be contrary to this policy must report
this information to his or her supervisor or to the Treeworks’ legal counsel immediately. If an employee learns that
a coworker is engaging in conduct contrary to this policy, the employee must report this information to his or her
supervisor or the Treeworks’ legal counsel immediately as well. Management personnel who receive a report will
promptly discuss the issue with legal counsel for further investigation.



Antitrust Laws

Antitrust laws are relevant to many business decisions, and those who engage in illegal actions against such laws
are subject to fines and imprisonment. Management will help guide employees in abiding by antitrust decrees
applicable to Treeworks. Treeworks intends to comply with all U.S. antitrust laws applicable to normal business
operations and will hold employees responsible for abiding by these laws as well.

In compliance with Section | of the Sherman Antitrust Act:

o No employee may enter into an agreement (expressed or implied, formal or informal, written or oral) with
any competitor restricting any of the following conditions or business offerings:

® Prices
e Costs
e Profits

e Offerings of products and services
e Terms of sale conditions

® Production or sales volume

® Production capacity

e Market share

e Quote decisions

e Customer selection

e Sales territories

e Distribution methodology

® Recipes

o No employee may enter into an agreement with a purchaser or lessee restricting the right of the
purchaser or lessee to determine the price to resell or lease the product in question. Employees may also
not enter into such agreements when Treeworks is the purchaser or lessee in the agreement.

The following situations may be in violation of antitrust laws under certain circumstances. Employees may not
enter into these agreements without consulting legal counsel in advance and obtaining clearance to enter into such
agreements.

o Agreements with customers or suppliers regarding the sales or purchases of reciprocal purchases or sales
by customers or suppliers.

o Agreements with purchasers or lessees of products of Treeworks that would restrict customers from using
or reselling products as they choose to do so.

o Agreements with any party that would restrict all parties involved to manufacture a product or provide a
service to a third party.



Exchange of Information with Competitors

Communication with competitors would be an infringement of antitrust laws, specifically if the communication is
accompanied by some action. The prohibitions of this policy are intended to avoid antitrust infringements. Under
this policy, no employee may discuss information on any subject with a competitor or another third party acting on
behalf of a competitor to remain compliant with Section | of the Sherman Antitrust Act, unless the Company’s legal
counsel determines that the communication would not violate antitrust laws.

When participating in trade associations and other meetings with competitors, employees may not attend:
o Unauthorized meetings with competitors.
o Meetings where the communication with competitors is in violation of the paragraph above.

o Meetings for trade associations held to discuss business without adhering to the formal rules established
by the trade association for its meetings.

Employees must recognize that participating in development and product certification events impacting
competitors or suppliers may initiate antitrust violations. Consult with the Treeworks’ legal counsel before
attending any event that may develop standards or certify products with competitors.

Violations of this Policy

If an employee violates this policy, he or she may be subject to termination or other disciplinary action to prevent
future violations. The following individuals may be subject to disciplinary action or termination:

e Employees who are in direct violation of this policy.

e Employees who deliberately withhold information concerning the violation of this policy or fail to
report a violation of this policy.

e Management personnel who fail to report violations of this policy by their subordinates.

If an employee is accused of violating antitrust laws, yet he or she did consult legal counsel and acted in good faith,
the employee may not face disciplinary action under this policy. Treeworks may also assist in the employee’s
defense, within the confines of the law.

Treeworks does not discriminate in employment against anyone based on race, color, sex, religion, national origin,
age, disability status or any other trait that is protected under local, state or federal law. In addition, any kind of
discrimination that is based on a protected trait is not allowed in the workplace. We are an equal opportunity
employer and we are dedicated to a policy of non-discrimination in all aspects of employment and company
business. This policy applies not only to personnel decisions, but also to all aspects of business.

We ask that you respect those around you—co-workers, customers and management alike.

Reports of discrimination will be investigated, and disciplinary measures may be taken if warranted.



Treeworks strives to be responsive to our employees’ concerns. We understand that problems, misunderstandings
and frustrations may arise from time to time. Therefore, we encourage open communication. Any concerns
employees have should be promptly reported to management so that a solution may be devised. To facilitate this,
an employee may use the procedure outlined in this policy to resolve or clarify his or her concerns.

Step 1: The employee should discuss the situation with his or her immediate supervisor. If the issue involves the
employee’s supervisor, the employee may discuss it with another member of management or Human Resources.
The supervisor or other member of management should respond to the employee within five working days of
meeting with the employee about this issue.

Step 2: If the issue is not resolved to the mutual satisfaction of the employee and supervisor, or if the supervisor
fails to respond within five working days, the employee may submit a written complaint to the employee’s director
or department head. The employee may ask Human Resources staff for assistance in writing the complaint. The
employee has five working days from when the initial decision was received to submit this second-level complaint.

The written complaint should include:
® An explanation of the incident and the date the incident occurred
e Suggestions for ways to resolve the problem

e A copy of the immediate supervisor’s written response or a summary of his or her verbal response and the
date when the employee met with the supervisor. If the supervisor provided no response, this should be
stated.

Upon receipt of the complaint, the director/department head will schedule a meeting with the employee. This
meeting will take place within five working days of receiving the complaint. Within five working days of this
meeting, the director/department head should issue a decision orally and in writing to the employee.

Step 3: If the employee is dissatisfied with the decision received through Step 2, the employee may appeal the
decision. Appeals must be submitted, in writing, to Human Resources within five days of receiving the
director’s/department head’s decision.

Human Resources may meet with the parties involved to facilitate a resolution. Human Resources will submit a
final resolution to the President for his or her approval. Then, the final decision will be provided to the employee
both in writing and orally. Human Resources will provide the employee with the final decision no more than 15
working days from the date it was received. The decision cannot be appealed beyond this step.

If an employee fails to appeal from one step to the next within the time limit of five working days, the issue will be
considered settled based on the last decision provided.

Treeworks reserves the right to impose disciplinary action for any conduct it considers disruptive or inappropriate.
The circumstances of each situation may differ, and the level of management action may vary depending on the
factors of the situation.

No employee will be subject to retaliation for filing a complaint under this policy.
When a complaint is voiced, management will do its best to remedy the situation. Every employee may not be

satisfied with every solution; however, employee input is valued and wants to foster an environment where all
employees feel comfortable reporting their concerns.



Treeworks is committed to providing a workplace free from discrimination, harassment and retaliation. Therefore,
Treeworks will not tolerate harassment of any type based on race, color, religion, sex (including pregnancy, sexual
orientation and gender identity), national origin, age, disability, or genetic information and other characteristics
protected under state, federal or local laws. Such conduct in any form is prohibited in the workplace, at
work-related functions or outside of work if it affects employees in the workplace. This policy applies to all
employees, clients, customers, guests, vendors and persons doing business with .

All employees must ensure they understand this policy and their obligations. Whether an employee’s conduct
violates this policy will be based on how an employee’s conduct is received and whether a reasonable person
would find the conduct to be in violation of the policy.

Harassment is defined as unwelcome conduct that is based on race, color, religion, sex (including pregnancy, sexual

orientation and gender identity), national origin, age, disability or genetic information. Harassment becomes
unlawful where:

e Enduring the offensive conduct becomes a condition of continued employment; or

e The conduct is severe or pervasive enough to create a work environment that a reasonable person would
consider intimidating, hostile or abusive.

Anti-discrimination laws also prohibit harassment against individuals in retaliation for filing discrimination charges,
testifying or participating in investigations, proceedings or lawsuits under these laws, or for opposing employment
practices that they reasonably believe discriminate against individuals, in violation of these laws.

Petty slights, annoyances and isolated incidents (unless extremely serious) will not rise to the level of illegality. To
be unlawful, the conduct must create a work environment that would be intimidating, hostile or offensive to
reasonable people.

Offensive conduct may include, but is not limited to, offensive jokes, slurs, epithets or name-calling, physical
assaults or threats, intimidation, ridicule or mockery, insults or put-downs, offensive objects or pictures, and
interference with work performance. Harassment can occur in a variety of circumstances, including, but not limited
to, the following:

e The harasser can be the victim's supervisor, a supervisor in another area, an agent of the employer, a
co-worker or a non-employee.

e The victim does not have to be the person harassed, but can be anyone who is affected by the offensive
conduct.

e Unlawful harassment may occur without economic injury to, or discharge of, the victim.
Appropriate performance reviews, counseling or discipline by your manager do not constitute harassment.
If you feel that you are being harassed, you should take the following steps:

e Tell the harasser that his or her actions are not welcome and that they must stop, if you feel comfortable
enough to do so.

e Report the incident immediately to your manager or Human Resources representative.

® Report any additional incidents or retaliation that may occur to your manager or Human Resources
representative.

All reports will be investigated immediately and thoroughly. Complaints and actions taken to resolve complaints will
be handled as confidentially as possible. Appropriate actions will be taken to stop and remedy such conduct,
including interim measures during a period of investigation.



Treeworks prohibits sexual harassment of all kinds. This policy applies not only to employees, but also to clients,
customers, guests, vendors and anyone else doing business with Treeworks. Any employee who feels that he or she
has been a victim of sexual harassment, or who believes that he or she has witnessed sexual harassment, should (if
possible) directly and immediately inform the harasser that the conduct is unwelcome and that he or she must
stop. The victim should also notify Human Resources immediately.

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, offensive remarks about a
person’s sex, and other verbal or physical conduct of a sexual nature. Such activities are illegal when:

e Submission is made a term or condition, either explicitly or implicitly, of an individual’s employment

e Submission to or rejection by an individual is used as a factor in decisions affecting that individual’s
employment

e Their purpose or effect interferes with an individual’s work performance or creates an intimidating, hostile
or offensive work environment

Sexual harassment includes many forms of offensive behavior, including the harassment of a person of the same
gender as the harasser. The harasser can be the victim’s supervisor, an agent of the employer, a supervisor in
another area, a co-worker or a non-employee. The victim does not have to be the person harassed but could be
anyone affected by the offensive conduct. Examples of sexual harassment include, but are not limited to, the
following:

e Unwelcome sexual flirtation, advances or propositions

e Verbal comments related to an individual’s gender or sexual orientation

e Explicit or degrading verbal comments about another individual or his or her appearance

e The display of sexually suggestive pictures or objects in any workplace location, including transmission or
display via computer

® Any sexually offensive or abusive physical conduct

e The taking of or the refusal to take any personnel action based on an employee’s submission to or
rejection of sexual overtures

e Displaying cartoons or telling jokes which relate to an individual’s gender or sexual orientation

e Any email of an offensive, pornographic or otherwise inappropriate nature is prohibited—violations may
result in disciplinary action

It is important that all employees are protected from harassment. Any incidents that are perceived as harassment
will be investigated and appropriate action will be taken by Treeworks.



Whistle Blower Policy

A whistleblower as defined by this policy is an employee of Treeworks of Massachusetts LLC who reports an activity
that they consider to be illegal or dishonest to the Cannabis Control Commission and Treeworks. The whistleblower
is not responsible for investigating the activity or for determining fault or corrective measures; appropriate
management officials are charged with these responsibilities.

Examples of illegal or dishonest activities are violations of federal, state or local laws; billing for services not
performed or for goods not delivered; and other fraudulent financial reporting.

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the employee is to contact
their immediate supervisor or Human Resources. The employee must exercise sound judgment to avoid baseless
allegations. An employee who intentionally files a false report of wrongdoing will be subject to discipline up to and
including termination.

Whistleblower protections are provided in two important areas -- confidentiality and against retaliation. Insofar as
possible, the confidentiality of the whistleblower will be maintained. However, identity may have to be disclosed to
conduct a thorough investigation, to comply with the law and to provide accused individuals their legal rights of
defense. The Company will not retaliate against a whistleblower. This includes, but is not limited to, protection from
retaliation in the form of an adverse employment action such as termination, compensation decreases, or poor
work assignments and threats of physical harm. Any whistleblower who believes he/she is being retaliated against
must contact the Human Resources Director immediately. The right of a whistleblower for protection against
retaliation does not include immunity for any personal wrongdoing that is alleged and investigated.

Defend Trade Secrets Act (DTSA) Compliance: "Immunity from Liability for Confidential Disclosure of a Trade Secret
to the Government or in a Court Filing:

(1) Immunity—An individual shall not be held criminally or civilly liable under any federal or state
trade secret law for the disclosure of a trade secret that—(A) is made—(i) in confidence to a federal,
state or local government official, either directly or indirectly, or to an attorney; and (ii) solely for the
purpose of reporting or investigating a suspected violation of law; or (B) is made in a complaint or
other document filed in a lawsuit or other proceeding, if such filing is made under seal.

(2) Use of Trade Secret Information in Anti-Retaliation Lawsuit—An individual who files a lawsuit for
retaliation by an employer for reporting a suspected violation of law may disclose the trade secret to
the attorney of the individual and use the trade secret information in the court proceeding, if the
individual—(A) files any document containing the trade secret under seal; and (B) does not disclose
the trade secret, except pursuant to court order."

All reports of illegal and dishonest activities will be promptly submitted to Human Resources who are responsible
for investigating and coordinating corrective action.
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Employees are allowed a paid 30-minute lunch break plus two paid rest periods of 15 minutes within an 8 hour
shift. Therefore, a total of 1 hour paid break is allotted during an 8 hour workday. For a 6 hour work day, a 30
minute paid break is allotted. It is up to employee and supervisor discretion on how that hour is divided. If an
employee were to work longer than an 8 hour period, that employee is allotted a 1 hour break (divided as needed)
as well as any reasonable added unpaid break times per the approval of the direct supervisor.

The schedule for meal periods should be established based on work requirements in each department. Staggered
meal periods may be necessary to ensure the continuity of operations and services. One supervisor will be
available during break times to resolve minor problems as they arise- this is most prevalent in the production
facility and at sponsored events.

Treeworks asks all employees to place their vacation requests at least 2 weeks in advance. To request 1 or more
weeks off requires a 1 month advance notice. Requests will be in written form, ideally with verbal confirmation.
This policy does not account for unexpected sick days.

There are no specific dates that Treeworks does not allow for an employee to request time off.

If there are multiple overlapping requests for time off it will be up to the management of the affected department
to decide how to either accept or deny the requests or adjust scheduling.

Treeworks believes that employees should have opportunities to enjoy time away from work to help balance their
lives. For this reason, we provide a Paid Time Off (PTO) program to employees who work 30 hours a week or more.

PTO provides employees the freedom to decide how to use their personal time off. Employees can use their PTO
days in a number of different ways; for example:

As vacation

For personal business

For periods of illness

For doctor or dental appointments

For personal emergencies

For family emergencies

In the event of severe weather or adverse driving conditions

Treeworks does not require a doctor’s note for reasons of illness or appointments. PTO does not replace Treeworks’
holiday schedule. We will continue to have compensated holidays each year.

Eligibility for PTO

All employees who work at least 30 hours a week are eligible to earn PTO on a monthly basis.
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PTO Accrual
All employees qualify for earned PTO. Employees earn 1 hour of paid time off for every 30 hours worked.
Employees can earn and use up to 40 hours per year and rollover up to 40 hours with unused PTO at the end of the

year. Employees begin earning sick time on their first day of work and may begin using earned PTO 90 days after
starting work.

Eull time employees after 6 months of employment earn 1 hour of paid time off for every 25 hours worked.
Employees can earn and use up to 80 hours per year and roll over up to 80 hours with unused PTO at the end of the
year.

Treeworks PTO policy covers Massachusetts state requirements for earned sick time. Employees start date will be
the date of agent registration at Treeworks.

Paid Holiday Policy
Employees who have worked for 6 months and average over 30hrs/week will get paid on the following company
holidays: New Year’s Day, Memorial Day, Juneteenth, Independence Day, Labor Day, Indigenous People’s Day,

Thanksgiving, day after Thanksgiving, Christmas Eve, Christmas Day

Please refer to ‘Earned Sick Time’ on Mass.gov

Treeworks compensates all hourly, non-exempt employees one-and-a-half times their regular wage rate for all
hours worked in excess of 40 hours each week.

The company’s workweek begins at 7am Monday and ends at 7pm Friday.

At times, employees will be asked to work overtime to complete necessary work tasks. The employee’s supervisor
will notify the employee as early as possible regarding scheduling needs.

Employees who want to work more than 40 hours during a workweek must receive written authorization from their
supervisor before working overtime.

The standard workweek at Treeworks consists of 20-40 hours and starts at 7am Monday and ends at 7 pm Friday
Employees will be paid on a bi-weekly basis. Regular paydays occur on every other Friday.

Paychecks will only be released to the individual whose name appears on the check, or to an individual whom the
employee has designated and approved through written consent.

Direct deposit is mandatory at Treeworks.
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To account for all work related expenses Treeworks employees will use the Expensify app. This is to ensure we are
keeping proper internal data on spending per department as well as accurately reimbursing our staff.

It is vital to input your receipts and GPS locations for every trip. An expense without a receipt or use of GPS for
travel will not be considered for reimbursement. Special circumstances will be evaluated by management for
reconsideration.

Spending perimeters will be determined by each department. Spending should be preapproved or used within
reason. Using Expensify for personal spending (anything not approved by Treeworks) will not be tolerated and
termination will be considered.

-Expenses will be approved by your supervisor at the end of each pay period.
-Expenses should be entered as soon as receipt is received.

-GPS must be turned on before any drive.

-If you are having issues with the app, contact your supervisor right away.

Petty Cash

For employees who do not use the Expensify app; the petty cash drawer will be used for refundable expenses. This
may only be used with prior approval from a supervisor. All petty cash reimbursements must be recorded and
include a receipt.

The HR manager and ownership have access to the petty cash drawer.

Treeworks encourages all employees to vote. It is the policy of to comply with all state election laws with respect
to providing employees time off to vote.

If an employee has four consecutive hours, either between the opening of the polls in their community and the
beginning of the workday or between the end of the workday and the closing of the polls, it will be deemed that
the employee has sufficient time outside their normal working hours in which to vote.

If an employee has less than four consecutive hours in the time periods described above, they may take as much
working time as needed, when added to their available voting time outside normal working hours, in order to
enable them to vote.

For nonexempt employees, however, no more than two hours of working time taken for time off to vote shall be
paid, and such time shall be taken only at the beginning or end of the employee’s workday as designated by their

supervisor.

Employees requiring working time off to vote must notify their employers at least 2 working days before the day of
the election.
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Time off to vote is paid and does not count against an employee’s accrued paid time off or sick time.

If state law requires a different arrangement, will comply with state law. Questions regarding the company’s policy
for time off to vote should be directed to Human Resources.
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While it is the duty of every citizen to serve on a jury when called, Treeworks recognizes that this often means the
loss of income. Treeworks provides jury duty leave to eligible employees in compliance with federal and state laws.
Treeworks pays the difference between the jury pay and regular wages for days when you are unable to report to
work because of jury service, assuming you have been employed by Treeworks for at least 90 days prior. If state law
requires a different arrangement, Treeworks will comply with state law. Questions regarding Treeworks jury duty
leave policy should be directed to Human Resources.

The above statement applies provided that you:
o Show your supervisor your summons to serve on a jury prior to the time that you are scheduled to serve
o Furnish your supervisor with evidence of having served on a jury for the time claimed
Jury absence will be noted on your time sheet or timecard. Time spent on jury duty will not be counted as hours
worked for the purpose of computing overtime pay. Regular wages are paid until jury pay is received. Jury pay is

then deducted from your regular wages.

This benefit cannot be applied to any court appearance other than jury duty unless such appearance is related to
your employment.
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Treeworks will provide workers’ compensation, a type of accident and injury insurance that compensates an
employee for lost wages, medical expenses and permanent impairment that results from an injury arising out of
and in the course of work. Employees must report any work-related injury, illness or disease immediately (or as
soon as practicable) to their supervisor and Human Resources so that the necessary paperwork can be completed
in a timely manner. Employees who fail to report work-related injuries in a timely manner may see a reduction or
denial of their workers’ compensation benefits.

If an employee is able to return to work after an injury or illness for which he or she was receiving workers’
compensation, the employee must provide documentation from his or her medical provider that either outlines
any work-related restrictions or verifies that the employee is able to complete all job-related tasks. In the event
that an employee is able to return to work under restrictions, the company will make every reasonable effort to
accommodate the employee’s work ability and job responsibilities. If and when the medical provider removes all
work restrictions, the employee is expected to perform his or her regular duties and will no longer receive workers’
compensation benefits.

FMLA leave and workers’ compensation leave may be taken concurrently.

Treeworks respects the privacy of its employees and strives to protect all confidential company information.

During the course of their employment at Treeworks, employees may have access to Treeworks’ confidential, secret
and proprietary information. Employees should maintain such information in confidence and use such information
only in the interest of Treeworks.

The employee may use or disclose information learned or acquired through his or her association with Treeworks
only for the performance of his or her job or as otherwise permitted by law. Particular care must be taken to keep
confidential any information that is:

Of possible value to competitors.

Potentially damaging to customers and their competitors.
Information received under an express or implied secrecy obligation.
Information received from third parties outside Treeworks.

Recipes and Standard Operating Procedures.

Confidential company information is just for Treeworks’ use and is not intended for distribution outside the
company. Distribution of such information requires both a need to know and a right to know the information
requested.

Information acquired by an employee in the course of his or her employment with Treeworks must not be used for
the employee’s individual benefit. Access to Treeworks’ confidential information does not carry with it personal
benefit or advantage to Treeworks employees but imposes an obligation on every employee to keep such
information confidential and to use it solely in the interest of Treeworks.

When in doubt, the employee should treat information acquired in the course of employment at Treeworks in the
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strictest confidence and consult the legal group or human resources for clarification.

In furtherance of the objectives of this policy, all Treeworks employees will be required to sign a confidentiality and
inventions agreement in a form prescribed by Treeworks.

Treeworks prohibits the use of any recording device on company property or during working hours unless
specifically permitted by the company. The use of picture phones or any other camera or device that may capture
visual images without the management’s prior written permission is also prohibited. More specifically, the use of
picture phones or other recording of visual images is prohibited in locker rooms, restrooms and any other area
where members of the public or co-workers would expect a reasonable degree of privacy and in any areas in which
sensitive or closely guarded corporate or business materials are used or housed.

Employees who contribute to the creation of marketing material, such as but not limited to social media content or
website information, must receive verbal and/or written consent from Treeworks as well as verbal and/or written
consent from all employees involved.

Any employee found in violation of this policy will be subject to disciplinary action and may also be subject to
prosecution to the fullest extent permitted under the law.

The purpose of Treeworks’ Cell Phone Policy is to ensure a safe, sanitary and productive work environment for our
employees. This policy will differ depending on departments.

For production and lab:

Although we recognize cell phones can be an integral part of daily life for many, we want to avoid them becoming a
distraction from the flow of production as well as avoiding cross-contamination. Personal phones will be allowed in
the break room, lobby and post production floor. Personal phones will not be allowed on the production floor
unless approved by a manager on site. In this case, the cell phone must be sanitized. If you need to check your
phone while wearing gloves we require a change of gloves before returning to your task.

If you are expecting an important call, tell your manager ahead of time.

You may also give out the Treeworks production phone number to family members that you need to be available
for. The production phone number is 413-800-5672

For marketing and sales:

Treeworks understands that personal cell phones are an integral part of the marketing and sales departments. All
conversations with customers, partners, and other employees must be conducted in a professional and respectful
manner. There will be no texting or general phone use while driving, the only exception being phone calls while
using a hands free device.

For deliveries:
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Treeworks understands that personal cell phones are an integral part of the delivery process. The person who is
driving must never be using a cell phone while on the road. Any use of cell phones (gps, calls, texts) must be done
by the passenger.
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Absenteeism and tardiness place a burden on both co-workers and Treeworks. We expect that every employee will
be regular and punctual in attendance. This means being in the office, ready to work, at the starting time each day.
When you are unable to work due to illness or an accident, please promptly notify your supervisor. In the event
your immediate supervisor is unavailable, you must speak with a manager. Leaving a message with another staff
member or on voicemail does not constitute an acceptable notification of absence. If you do not report for work
and are not notified of your status, it will be assumed after three consecutive days of absence that you have
voluntarily resigned, and you will be removed from the payroll.

If you become ill at work or must leave the office for some other reason before the end of the workday, be sure to
inform your supervisor of the situation.

You will be compensated for authorized absences according to the provisions described in this handbook.
Authorized absences beyond the time allowed under that policy are authorized without compensation.

In the event of severe weather, we may remain open for business during regularly scheduled working hours. In the
event of the business closing due to weather or in the event of a delayed opening, the decision will be made by 7
am and all staff on schedule will be notified.

Hours of operation are from 6am to 8pm Monday through Saturday. A one hour lunch period may be taken at any
hour, to be mutually agreed upon between the employee and supervisor. As long as they receive a 30 minute break

every 6 hours.

If you will be absent from work during standard working hours for any reason, you must contact your supervisor as
soon as possible to avoid disciplinary action.
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Treeworks provides vehicles for business use and provides reimbursement for business use of personal vehicles
according to the following guidelines. Treeworks retains the right to amend or terminate this Policy at any time.

1. Treeworks employees may not drive any company vehicles without prior approval. Before being approved
to operate a company vehicle, an employee’s driving records will be reviewed, with consent of the
employee, and the existence of a valid driver’s license will be verified. Employees approved to drive on
treeworks business are required to inform of any changes that may affect their legal or physical ability to
drive or their continued insurability.

2. Employees who drive a vehicle on Treeworks business must, in addition to meeting the approval
requirements above, exercise due diligence to drive safely and maintain the security of the vehicle and its
contents. Employees are also responsible for any driving infractions or fines that occur as a result of their
driving.

3. Non-employees and nonbusiness passengers (e.g., family members and friends) are prohibited from riding
in Treeworks vehicles.

4. Employees who use their personal vehicles for approved business purposes will receive a mileage
allowance equal to the Internal Revenue Service optional mileage allowance for such usage. This
allowance is to compensate for the cost of gasoline, oil, depreciation and insurance. Employees who
operate personal vehicles for company business should obtain auto liability coverage for bodily injury and
property damage with a special endorsement for business use, when necessary as determined by their
personal insurance agent or carrier. Management may request proof of insurance.

5. Employees must report any theft or malicious damage involving a company vehicle, regardless of the
extent of the damage. Such reports must be made as soon as possible, but no later than 48 hours after the
incident. However, employees should make no voluntary statement other than in reply to questions of
investigating officers.

6. Anemployee is not permitted, under any circumstances, to operate a company vehicle or a personal
vehicle for company business when any physical or mental impairment causes the employee to be unable
to drive safely. Additionally, employees shall not operate any company vehicle at any time, or operate any
personal vehicle for company business, while using or consuming alcohol, illegal drugs or prescription
medications that may affect their ability to drive. These prohibitions include circumstances in which the
employee is temporarily unable to operate a vehicle safely or legally because of impairment, illness,
medication or intoxication.

7. Employees may not use a hand-held cell phone while operating a vehicle whether the vehicle is in motion
or stopped at a traffic light. This includes, but is not limited to, answering or making phone calls, engaging
in phone conversations, and reading or responding to emails, instant messages and text messages.

a. If company employees need to use their phones, they must safely pull over to the side of the
road or another safe location.



All employees have a duty to further the company’s aims and goals, and to work on behalf of its best interests.
Employees should not place themselves in a position where their actions or personal interests may be in conflict
with those of. Examples include: soliciting or profiting from the company’s client or prospect base or other
company asset for personal gain; acting without authority on behalf of in servicing or obtaining a client; limiting
the best solution for the client or prospect for personal financial gain; and acting as director, officer, employee or
otherwise for any business or institution with which has a competitive or significant business relationship without
the written approval of the chief executive officer.

Employees should report to their manager any situation or position (including outside employment by an employee
or any member of an employee’s immediate household) which may create a conflict of interest.

Termination of employment is an inevitable part of personnel activity within any organization, and many of the
reasons for termination are routine. Below are examples of some of the most common, but not all inclusive,
circumstances under which employment is terminated:

e Resignation—voluntary employment termination initiated by an employee
e Termination—involuntary employment termination initiated by Treeworks
e Layoff—involuntary employment termination initiated by Treeworks for nondisciplinary reasons

e PLEASE NOTE: AS YOU WILL HAVE LEARNED DURING YOUR INTRODUCTORY TRAINING ANY DIVERSION OF
CANNABIS PRODUCTS WHETHER RAW MATERIAL OR FINISHED GOODS SHALL BE CAUSE FOR IMMEDIATE
TERMINATION. ANY EMPLOYEE WHO DIVERTS CANNABIS, ENGAGES IN UNSAFE PRACTICES, OR IS
CONVICTED OR ENTERS A GUILTY PLEA FOR A FELONY CHARGE OF DISTRIBUTION OF A DRUG TO A MINOR
WILL BE TERMINATED IMMEDIATELY.

Treeworks will be a 100% alcohol, smoke and drug-free environment. Any employee that opts to violate Treeworks
drug-free workplace environment may be subject to immediate termination. If you wish to resign, we ask that you
notify your manager of your anticipated departure date at least two weeks in advance. Of course, as much notice
as possible is appreciated by your co-workers. This notice should be in the form of a written statement.

If you fail to report to work for three consecutive days without informing management of the planned absence, we
will assume that you have voluntarily resigned.

In the case of termination due to resignation, retirement or a permanent reduction in the workforce, your accrued
PTO will be paid on your final paycheck. In the case of termination, any PTO used in excess of accrued time will be
deducted from your final paycheck given your prior written permission.

Furthermore, any outstanding financial obligations owed to Treeworks will also be deducted from your final check,
given your prior written permission. If your final check does not sufficiently cover the money owed to the company,

you will remain liable for that amount.

A meeting between you and your immediate manager will take place prior to your last day of work. If applicable,
your rights concerning continuation of group health benefits will be discussed during this meeting. Agent reg cards
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and any other company property must be returned at this time, along with all other company property and
confidential information.

If you leave Treeworks in good standing, you may be considered for re-employment.

Except as required by law or by separate agreement, employee salary and benefits will end on the date of
termination.

Upon resigning from Treeworks , you should continue to provide the company with an accurate address for at least
one year for tax purposes.

We value the time and energy you devote to Treeworks. These policies are set in place by the State of
Massachusetts as well as the company of Treeworks of Massachusetts LLC. This document is for the benefit of both
Employer and Employee. If you have questions or concerns regarding any policy please contact Human Resources.

By signing this document you indicate that you have read and understood all policies set by Treeworks and the
State of Massachusetts.

Printed name:
Signature:

Date:

*This is an updated copy as of 11/1/2022
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