








































































































































































































































































































































































































































































































































































 

 

■  Ensuring that agency policies, processes, and procedures provide all employees the 

opportunity to participate in mission accomplishments, and to compete fairly and 

equitably for career enhancement and advancement; 
■  Employing a competent and highly skilled workforce, consistent with the national labor 

market, and enabling employees to accomplish the agency’s mission by providing 

support, tools, and a positive environment; and 
■  Recognizing, appreciating and valuing diversity, thereby establishing trust, respect, and 

concern for the welfare of all employees within the agency 
 
The acceptance and understanding of human differences are part of Commonwealth Dispensary’s 

heritage and are embodied in the ideals of personal concern for the humanity of others and service to 

those oppressed in any way by contemporary society. Consequently, all staff members of our 

organization are expected to participate in our diverse community in a manner consistent with the ideals 

set forth in this Action Plan. 

 

Equal Opportunity: 

Commonwealth Dispensary is committed to maintaining a work environment free from all forms 

of unlawful discrimination and harassment.  It is the dispensary’s policy to prohibit 

discrimination and harassment against any applicant, employee, vendor, contractor, customer, or 

client on the basis of race, color, religion (including religious dress and grooming), sex or 

gender, national origin, ancestry, age, mental or physical disability, medical condition, 

pregnancy, military or veteran status, genetic information, citizenship status, marital status, 

sexual orientation, gender identity and/or gender expression, or any other reason prohibited by 

law. Commonwealth Dispensary also prohibits retaliation against any individual who has 

complained of perceived harassing or discriminatory conduct, or participated in an internal 

investigation into such complaints. 

 

Workplace & Sexual Harassment: 

A key component of our commitment to equal opportunity is zero tolerance for workplace 

discrimination and harassment based on, or because of, an individual's race, color, religion 

(including religious dress and grooming), sex or gender, national origin, ancestry, age, mental or 

physical disability, medical condition, pregnancy, military or veteran status, genetic information, 

citizenship status, marital status, sexual orientation, gender identity and/or expression, or any 

other reason prohibited by law.  Such harassment, whether committed by personnel (including 

supervisors and managers) or by patients, customers, vendors, or other individuals doing 

business with the dispensary, is unlawful and will not be tolerated.  

 

Harassment can be any single incident or pattern of behavior where the effect, intentional or 

unintentional, creates a hostile, offensive, or intimidating work environment based upon any of 

the above classifications. Harassing behaviors can include (but are not limited to) unwelcome 

comments that are gender-based, sexual, or ethnic in nature; religious slurs; racial insults; 

unwanted touching or sexual advances or requests; age-based remarks; jokes, epithets, 

inappropriate or derogatory comments, emails, voice mails, or written or pictorial material that 

makes fun of or insults an individual or a group based upon a protected classification; or similar 

inappropriate remarks or behavior. Harassment may also include inappropriate comments or 

conduct between or among individuals in the same protected classification. Sexual harassment is 



 

 

a form of workplace harassment that is also prohibited by the dispensary’s policy. Both quid pro 

quo (“this for that”) and hostile work environment harassment are prohibited under the 

dispensary’s Equal Opportunity Policy.  

 

Investigatory Procedure: 

This policy shall be posted in all dispensary facilities. All managers are responsible for abiding 

by the terms set forth in this policy, establishing equal opportunity and affirmative action as an 

integral part of their personnel decisions, encouraging employees to bring their concerns forward 

and preventing harassment, discrimination, and/or retaliation in the workplace. 

 

All managers and supervisors who receive a complaint of or otherwise observe or become aware 

of any potential discrimination, harassment, or retaliation must promptly report that complaint or 

incident to a Principal for appropriate investigation and handling. Failure by a manager or 

supervisor to report complaints or misconduct of which the manager or supervisor is aware could 

lead to disciplinary action, up to and including termination of employment. Since all of the 

personnel have an obligation to contribute to a discriminatory and harassment free workplace, all 

employees are strongly encouraged to report any violation of the policy to one of the 

dispensary’s reporting avenues identified.  

 

Every employee is encouraged to come forward without fear of reprisal, as the dispensary’s 

policy prohibits any and all forms of retaliation against anyone who makes a good faith 

complaint, or who otherwise participates in a dispensary or agency investigation into such 

complaints, even if sufficient evidence is not found to substantiate the complaint.  

 

After the Dispensary receives a complaint alleging a violation, the Director of Operations will 

conduct a prompt, thorough, and impartial investigation. The dispensary will consider all the 

information obtained during its investigation and reach reasonable conclusions based on that 

information whenever possible. Employee complaints and investigations will be kept 

confidential to the extent possible. If it is determined that an employee has violated the 

dispensary’s policy, appropriate corrective action will be taken, up to and including termination 

of employment.  

 

DIVERSITY PLAN 

 

According to the U.S. Census Bureau, only one in eight Americans was of a race other than 

white in 1990. Today, that ratio is one in four and by 2050, an estimated one in three Americans 

will be African-American, Hispanic, Native American or Asian/Pacific Islander. Nearly one in 

five people over five years of age speak a language other than English at home. These 

dramatically shifting demographics of the U.S. population affect communities across the nation, 

including those of Commonwealth Dispensary, and compel all organizations to ensure the 

following goals: that their workforce reflects the faces of the community they serve, the 

employees operate under the most culturally sensitive manner, and that the organization 

continues to adapt to the diversity changes of the community.  

 

Our Strategic Diversity Plan will focus on four core principles:   

1. Culturally Proficient Patient Care 



 

 

2. Community Outreach 

3. Workforce Diversity Recruiting 

4. Strategic Leadership and Employee Development 

 

Our mission is to create, foster, and promote equal opportunity and access in employment in our 

operations.  We will strive to embrace and build sustaining relationships with diverse individuals 

and diverse groups from various age groups, backgrounds, ethnicities, genders, abilities, races, 

sexual orientations and religions. Starting with our Management Team, Commonwealth 

Dispensary will embrace and practice a culture of inclusion.  

 

As of March 2016, it is estimated that there are between 3,200 and 3,600 dispensaries nationally 

with only 1% being Black-owned. The medical marijuana community is working steadfast to 

improve this disparity. Commonwealth Dispensary is co-founded and co-owned by Natasha 

Cummings, RN who is an African American woman with over a decade of experience as a 

Registered Nurse. As an African American woman living and working in an environment as a 

minority, Natasha has been passionate about promoting and improving diversity in her 

workplace. She will serve as our organization’s “Diversity Ambassador”, giving our employees a 

dedicated resource for any concerns or suggestions on our diversity implementation.  

 

Commonwealth Dispensary will apply to become a member of the Minority Cannabis Business 

Association which is the first non-profit organization created to serve the specific needs of 

minority cannabis entrepreneurs, workers, and patients/consumers. We will also become a 

member of Women Grow, which provides women with resources and connections in order to 

succeed in the industry. The dispensary has looked towards the Workforce Diversity Network in 

regards to ensuring that our diverse work environment consists of the strongest members.  

 

Commonwealth Dispensary has made a three year commitment to the effort of diversity outreach 

and recruiting. During the first year, we will evaluate our success in building the infrastructure 

for the effort. During the second year, we will evaluate the success in the building of 

relationships with key sources and the potential of each source for a long-term relationship.  

During the third year, we will be able to evaluate the overall diversity outreach and recruiting 

effort and its success in building a more diverse workforce. We will continue these efforts as 

long as we are operational.  

 

Culturally Proficient Patient Care 

Our employees will ensure that patients receive quality care in an environment that embraces and 

welcomes cultural and ethnic diversity. Our leaders and managers will strategically train all 

employees on the diversity of our community through meet and greets with local, diverse 

organizations. We will also meet with leaders of racial and ethnic minority groups in the 

community for candid conversations about their concerns, perceptions and community health 

issues. Lastly, all employees will complete an online tutorial course called “Inclusion and 

Diversion Training” by a Thomson Reuters Risk Management Company. The topics covered in 

the course include such topics as diversity in business, culture and language, and workplace 

harassment. 

 



 

 

We will regularly monitor the racial and ethnic diversity of our patients to continue to improve 

diversity education needs of our patients. Educating staff on a continual basis of cultural issues 

will be important to the care of our patients. To ensure we are meeting and exceeding our goals, 

all patients will receive satisfaction surveys that will include a section to rate our cultural and 

diversity performance.  

 

We will also offer written and oral communications in a variety of languages to reflect the ethnic 

and cultural fabric of our community.  

 

Community Outreach 

We are committed to build a positive and consistent image of not only our dispensary in the 

communities we serve, but of the medical marijuana industry as a whole. The growth of the 

industry will rely on each and every business involved in the medical marijuana industry to 

operate with the highest level of integrity, keeping our patients and our communities at the 

forefront when any decision is made.  

 

Through a strategic partnership with the NEPA Diversity Education Consortium, we will 

continuously monitor the demographics of our community to adjust to changes in gender, racial 

and ethnic diversity every three years. We will actively integrate this data into our community 

outreach plan. Additionally, our Community Outreach Director will strategically partner with a 

variety of non-profit organizations to work on healthcare, cultural and diversity issues important 

to them. Commonwealth Dispensary will regularly advertise in diverse publications such as La 

Voz Latina, the only Hispanic newspaper in Scranton, Wilkes-Barre, and Hazleton. 

We are committed to attending and hosting public outreach events. We will invite the public to 

attend free events that will feature a guest speaker on healthcare related diversity topics that 

affect our communities such as:  

 a. African American Women and Breast Cancer 

 b. Diabetes in African Americans and Hispanics 

 c. Cancer Outcomes in Asian Americans 

 d. Healthcare Literacy in Minority Groups 

 e. Partnering Your Diversity with Diverse Healthcare Providers to improve outcomes.  

 

Northeast Pennsylvania is lucky to be surrounded by many colleges and universities. We will 

invite local university clubs to showcase at an annual diversity fair we plan to host for our 

patients and the general public including, but not limited to: 

 

 Geisinger Commonwealth School of Medicine 

 American Medical Women’s Association 

 Asian Pacific American Medical Student Association 

 Latino Medical Students Association,  

 PRIDE: Physicians Representing Inclusivity, Diversity, and Equality 

 United Colors Organization (dedicated to religious and cultural acceptance) 

 The International Club (promotes intercultural interaction) 

 Se Habla Español (educate about Hispanic cultures) 

 Saudi Student Club (supports Saudi students, their families and the community). 

 



 

 

Workforce Diversity Recruiting 

Our objective is to recruit, hire and foster the involvement of diverse participants and diverse 

groups in our operations, as well as in the medical marijuana industry.  Our management team 

will utilize the resources of the Department and will partner with organizations that specialize in 

recruiting diverse talent for employment and contracting, such as: 

 Pennsylvania Inter-branch Commission for Gender, Racial, and Ethnic Fairness 

 Pennsylvania Commission on Latino Affairs 

 Greater Scranton MLK Commission 

 Catholic Social Services, Refugee Resettlement Program 

 All local colleges and universities 

 

Policies for time off, holidays and religious observances will take into account the diversity of 

our employees. Employee surveys will measure perceptions of our diversity policies and 

practices. All employees will be required to complete quarterly self-assessments on culture and 

diversity, as well as awareness and sensitivity training. To encourage open communication, 

employees will not have to identify their name on the survey. The Diversity Ambassador will 

continuously measure our diversity programs and report progress to the Director of Operations. 

 

Strategic Leadership and Employee Development 

As a co-founder and high ranking member of our staff, Natasha Cummings will be responsible 

for coordinating and implementing our diversity strategy. She will be charged with developing a 

strategic direction, develop an implementation plan, ensure coordination of all activities and 

ensure success of the effort and sustain the effort over time.  

 

Commonwealth Dispensary wants to retain our employees and ensure they have a workplace to 

develop and flourish long term. We will strive to have a strong orientation and training program, 

a mentoring program, employee development and career counseling processes. Sufficient funds 

will be allocated to achieve diversity goals. 

 

Our employees will receive training to develop communication skills that will be specific to our 

patients’ needs. We want our employees to feel open to discuss any diversity needs and/or 

concerns. To facilitate this, we will have time allotted for diversity discussions during our 

monthly staff meetings. Employees will be encouraged to help our leaders to achieve our goals 

by recognizing areas of diversity that we need to improve on by offering solutions. Employees 

will also be exposed to the diversity of our community through various meet and greets with 

diverse groups. We will also review compensation of the workforce in light of community 

demographics to determine how well we reflect our community diversity. 

 

Commonwealth Dispensary recognizes that our employees will set us apart from our 

competition.  We want them to know that we appreciate their decision to be a part of the 

Commonwealth Dispensary family. When our employees feel as if they are a part of a family, 

they will in turn make sure that our patients feel as if they are a part of the family.  

 

The Director of Operations will report to the Department of Health our efforts to meet the 

diversity goals of the act and the effectiveness of our diversity plan. Our report will include the 

representation of diverse participants within Commonwealth Dispensary, all efforts to reach out 



















 

 

Section 9- Employee Qualifications, Description of Duties, and Training (Contd.) 

 
Section 9A- Job Descriptions of Commonwealth Dispensary 
 

Dispensary Director of Operations (Thomas DePietro) 

Responsibilities include:  

• Oversees day-to-day operations of all dispensary locations including patient intake, security, 

transportation, dispensing procedures 

• Implements plans of operations that meet and exceed all requirements in § 1161.29  

• Supervise managers 

• Ensure proper staffing levels to provide patients with an outstanding experience 

• Ensure all locations are properly staffed with a dispensing registered pharmacist or meets the 

requirements of § 1161.25 

• Manage strategies/tasks related to facilities, accounting and sales.; ensure all items and sales at each 

facility abide by § 1161.27 

• Ensure compliance with state/local laws and regulations  

• Will certify and document any employee has successfully completed the 4 hour training course 

developed by the Department.  

• Manage all financial tasks and reporting for organization such as payroll, budget preparation, project 

management accounting, and risk management 

• Rigorous program evaluation to regularly evaluate all aspects of operations to ensure best practices are 

continuously exceeding expectations and standards of the Department of Health 

• Lead, coach, develop and retain high performing employees.  

• Assures the accomplishment of Commonwealth Dispensary’s mission and visions and the 

accountability of Commonwealth Dispensary to its diverse constituents. 

• Coordinating successful operation of all required records 

• Responsible to ensure all reports including but not limited to incident forms, visitor logs and inventory 

logs are being recorded and stored compliant with State Regulations.  

• Designated Quality Assurance Officer 

 

Qualifications 

 Bachelor’s degree in healthcare or business related degree  

 Experience in organizational  management with the ability to coach staff, manage and develop 

high performance teams, set and achieve strategic objectives and manage a budget 

 Experienced leader with appropriate industry experience 

 

Patient Services Director (Natasha Cummings) 

Responsibilities include: 

• Welcoming patients, caregivers, and visitors by greeting them 

• Maintaining and processing paperwork for new patients and caregivers to be properly registered as a 

patient of the facility  

• Responsible to oversee visitor access to the facility meets the standards of § 1161.30 

• Maintaining security by following procedures, monitoring logbook, issuing and collecting all patient 

and visitor ID badges  



 

 

• Conduct new patient orientation and education  

• Assist patients in navigating application for financial assistance provided by the Department 

• Create physical and electronic files for tracking patient relationship and verify patient’s medical 

marijuana certification is valid and current  

• Work with Dispensary Director of Operations to ensure facility is appropriately staffed to handle patient 

appointments  

• Assist Security team in monitoring dispensary's security status  

• Ensure compliance with patient registration regulations, dispensary access, patient education; ensure 

exceptional patient experience 

• Designated as HIPPA Contact/Privacy/Security Officer, Patient/Caregiver Trainer 

• Responsible for managing human resources, company culture 

• Coordinates hiring efforts.  

• Training new employees.  

• Manages internal communications 

• Handle and resolve customer issues, complaints and questions to build customer trust and loyalty 

• Designated Facility Personnel Manager 

• Employee Performance Management 

• Drug Screening Monitoring 

 

Qualifications 

 Registered Nurse 

 Five years working in a healthcare environment, preferably with direct patient contact  

 Knowledge and understanding of maintaining comprehensive medical records 

 

 

Director of Business Development (Danielle Cole) 
Responsibilities include:  

• Supporting dispensary operations with strategic planning and insight 

• Driving industry best practices through operations 

• Begin partnerships in new markets establishing relationships with local health care providers, 

community leaders, and all members of the community to keep a continuous communication plan with 

our community 

• Identify local non-profit organizations that would benefit from charitable contributions from 

Commonwealth Dispensary  

 

Qualifications 

 Bachelor’s Degree  

 Five years of experience demonstrating success in a development function, managing and 

forging relationships  

 Tangible experience of having expanded and cultivated relationships over time 

 

 

  

 

 



 

 

Security Director (Joseph Gaughan) 
Responsibilities include:  

• Maintains a safe and secure environment for patients, caregivers, visitors, and personnel by establishing 

and enforcing security policies and procedures such as patrolling building perimeter, setting up secure 

point of entry, and investigating suspicious activity and supervising the security associates 

• Ensure all requirements of Security and Surveillance § 1161.31 are successfully implemented  

• Protects the facility from invasion and harm  

• Maintains a loss prevention program  

• Evaluates incidents and determines course of action 

• Discovers any potential sources of security breach  

• Maintains an emergency training curriculum  

• Prepare and conduct information security training  

• Develop physical security responses  

• Report and track all incidents  

• Monitor security of dispensary including systems, equipment, protocols, personnel, staff and visitors, 

and policy management 

• Ensure compliance with all security-related laws and regulations 

• Work with outside security vendors, scheduling maintenance inspections of security equipment every 6 

months 

• Work with law enforcement 

• Oversees transportation of medical marijuana; complies with § 1161.35, § 1161.36, § 1161.37  

• Responsible for compliance with DPH regulations and municipal regulations applicable to operations 

• Verify and maintain software and technology is in place to adequately provide oversight, security and 

monitoring in all required areas.  

• Advises internal management on implementation of compliance and security programs 

• Monitor compliance systems, policies and procedures to ensure effectiveness 

• Regularly patrol retail area and be a strong physical presence in and assuring the face of 

Commonwealth Dispensary 

• Responsible for safe and secure transportation of medical marijuana products.  

• Notify the Department daily of its delivery schedule, including routes and delivery times 

• Designated as Compliance Manager, designate an employee to continuously monitor the security and 

surveillance systems at the facility 

 

Qualifications 

 Dispensary agents must be 18 or older 

 High school diploma, Associates degree and/or Bachelor’s degree in Criminal Justice, Public 

Administration, Business or related subjects  

 3-5+ years prior supervisory experience in security, law enforcement or related field; formal 

training in non-violent communication 

 3-5+ years work experience in a role that involved securing a facility or location 

 Experience with direct supervision of multiple suppliers/staff members 

 Knowledge and understanding of Pennsylvania’s Medical Marijuana Program laws, regulations 

and guidelines 



 

 

 Investigation of Fitness- a character investigation will be conducted to secure evidence of the 

candidate’s honesty, integrity, general character and loyalty  

 

 

Pharmacist (Michele Pusateri and Lisa Dragic) 

Responsibilities include: 

• Responsible for dispensary inventory, oversee inventory and cash control and procurement of quality 

medicine; ensure storage, labeling, tracking and reporting of all medicine and cash; enforce quality 

control standards, ensuring that unacceptable quality medicine is never provided to patients 

• Coordinate and facilitate all transactions of the dispensary, verifying patient has a valid identification 

card, a valid certifying prescription order,  while ensuring every prescription does not exceed a 30 day 

supply, providing a receipt to the patient or caregiver in terms of § 1161.23 

• Checks the prescription drug monitoring program or electronic tracking database to ensure the patient 

has exhausted at least 24 days of previous medical marijuana prescription in terms of § 1161.25 

• Ensures all prescriptions are properly labeled and dispensed according to § 1161.28 

• Responsible for records retention 

• Will be designated power of attorney to order on behalf of the facility they are working at 

• Embrace patient education  

• Responsible for keeping up with all changes in local and state law regarding operation of the facility  

• Ensure that only the best and safest quality medicine is dispensed to patient  

• Lead and manage other staff members  

• Oversee and be responsible for all medicine dispensed, ensuring accuracy in labeling of medicine name, 

strength, quantity and directions of use  

• Assume financial control and responsibility for dispensary efficiency  

• Provide supervisory assistance for all dispensary staff members  

• Adhere to the strictest confidentiality when handling medical records and other information pertaining 

to patients and staff 

• Regularly check inventory to ensure all storage requirements are being met 

• Continuously monitor inventory to ensure all products are acceptable to be dispensed  

• Maintains a physical and electronic directory of all inventory received, inventory dispensed and/or 

inventory being returned or disposed of according to § 1161.32  

• Maintains all storage requirements are met according to § 1161.33  

• Checking inventory for expiry dates as well maintaining adequate stock control and rotation with 

suppliers  

• Oversee efficiency and security of dispensing 

• Provide outstanding pharmacy consultations to all patients and caregivers, addressing all questions and 

concerns 

• Responsible for ensuring patient certification is valid  

• Responsible to update Department of Health electronic tracking system according to § 1161.39 for all 

transactions 

• Ensuring all policies and procedures are being followed to maintain a safe and secure facility for our 

patients, visitors and personnel 

•  Responsible to oversee complaints about or recall of medical marijuana § 1161.38 



 

 

 

Qualifications 

• Bachelor’s Degree or Doctorate of Pharmacy Degree  

• Must possess an active Pharmacist license by the State of Pennsylvania that is in good standing  

• Experience in practicing pharmacy in a retail environment  

• Excellent leadership and management abilities  

 

Medical Director (Dr. William Dempsey) 

Responsibilities include: 

• Develop and provide training to the dispensary’s dispensary agents at least once every 12 months from 

the initial date of the dispensary’s registration certificate on the following subjects: 

o Guidelines for providing information to qualifying patients related to risks, benefits, and sides 

effects associated with medical marijuana 

o Guidelines for providing support to qualifying patients related to the qualifying patient’s self-

assessment of the qualifying patient’s symptoms including a rating scale for pain, cachexia or 

wasting syndrome, nausea, seizures, muscle spasms, and agitation 

o Recognizing signs and symptoms for substance abuse 

o Guidelines for refusing to provide medical marijuana to an individual who appears to be 

impaired or abusing medical marijuana 

• Assist in the development and implementation of review and improvement processes for patient 

education and support provided by the dispensary 

• Educational materials for qualifying patients and designated caregivers that include: 

o An alternative medical option for the qualifying patient’s debilitating medical 

condition 

o Information about possible side effects of and contraindications for medical marijuana 

including possible impairment with use and operation of a motor vehicle or heavy 

machinery, when caring for children, or of job performance. 

o Guidelines for notifying the physician who provided the written certification for 

medical marijuana if side effects or contraindications occur. 

o A description of the potential for differing strengths of medical marijuana strains and 

products. 

o Information about potential drug-drug interactions, including interactions with alcohol, 

prescription drugs, non-prescription drugs, and supplements. 

o Techniques for the use of medical marijuana and marijuana paraphernalia. 

o Information about different methods, forms, and routes of medical marijuana 

administration. 

o Signs and symptoms of substance abuse, including tolerance, dependency, and 

withdrawal. 

o A listing of substance abuse programs and referral information; 

• Policies and procedures for refusing to provide medical marijuana to an individual who appears to be 

impaired or abusing medical marijuana. 

• The Medical Director cannot establish a doctor patient relationship with or provide a written 

certification for medical marijuana for a qualifying person 

 

Dispensary Technicians (TBD) 

Responsibilities include: 

• Assist the pharmacist in the processing of prescriptions 



 

 

• Assist in welcoming patients, caregivers, and visitors by greeting them  

• Assist in fielding incoming calls 

• Assist in maintaining and processing paperwork for new patients and caregivers to be properly 

registered as a patient of the facility 

• Assist in maintaining security by following procedures, monitoring logbook, issuing and collecting all 

patient and visitor ID badges 

• Participate in new patient orientation and education 

• Assist patients and caregivers with completing their purchase transactions 

• Receive payments by cash. Issue receipts and any change due to customers 

• Count money in cash drawers at the beginning of the shifts to ensure amounts are correct and that there 

is adequate change 

• Maintain clean and orderly facility  

• Perform all sanitary, cleaning and janitorial duties at the facility as required  by § 1161.34.  

• Ensuring all policies and procedures are being followed to maintain a safe and secure facility for our 

patients, visitors and personnel 

• Escort visitors in limited access areas  

 

Qualifications:  

• Dispensary agents must be 18 or older 

• 3+ year prior experience in retail sales or similar environment 

 

Security Associate (Stephon Burgette) 

Responsibilities include: 

• Work within the dispensary's Security department team to implement security policies and procedures 

for the dispensary 

• Continuously monitor facilities security camera from CCTV  

• Guard against theft and maintain security ; assist security director in any incident investigations  

• Stop suspicious people and ask for identification  

• Use communication devices to contact facility during transportation 

• Inspect and adjust security systems, equipment and machinery to ensure operational use and to detect 

any evidence of tampering  

• Inspect windows and doors to ensure locks are in place and working  

• Communicate and work with local law enforcement and Department of Health  

• Ensuring all policies and procedures are being followed to maintain a safe and secure facility for our 

patients, visitors and personnel 

• Responsible for executing transportation policy ensuring security and safety  

• Ensure transportation documents are delivered and entered accurately  

• Maintain delivery records  

 

Qualifications:  

• Dispensary agents must be 18 or older 



 

 

• 3-5+ years prior supervisory experience in security, law enforcement or related field; formal training in 

non-violent communication 

• Knowledge and understanding of Pennsylvania’s Medical Marijuana Program, laws, regulations, and 

guidelines.  

 

Patient Care Coordinator (Jillian Lyons) 

Responsibilities include:  

 Liaise between patients and Commonwealth Dispensary executive team to continually improve 

the patient experience 

 Assist in the patient intake process, maintaining confidential patient paperwork and patient 

records 

 Ensure that patients receive the care they need and that they understand their medical condition, 

medications in relation to medical marijuana treatment 

 Assess and screen patients, as well as provide them with education about medical marijuana and 

their personal health conditions 

 Review the welcome packet with new patients 

 Assist patients with locating community resources 

 Coordinate with the Pharmacist regarding patient’s medical history, signs and symptoms, 

medication and health goals 

 Promote a work environment that is positive, patient service oriented and compliant with 

established policies and procedures 

 Maintain private and confidential, sensitive patient information 

 Execute Commonwealth Dispensary protocols 

 Inspire patient confidence and create patient loyalty 

 Develop knowledge of various strains and their purported effected on debilitating medical 

conditions 

 Develop knowledge regarding state and federal laws on medical marijuana 

 Assist in maintaining a clean and properly operational dispensary 

 

Qualifications 

 Previous dispensing, retail or patient service experience preferred 

 Exceptional patient service skills; experience in health care related field is a plus 

 Desire to learn about medical marijuana products in order to assist patients 

 

Community Outreach Director (Nicole Sullivan) 

Responsibilities include:  

 Strategically implement the goals and objectives of our Community Impact Plan  

 Coordinate a monthly meeting with leadership and law enforcement of the communities we serve 

to ensure our operations are exceeding expectations  

 Build relationships with physicians, hospitals, skilled nursing facilities, discharge planners, etc. to 

promote the image of Commonwealth Dispensary 

 Develop and implement strategic marketing sales plans that promote census growth, community 

recognition and increased referrals 

 Track referral trends, monitor market development and identify key target marketing 

opportunities 

 Plan and organize marketing events 

 Educate key stakeholders about hospice and palliative care 

 Oversee the initial patient consent to begin hospice care 



 

 

 Attend weekly meetings and address successes, competitor information and future opportunities 

 Responsible for developing and maintaining new contacts and/or partnerships in the community 

 Implementing event planning plans based on community feedback and business needs 

 Present before small and large groups within the community (schools, community organizations 

etc.) 

 Provide photography and content related to events for customer facing outlets (internet, social 

media, newsletters, etc.) 

 Coordinate activities for events to include working with vendors, community partners, and 

employees 

 Identify volunteerism needs and coordinate scheduling volunteers to work various community 

events. 

 

Qualifications 

 3-5+ years prior marketing/community relations experience  

 

Facilities Director (William Roche) 

Responsibilities include:  

 Responsible for leading the maintenance team in providing exceptional customer service, creating 

an environment of teamwork and a culture of accountability 

 Implements and monitors maintenance policies, EPA and OSHA regulations and requirements 

 Reporting to the Director of Operations, the facilities director will be accountable for the 

maintenance needs of all Commonwealth Dispensary locations/properties 

 Assists construction and operations team in the bidding/estimating of small capital items and 

operational issues that arise. Review bids, establishes scope of work and/or bid packages 

accordingly. Provide on-site supervision as needed on small capital projects/repairs. 

 Analyzes construction cost control evaluations, construction inventory management and work 

order trends 

 Performs routine property audits on all locations. Establish follow up dates and schedules to 

ensure compliance. 

 Develops and implements strategies on provided effectiveness of maintenance department. 

 

Qualifications 

 Proficient in local and state building codes 

 Bachelor’s degree is preferred or equivalent industry experience. 

 Minimum 5 years of direct supervision of a team required. 

 Previous experience managing multi sites and teams at the same time is strongly preferred.  

 

Section 9B- Job Descriptions of Commonwealth Dispensary 

 

Jillian Lyons has been an emergency room nurse since 2010 and previously worked with ill 

children at Shands University of Florida Hospital. She earned her bachelor’s degree in nursing 

from Misericordia University and is also certified in ACLS and PALS. She is a registered nurse 

in the state of PA.  

 

Nicole Sullivan earned her Bachelor’s degree in Science from Keystone College and was a Unit 

Supply Specialist with the US Army from 2010-2016. She is currently working in public 

relations at Toyota of Scranton and is involved with numerous community volunteer 

organizations. 



 

 

William Colin Roche has served as the Operations Manager at Roche Supply Inc. for almost 15 

years. In his role, he acts as a commercial estimator on large scale projects including hospitals, 

schools and hotels. He is also responsible for management of 47 employees. He was educated at 

Penn State.  

 

Section 9 (additional information) Commonwealth Dispensary LLC Training and 

Evaluation Policy 

 

INTRODUCTION: The personnel training and evaluation policy serves to establish a procedure 

that maintains provision of quality services via a properly credentialed staff.  

 

RESPONSIBILITIES  

 a)  The Director of Operations will oversee policy compliance for personnel under his or 

her supervision.  

 b)  All employees and contractors will adhere to the policies and SOPs in this manual.  

 

SCOPE: This policy shall apply to all Commonwealth Dispensary Locations.  

 

PURPOSE: This document is designed to provide a formal outline of the procedures 

Commonwealth Dispensary shall follow in an effort to ensure that dispensary personnel will 

receive adequate training coupled with competency evaluations by way of verbal, written, or 

practical mechanisms.  

 

POLICY 

All persons seeking employment at the facility must fill out an application for employment. All 

applicants must be 18 years of age or older. All job applicants will be advised of federal laws and 

U.S. Department of Justice policies regarding marijuana and required to sign a written 

acknowledgement that they were so advised. 

 

All employees will complete an acknowledgment of background checks and substance abuse 

testing. Criminal background checks are a requirement by federal statues in order to be employed 

at a health care facility 

 

Employees seeking a driver position will undergo a “Driving Record Report”. 

 

Any licensed employee by the State of Pennsylvania- pharmacist, physician, nurse practitioner, 

physician assistant- will undergo license verification. The Pharmacist-in-charge will verify by 

contacting the respective state board. All employees shall maintain proper licensure. 

 

Job responsibilities and qualifications will be provided to all persons seeking employment. 

 

Prior to employment, each potential employee must undergo a drug test. The drug test results 

need to show that employees are drug free in order to be eligible for employment. They may be 

required to take random drug tests, as requested by their Supervisor, throughout their 

employment.  A positive result on any drug test is grounds for immediate termination. 

 



 

 

Dispensary personnel are required to monitor and maintain his or her professional credentials. 

All professional credentials will be copied and kept on file in employee records.  

 

In addition to all personnel earning required CE credits necessary for proper credentialing, staff 

will be required to complete Medical Marijuana provided by state. The Director of Operations 

will be responsible to update employee files to ensure mandatory CE is complete.  

 

The work of each employee will be reviewed on an ongoing basis with the supervisor to provide 

a systematic means of evaluating performance, and an annual review will be performed for each 

employee. Pay raises will be considered based on job performance and other business-related 

factors. 

 

All staff must participate in Health Insurance Portability and Accountability Act (HIPAA) 

training and understand the importance of secure and confidential patient information. A 

certificate of training will be kept for all employees.  

 

Dispensary personnel shall complete computer training on proper data input, monitoring, 

inventory control, and report generation.  

 

Dispensary personnel who have completed training segments shall sign a training log. The 

Director of Operations shall sign the form as verification that the employee has completed the 

training. Training documentation shall be placed in the employee personnel file and maintained 

for adequate accessibility in the event of an audit.  

 

All employees will be given the Employee Handbook upon employment and will acknowledge 

receipt and acceptance of the policies in writing. The highest standards of personal and 

professional ethics and behavior are expected of all employees, as well as the display of good 

judgment, diplomacy and courtesy in their professional relationships with members of staff, 

patients, and the general public. 

 

Fire Alarm and Fire Extinguisher Training must be completed by all employees. Every employee 

will also be trained on an emergency preparedness plan and evacuation plan. This will be 

reviewed on an annual basis.  

 

It is important to establish a medical emergency plan and provide employee training. A first aid 

kit will be on site and include basic items to treat minor injuries. At all times there will be at least 

one employee on site who is CPR certified. In the event of a medical emergency, employee will 

immediately call 911 and request medical assistance.  

 

It is important to establish robbery response guidelines and training to all employees. Employees 

will be trained to remain calm during a robbery and make every effort to ensure the safety of 

customers and employees. Employees will be trained on activating the panic alarm.  

 

All employees will be trained on the security features of the facility including but not limited to 

patient/visitor access, vendor access, inventory storage, record storage. 

 



 

 

All employees will receive OSHA training as required by the Department of Labor to ensure that 

employees understand the importance of safety, security, and the health--related aspects of their 

specific jobs. Commonwealth Dispensary will be compliant with all OSHA standards. 

 

The Compliance Officer will provide training to workforce members on Hepatitis B 

vaccinations, addressing safety, benefits, efficacy, methods of administration, and availability. 

The Hepatitis B vaccination series is available at no cost after initial workforce member training 

and within 10 days of initial assignment to all workforce members. 

 

In order to comply with food handlers safety regulations, all employees will receive ServSafe 

Sanitation certification prior to starting employment. This will be provided at no charge to 

employees.  

 

Continuing education, seminar or other training relating to a staff member's job will be made 

available to the individual as follows: Tuition/registration fees and study materials will be paid 

for. Time spent in attendance of an approved educational presentation will be considered paid 

time on the job. Travel time will not be paid, however. On-line classes will be paid provided they 

are taken on site. Successful completion of courses will be favorably viewed during annual 

performance reviews. 

 

Each employee will be trained by their supervisor in how to properly carry out their specific job 

functions, including the protocols for tracking inventory and preventing diversion, the safety of 

product, security protocols, incident reporting, and other information critical to the proper and 

safe performance of their duties. 
 



 

 

Section 12- Storage of Medical Marijuana 
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A MANAGER’S GUIDE TO SUSTAINING A WELCOMING WORK 
PLACE

1. I welcome  staff and clients, by positively acknowledging their cultural
identity(ies).
I need to initiate___ I need additional Work ___ I already do___

2. I work to ensure that the makeup of the workforce reflects and take into
consideration the community that we serve.
I need to initiate___ I need additional Work ___ I already do___

3. During meetings and interaction with staff I discourage any one person
(including myself) from dominating “air time”.
I need to initiate___ I need additional Work ___ I already do___

4. I confront offensive or derogatory attitudes, slurs or jokes and make it clear
that they are not welcome at Commonwealth Dispensary.
I need to initiate___ I need additional Work ___ I already do___

5. I take the lead and also empower staff in planning events that celebrate diversity.
I need to initiate___ I need additional Work ___ I already do___

6. I ensure the selections of activities at DHS sponsored functions take into
account the diversity as well as the personal preferences of participants.
I need to initiate___ I need additional Work ___ I already do___

7. I support a strong orientation program for new employees and/or staff in a
new position.
I need to initiate___ I need additional Work ___ I already do___



8. I assign a mentor or coach to every new employee and/or staff in a new position.
I need to initiate___ I need additional Work ___ I already do___

9. I actively create an open communication environment for staff.
I need to initiate___ I need additional Work ___ I already do___

10. I make every attempt to ensure office(s) that I supervise are easily
identifiable, clean, accessible, and in compliance with ADA.
I need to initiate___ I need additional Work ___ I already do___

11. I ensure that DHS office(s) that I supervise show décor that reflects and
celebrates the diversity of the people we serve.
I need to initiate___ I need additional Work ___ I already do___

12. I know the cultural background of clients and customers in our service area,
and make conscious accommodations to welcome them.
I need to initiate___ I need additional Work ___ I already do___

13. I identify and/or facilitate learning opportunities for staff.
I need to initiate___ I need additional Work ___ I already do___

14. I ensure that clients/consumers are able to communicate with us through
language or sign interpreters or bilingual staff, as appropriate.
I need to initiate___ I need additional Work ___ I already do___

15. I know about the DHS cultural competency program and use their resources
to better understand and help clients, consumers and staff.
I need to initiate___ I need additional Work ___ I already do___

16. I promote the formation or continuing existence of a diversity committee to
develop opportunities that enrich culturally competent services for
clients/customers and staff.
I need to initiate___ I need additional Work ___ I already do___



WELCOMING A CULTURALLY COMPETENT ENVIRONMENT:
CHECKLIST FOR WORK TEAMS
This checklist is intended to provide guidance to DHS employees about creating or
maintaining both a client/customer service environment and an office environment
for co-workers that are respectful, inclusive and culturally competent.
It provides concrete examples of the kinds of values and practices that foster such
an environment where customer and co-workers feel welcomed and included.
Directions: Please select A, B, or C for each item listed below.
A= Frequently
B= Occasionally
C= Rarely or never

I. Facilities/Physical Worksites
1. Our office or worksite is easily identifiable, free from clutter, and
physically accessible.
2. The lobby and/or worksite displays pictures, posters, and other materials
reflecting the cultures and ethnic backgrounds of clients/customers served by
the program or Division.
3. Equipment is available to accommodate the needs of customers/clients
(video relay systems, telephones with amplification, computers with screen
readers, ergonomic keyboards, etc.).
4. Signs are in large print, clear and use at least a 70% color contrast to
ensure visibility.
5. There are clear, multi-lingual signs about linguistic services available in
the office posted in the front desk area.



II. Personal Interactions/Communications
____ 1. Clients/customers are able to communicate via bilingual staff; language
interpreters, or sign language interpreters. Staff members know how to
access sign interpretation and language services.
____ 2. Information about programs, services, and other functions is available
upon request in a variety of formats including large print, Braille, audio tape,
and computer diskette.
____ 3. Office staff is careful to be professional and respectful concerning their
body language. We are also aware of what is acceptable with the diverse
clients/ customers served.
____ 4. When necessary, we use alternatives to written communications with 
clients
as verbal communication may be a preferred method of receiving information.
____ 5. We understand that a limitation in English proficiency is not a reflection of
level of intellectual capacity or ability to communicate in the person’s primary
language.
____ 6. We seek information from community partners, and client/customers to
help respond appropriately to the needs and the preferences of the diverse
groups served by the office or program area.
____ 7. We “SMILE” in greeting clients and staff as we interact in the workplace,
because this is seen as welcoming in most cultures.
____ 8. We treat clients/customers with respect by being sensitive to the timing in
communication and by showing respect for providing an individual his/her
personal space.
____ 9. We are sensitive to the impact on others in the workplace concerning the
use of personal cell phones, radios, and other technical audio/visual devices.
____ 10. In this office, we recognize that some individuals may have sensitivity
to cologne, perfume, perfumed lotions, and scented hair products. When we
are provided feedback about a fragrance we respond respectfully and 
professionally. 



III. Values and Attitudes
____ 1. We attend training to enhance knowledge and skills in the provision of
services and supports to culturally, ethnically, racially, linguistically and
other diverse groups.
____ 2. We are committed to seeking out experiences that expose us to diverse
backgrounds, ethnicities, abilities etc. (e.g. cultural events, one-on-one
conversations, guest speakers at staff meetings, etc.).
____ 3. We try to be aware when we might be passing judgment, or imposing our
own values on those who hold different beliefs.
____ 4. We, staff and managers, advocate and participate in the review of
programs or agency’s mission statements, goals, policies, and procedures to
insure that they incorporate principles and practices that promote cultural
diversity and cultural competence

How To Use Your Answers
• There is no answer key with correct responses. However, if you frequently
responded “C”, the office or worksite you rated may be less inclusive and
welcoming, and may benefit from discussion about and implementation of
practices that promote a diverse and culturally competent environment.
• Use this checklist to identify a few areas that the work team can start working
on to improve practices that promote welcoming environments for staff and
clients/customers.



Objectives of this Training
• To provide a clear understanding of what diversity is and what it 
isn't.
• To raise a greater awareness and sensitivity to Diversity issues 
that go well beyond the assumed categories.
• To recommend behavioral tools for fostering a more cohesive 
workplace.

Diversity is the mosaic of people who bring a variety of
backgrounds, styles, perspectives, values and beliefs as assets
to the groups and organizations with which they interact.

Distinction Between EEO, Affirmative Action and Diversity &
Inclusion



All Communication is Filtered Through Your Cultural Perspective

• Age
• National origin
• Race
• Sexual orientation
• Religion
• Disability
• Gender
• Education
• Work role/experience
• Personality
• Customs
Geographic location
• Functional discipline
• Languages used
• Values
• Communication style
• Work Style
• Learning style
• Economic status
• Family situation
• Military experience
• Philosophical perspective



A New Metaphor for American Culture
The “melting pot” theory of American society has evolved, instead 
consider a vegetable soup metaphor.
• You can easily identify and taste the unique flavors of the
individual parts.
• Members of various cultural groups may not want to be 
assimilated, they want their tastes, looks and texture
to remain whole.
• To reap the business benefits of diversity, you must employ 
inclusive work strategies.

Benefits of Workforce Diversity & Inclusion
• Improved understanding of those you work for, with, and around.
• Creates a work environment that allows everyone to reach their 
full potential.
• Provides multiple perspectives on problem solving.
• Better performance outcomes.
• Increases employee productivity.
• Increased retention rates.
• Boosts employee morale.
• Improved customer relations.
• Reduces complaints and grievances.
• It’s the right thing to do!



The Business Imperative: What does the research show?
• Workforce diversity is positively associated with higher business 
performance outcome measures.
• Racial diversity is positively associated with higher performance 
in organizations that integrate and leverage diverse perspectives 
as resources for product delivery.
• Gender diversity is positively associated with more effective 
group processes and performance in organizations with people-
oriented performance cultures.
• Diverse teams are more creative and perform better in problem 
solving than homogeneous teams.*
• The effects of diversity on group processes and performance are 
highly
dependent on the presence of facilitating or inhibiting conditions in 
the organization; absent facilitating conditions, the 
aforementioned outcomes are reversed.

Conclusion: Diversity enhances performance but requires 
attention.



The Economic Imperative: What does the research show?
• Racial and gender diversity are positively associated with higher 
establishment productivity,
product quality, and economic benefits.
• Demographic shifts in population portend shifts in purchasing 
power and consumer trends.
Workforce diversity reflecting consumer/ market diversity results 
in:
• New product development
• Consumer confidence
• Increased product/service marketability
• Significant revenue growth (e.g., McDonalds, Pepsi-Cola, IBM – 
3000% growth form1998 -2001 attributed to diversity market)*
• Discrimination and poor diversity management pose a human 
and economic cost:
• The average EEO complaint costs the organization 
approximately $250,000
• 25-40% of workforce attrition rate and 5-20% in lost productivity 
can be attributed to poor diversity management; turnover costs 
75-150% of the replaced employee’s salary.
• Achieving and maintaining workforce diversity requires 
investment., but the return on the
investment, in terms of both economic and “good will branding” 
capital, outweighs the cost.
Conclusion: Diversity should be strategically aligned with 
business goals; diversity requires investment, but pays dividends.



The Human Imperative: What are the lessons learned?
• Notwithstanding the economic costs, the human costs of 
intolerance to diversity is incalculable.
• Defining diversity solely as race and gender can have a 
detrimental effect; “understanding the multidimensional nature of 
identity is important in defining diversity in work teams.”*
• A framework for diversity in work groups should include:**
• personal demographics
• knowledge, skills, and abilities
• values, beliefs, and attitudes
• personality and cognitive and behavioral style
• organizational demographics
• When defining diversity in multidimensional terms, including 
DIVERSITY OF THOUGHT, it naturally brings in aspects 
grounded in race, gender, and ethnicity.

The Human Imperative: What are the lessons learned?
Case in Point: Intelligence Community
• Obstacles leading to intelligence failures included:
• Hardened attitudes against change
• Insular organizations
• Resistance to external recommendations
• Insistence on preserving the status quo
• Recommendations for improvements in performance
culture include:
• Agencies should encourage dissent, not smother it.
• Move away from tradition of searching for consensus



The Human Imperative: What are the lessons learned?
Case in Point: NASA
“ Organizational culture refers to the values, norms, beliefs, and 
practices that characterize the functioning of a particular 
institution.”*
• Causes that contributed to the Columbia accident included:
• An organizational culture that squelched dissent
• A performance culture that stifled differences of opinion
• Resistance to external criticism and doubt
• Imposition of the “party line vision… (which) led to flawed 
decision making, self-deception, introversion, and diminished 
curiosity”
• Organizational barriers that prevented open, effective 
communication NASA has since implemented one of the 
strongest diversity management programs in Federal government

Take-Aways What does this mean for the Federal workforce?
• Workforce diversity enhances performance and productivity; it is 
a business, economic, and social imperative in the 21st century.
• To be a high performing organization, diversity should be broadly 
defined by traditional EEO demographics, social, cognitive, and 
behavioral perspectives.
• To be effective, diversity management must be strategically 
implemented and aligned with business goals; Diversity requires 
investment and attention in order to be effective.
• Intolerance and insensitivity to diversity breeds disastrous and 
costly results; agencies must empower employees and guarantee 
their EEO rights.
• Diversity principles must be incorporated in all aspects of an 
organization’s performance culture, including:
- Leadership communications - Group work processes
- Recruitment and retention strategies - Succession planning —
- Rewards and developmental systems - Strategic planning



Cultural Competence
Cultural Competence is the ability to respond effectively and
appropriately to different cultural/generational contexts in the
workplace.
• Acknowledge and accept differences in cognitive,
behavioral, philosophical, social, and communicative
styles that arise from different cultural generational
contexts.
• Seek to understand; ask for clarification or reasons for
the behavior
• Communicate policies, procedures clearly to employees if
you are a manager

Cultural/Generational Differences
• Individual vs. team work orientation
• Visual vs. oral learning style
• Expressive vs. introverted behavior
• Physical vs. non-physical
• Emotive vs. reserved personality
• Assertive vs. acquiescent behavior
• Gregarious vs. solitary social style
• Work vs. family focus
• Divergent vs. convergent thinking
• Long term vs. short term career planning
• Respect others’ opinions.
• Acknowledge cultural/generational differences and
historical injustices without becoming defensive.
• Be open to learning about other cultures and ideas.
• Give others the benefit of the doubt in a dispute.
• Seek first to understand others’ point of views; then to be
understood.
• Don’t stereotype.
• Don’t judge others by your own cultural standards.
• Don’t assume your culture’s way is the only way.



• Don’t talk down to anyone; communicate effectively.

Impediments to Cross-Cultural
Communication
• Irrational Assumptions
• Misunderstanding
• Prejudice
• Fear

Irrational Assumptions
An irrational assumption is a belief that is founded on
baseless supposition, often skewed by bias. One of the
best examples of irrational assumptions are the
stereotypes we formulate about people based on their
association or membership with cultural or ethnic
groups.

Misunderstanding
Misunderstandings are a normal part of communication
either because we unintentionally or intentionally use the
wrong words or because we don’t understand what is
being said to us. To prevent misunderstanding know who
you’re talking to, be respectful, and be sure of what you want to 
say.

Prejudice
By definition, prejudice is either a bias in favor of or
against something. Such biases can of course be
benign, however, those preferences having to do with
people can be hurtful and cause problems especially in
the workplace.



Fear
Fear of change in the workplace is counterproductive,
especially fear of ideas and people who are different
from us.

Number 1 Rule for Diversity, Inclusion, and
Constructive Conflict Management
• Dialogue! In order to understand the other’s point of
view, seek first to understand.
• Dialogue! In order to communicate your own position.
• Dialogue! In order to arrive at a mutually beneficial
agreement that serves common goals.

How Can Managers Promote Diversity & Inclusion?
• Lead employees by example; respect people and
differences in the workplace.
• Create a welcoming, inclusive environment in
which to conduct business.
• Incorporate diversity in policies, strategic plans,
operational procedures.
• Learn and practice early conflict resolution strategies.
• Practice regular, effective, and open communication;
empower your employees; requires trust.
• Demonstrate executive commitment to diversity on an
ongoing and regular basis.
• Walk the talk.

Diversity Best Practices
• Leadership commitment.
• Effective communication and transparency.
• Equitable employment practices.
• Recruitment outreach.



• Continuous learning and career development.
• Coaching and mentoring.
• Early conflict resolution.
• Flexible work culture.

Leadership Commitment
• Communicate and practice commitment to diversity and
inclusion often.
• Reinforce diverse work and employment practices,
including diversity of thought.
• Practice constructive conflict management.
• Educate the workforce on the business value of diversity
and inclusion.
• Mentor and coach diverse employees.

Career Development
• Definition: aligning the needs of the organization with the 
professional development of its employees.
• Diversity & Inclusion should be incorporated in career 
development, especially in the following areas:
• Succession planning
• Internal mobility systems
• Training and development opportunities
• Performance management—ensure evaluations don’t include 
subtle biases against diverse groups of people

Recruitment Outreach 
Cast the net wide: Recruitment outreach efforts should
target a wide variety of academic, professional and
community organizations for the most talented and
qualified persons in diverse groups.



How Can Employees Promote Diversity?
• Practice positive, constructive work habits in the
workplace; work cooperatively towards a common goal.
• Live up to the social contract; contribute to your fullest potential; 
strive for excellence.
• Recognize and respect others and their individuality.
• Think before you speak and be sensitive to others.
• Talk about your differences and ask tactful questions about how 
people want to be treated.
• Eliminate stereotypes and generalizations.

Diversity is only FAIR
Feedback/communication promotes understanding,
reduces conflict; and enhances productivity.
Assist others to become culturally competent; support one
another – we are all in this together!
Inclusion should be practiced; empower employees to fully
perform and participate in pursuit of the organization’s mission.
Respect is non-negotiable; honor the social contract.



I. Commonwealth Dispensary, LLC                          
Attitude toward Diversity (circle one)

1. The leadership at this company encourages diversity
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
2. Management shows that diversity is important through its 
actions
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
3. This company is committed to diversity
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree

4. This company respects individuals and values their differences
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree



II. Corporate Culture
5. This company is making progress with diversity initiatives
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
6. A fair workplace includes people from every race.
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
7. Employees who are different from most others are treated fairly 
at this company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
8. At this company, employees appreciate others whose race/
ethnicity is different from their own
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree



III. Discrimination
9. I have personally witnessed discrimination at this company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
10. I have been the victim of discrimination at this company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree

IV. Hiring and Recruitment
11. There is cultural diversity among the people a job candidate 
will meet/see on his/her first visit to the company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree



V. Career Development
12. Employees of different backgrounds are encouraged to apply 
for higher positions
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
13. There is a career development path for all employees at this 
company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree

VI. Your Role
14. My experiences since coming to this company have led me to 
become more understanding of racial/ethnic differences
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
15. Getting to know people with racial/ethnic backgrounds 
different from my own has been easy at this company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree



VII. Policies and Procedures
16. The company's policies or procedures discourage 
discrimination.
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree

17. I believe the company will take appropriate action in response 
to incidents of discrimination.
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree

VIII. Interaction
18. Employees of different backgrounds interact well in this 
company
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
19. Management of this company demonstrates a commitment to 
meeting the needs of employees with disabilities
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree



20. Employees of different ages are valued equally by this 
organization
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
21. Racial, ethnic, and gender-based jokes are not tolerated at 
this organization.
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
22. This company provides an environment for the free and open 
expression of ideas, opinions and beliefs.
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree



IX. Your Immediate Supervisor
23. My supervisor is committed to, and supports, diversity
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
24. My supervisor handles diversity matters satisfactorily
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
X. Diversity Training program
25. Education about diversity will enhance the company’s 
profitability
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
26. This company has done a good job providing training 
programs that promote multicultural understanding
Strongly Disagree
Somewhat Disagree
Neutral
Somewhat Agree
Strongly Agree
27.What improvements, if any, can be made to improve the level 
of diversity at this company?



The following questions are for analytic purposes only. They 
will not be used to try to identify any individual. However, if 
you feel uncomfortable about answering any of them do not 
do so.
Whether or not you leave any questions blank, please return 
your questionnaire.
28. How long have you worked for Commonwealth Dispensary 
LLC
Less than one year
One year to less than two years
Two years to less than five years
Five years to less than ten years
Ten years or more
29. What is your age?
Under 21
21 to 34
35 to 44
45 to 54
55 or older

30. What is your sex?
Male
Female

31. Which of the following best describes your role in the 
organization?
First-level supervisor
Manager/supervisor higher than first level (including senior 
management positions)
Not a manager or supervisor
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Mission Statement 

 The Mission of Commonwealth Dispensary, LLC is to provide our 
customers with quality medicinal marijuana, education and resources to help 
ease their health condition and improve their quality of life.  We are 
committed to financially supporting the community our diverse owners and 
employees work and live in, while always maintaining a safe and secure 
facility.  

Vision 
We envision a facility welcoming to patients and welcomed by the 
communities we serve. We envision providing quality products and services 
for all qualified patients/caregivers. Every step of the way our patients will 
experience exceptional customer service in a safe, secure and clean 
environment. We envision creating a strong and beneficial relationship with 
the communities we serve, who will benefit from our commitment to give 
back to our community.  

INTENT  
This handbook is intended to familiarize you with rules, regulations, 
policies and procedures of Commonwealth Dispensary LLC . 
Commonwealth Dispensary reserves the right to change, modify, 
discontinue or add to any benefits or information obtained in this 
handbook. This handbook is intended to be a general reference 
source and does not create a contract of employment. It is each 
workforce member’s responsibility to read this handbook upon hiring, 
and annually thereafter. Workforce members are encouraged to 
request updates, additions, changes and/or deletions through the 
Manager.  



EQUAL EMPLOYMENT OPPORTUNITY  
Commonwealth Dispensary is an equal opportunity employer. We 
enthusiastically accept our responsibility to make employment 
decisions based on personal and professional qualifications without 
regard to race, color, religion, religious creed, national origin, ancestry, 
age, sex, sexual orientation, handicap, marital status, military service, 
height, weight, pregnancy, childbirth and related medical conditions or 
any other lawfully protected characteristics. This applies to 
promotions, demotions, layoffs, termination pay and other forms of 
compensation and fringe benefits, training and general treatment 
during employment.  

Equal opportunity at Commonwealth Dispensary includes freedom 
from harassment. Any form of harassment will not be tolerated and will 
result in disciplinary action, up to and including termination of 
employment. Commonwealth Dispensary y workforce members are 
expected to report suspect acts of unlawful harassment by our 
workforce members to any member of management immediately for 
investigation and appropriate corrective action.  
Our goal is to maintain a satisfied and productive team of workforce 
members.  



CONFIDENTIAL INFORMATION  

The employer considers certain types of information about its 
services, processes, workforce members, clients and customers as 
confidential data, whose disclosure to competitors or other members 
of the public could significantly harm the company’s interests. 
Workforce members are forbidden to disclose any trade secrets or 
other confidential information or data learned in the course of 
employment to individuals not employed by Commonwealth 
Dispensary, except with the employer’s written permission.  

All job applicants, before being hired, will be informed of the 
employer’s confidentiality policy and restrictions. As a condition of 
employment, all new hires must sign the acceptance of the Workforce 
Member Handbook and a HIPAA Acknowledgement of Confidentiality 
Restrictions. These documents inform workforce members of their 
responsibilities to maintain the confidentiality of the facility’s trade 
secrets, patient information and other proprietary information and to 
use such confidential information only in the course of employment 
with Commonwealth Dispensary.  

Workforce members who violate the facility’s confidentiality rules 
will be subject to discipline, up to and including immediate discharge 
for serious violations. The employer also reserves the right to seek 
legal redress and remedies for breaches of its confidentiality policy by 
former workforce members.  

Patient files, records and other confidential information will be 
disclosed to workforce members in the course of task completion and 
patient care. In handling confidential documents and materials, 
workforce members must adhere to all procedures and restrictions 
designed to safeguard such information.  
Supervisors will be responsible for periodically reminding workforce 
members of their confidentiality obligations. Staff meetings, individual 
evaluations and discussions, bulletin board postings and paycheck 
notices are some of the means that may be used to ensure that 
workforce members stay mindful of the importance of maintaining 
confidentiality.  
Supervisors will also be responsible for ensuring that departing 
workforce members are informed, preferably at an exit interview, of 



the company’s confidentiality policy and expectations and of the 
workforce member’s pledge to abide by these rules.  

90 DAY PROBATIONARY PERIOD  
All newly hired workforce members will serve a 90-day probationary 
period. During this period, Commonwealth Dispensary will prepare 
and train the workforce member to perform his/her duties. If the 
workforce member refuses to accept their duties and responsibilities, 
they may be terminated without recourse.  

ATTENDANCE CONTROL  
Each workforce member is hired to complete a specific requirement. 
When a workforce member is not at work, for whatever reason, patient 
care is delayed. For this reason, it is important that workforce 
members are regular and consistent in their attendance. If the facility 
finds that a workforce member cannot come to work on a regular 
basis, the facility will be forced to find another person who can be 
more consistent in their attendance. We are a healthcare provider and 
our patients, customers and co-workers expect us to be on time each 
and every day. Tardiness is not to be accepted or tolerated. Always 
allow adequate time to be punctual for work. If a workforce member 
needs to call off work for personal reasons, illness or tardiness, the 
workforce member must contact their supervisor.  
SICKNESS  
If you are sick, most likely there is no one to take your place, therefore 
take care of yourself. Go to the doctor if your illness is going to require 
more than one day off work. Notify your supervisor of your condition. If 
you have medical appointments, try to make them at the beginning or 
at the end of the day.  

Employee Cleanliness and Training 
All new employees will receive orientation and training on our policies and their completed 
training certificate will be kept in their employee folder. Additionally, any employee working in 
direct contact with medical marijuana is subject to the restrictions on food handlers in § 27.153 



and will be required to obtain ServeSafe certification prior to working in our facilities. ServeSafe 
is recognized as being compliant with state regulations regarding cleaning and sanitizing, 
prevention of food borne illness, prevention of cross contamination, personal hygiene, time and 
temperature controls, safe and sanitary purchasing, receiving, and storing of food and chemical 
cleaning agents, pest and waste managements and facility requirements for ensuring a safe, 
sanitary production environment. Commonwealth Dispensary will reimburse employees the cost 
of a successful certification course.  

All employees will be required to wash hands thoroughly before starting work and at any time 
they may have become soiled or contaminated, as well as at all times before dispensing medical 
marijuana to a patient or caregiver. Our dispensary will provide its employees and visitors with 
adequate and convenient hand-washing facilities furnished with running water at a temperature 
suitable for sanitizing hands. Hand-washing facilities will be located where good sanitary 
practices require employees to wash and sanitize their hands.  Effective nontoxic sanitizing 
cleansers and sanitary towel service, or suitable hand drying devices, will be provided. The 
dispensary will provide its employees and visitors with adequate, readily accessible lavatories 
that are maintained in a sanitary condition and in good repair. Hand hygiene technique posters 
will be displayed next to all hand washing stations.  

Hygiene of all employees will be enforced using a dress code. All employees will receive the 
dress code prior to beginning employment at the facility. A signed attestation of the dress code 
policy will be kept in the employee folder. Employees will present a professional, job appropriate 
appearance by dressing in a neat, clean and presentable manner. All employees will be properly 
groomed and hair will be neat and clean. Shoes will be clean and opened toed shoes will not be 
allowed. Employees will wear pocket-less uniforms similar to hospital scrubs. Employees who 
appear for work in inappropriate clothing or hygiene will be asked to leave and will not be 
permitted to return to work until the above conditions are met. Although non- inclusive, the 
above requirements will guarantee the staff presents in professional manner at all times.

CODE OF CONDUCT AND ETHICS  
As a workforce member of Commonwealth Dispensary, you will be 
expected to adhere to the high standards of integrity and 
professionalism as described in the Workforce Member Handbook. 
These standards are vital to our success in the healthcare industry. 
Your conduct and behavior, both on and off the job, reflect on the 
facility’s image.  
In general, you will be expected to conduct yourself in such a manner 
as to enhance the professional image and effectiveness in our goals 



of serving the needs of our patients. Any behavior which would detract 
from the effectiveness of our professional image is considered 
grounds for disciplinary action.  
In order to assist workforce members in understanding exactly what is 
expected, the following Code of Professional Conduct has been 
established. While it would be impossible to compile a complete list of 
all possible actions which might result in disciplinary measures, the 
following set of guidelines are examples of misconduct, which may 
subject a workforce member to disciplinary actions, up to and 
including discharge.  
All of our workforce members are expected to adhere to the facility’s 
high standards of ethics, honesty, integrity and professionalism. 
Conduct that would be contrary to the high standards of integrity and 
professionalism expected by the facility will result in disciplinary action 
or termination.  

Examples of such misconduct include, but are not limited to, the 
following:  
1. Violating the confidentiality of a patient’s account information  

2. Excessive absenteeism or tardiness  
3. Failure to obtain advance approval for personal time off for 

non-emergencies  
4. Dishonesty  
5. Insubordination or argumentative tendencies (uncontrolled, 

non-productive communications)  
6. Engaging in any form of Sexual Harassment  
7. Consumption of alcoholic beverages on premises, without 

specific permission  
8. Using or being under the influence of intoxicating beverages, 

marijuana, hallucinogens or other illegal drugs or narcotics 
on premises  

9. Theft  
10. Wearing or carrying weapons of any type on premises  
11. Physical assault upon any workforce member, patient or 

customer  
12. Defacement of property or premises  



13. Disclosure of confidential information to persons outside the 
facility or breach of confidential trust, either within or 
outside the organization  

14. Failure to perform assigned duties in a satisfactory manner 
as defined in annual evaluations  

15. Failure to adhere to the high standards of ethics and conduct 
required by this Code and the Workforce Member 
Handbook  

16. Engaging in conduct that is detrimental to the development of 
a cooperative “team” work environment, or otherwise 
disrupting harmonious working relationships  

17. Any other violation of the facility’s policies or procedures  

OFFENSES WARRANTING IMMEDIATE TERMINATION  
Workforce member misconduct that may result in immediate 

termination is defined as, but not limited to, the following:  
1. Absence without notification for two or more consecutive days  

2. Persistent tardiness, or any other action that is regarded as 
misconduct in the workplace, may be considered a voluntary 
quit. Be punctual to your assignments  

3. Inappropriate Internet usage  
4. Physical assault upon a workforce member, patient or 

customer  
5. Theft, fraud or embezzlement  
6. Use, consumption or possession of alcoholic beverages or 

illicit drugs on property  
7. Willful insubordination or refusal to perform assigned tasks  

SUBSTANCE ABUSE TESTING  
The organizational leaders recognize that controlled substance and 
alcohol abuse is a serious threat to the lives of our workforce 



members, a safe work environment and our overall goal of ensuring a 
drug free and healthy work environment. We are instituting this 
controlled substance and alcohol testing policy in an effort to deter 
individuals who have not begun using, to encourage anyone currently 
using to seek the assistance necessary prior to identification in our 
program and to identify those individuals that have made the decision 
to continue to use.  
Substance abuse testing is defined in the Substance Abuse Testing 
Policy and Procedure. Testing may occur:  
• Pre-Employment  

• Facility Base Line  
• Random  
• Reasonable Cause  

SEARCHES  
Employees, while on Company premises, are required to submit to 
searches of their persons, lunch boxes, personal effects, desks or 
similar repositories, etc., when management has a reasonable cause 
to believe that (1) the employee possesses a prohibited substance; or 
(2) the employee ingested a prohibited substance.  

NORMAL DISCIPLINARY PROCEDURE  
The normal disciplinary procedure will be as follows:  
1. Oral admonishment  
2. Written Admonishment  
3. Termination  

AMERICANS WITH DISABILITIES ACT  
This facility supports the Americans with Disability Act (ADA) of 1990. 
We will make “reasonable accommodations” for a workforce member’s 
or applicant’s known disabilities unless the facility can show that the 
accommodation would impose an undue hardship on the business.  
A workforce member or applicant that falls within the definition of the 
ADA must express the need for accommodation to the Human 



Resource Manager and must show that the ADA request is valid. The 
Human Resource Manager will assist any workforce member that has 
questions or requests of the ADA requirements.  

SMOKING  
Smoking is not permitted in the facility; however smoking is permitted 
in designated smoking areas outside.  
HOLIDAYS  
There are six (6) paid holidays for full-time salaried workforce 
members: New Years Day, Labor Day, Memorial Day, Thanksgiving 
Day, Independence Day, Christmas Day  

ANNUAL EVALUATIONS  
Each workforce member will receive annual evaluations from their 

supervisor or manager. These evaluations will rate the workforce 
member’s performance as based on the job description and 
evaluation standard.  

SEXUAL HARASSMENT  
Sexual harassment is prohibited in any form.  
The purpose of this policy is to provide uniform guidance and 
procedures regarding sexual harassment in conformity with federal 
and applicable state and local laws.  
This policy applies to all workforce members. This policy covers both 
sexual harassment, by either sex, toward the other and sexual 
harassment between members of the same sex.  
Sexual harassment may take either of two forms: "Quid Pro Quo" (this 
in exchange for that) harassment by a supervisor or member of 
management or "hostile environment" sexual harassment. Both forms 
of sexual harassment are equally prohibited by this policy.  
Unwelcome sexual advances, requests for sexual favors and other 
oral or physical contact of a sexual nature, constitutes sexual 
harassment. The sexual favors sought need not be personally for the 
individual requesting the favors. When submission to such conduct is 
made, either in an explicit or implicit term, as condition of an 
individual's employment, or when submission or rejection of the 



conduct by the individual is used for employment decisions, such as 
performance appraisal, compensation, promotion, work assignments 
or similar matters, that conduct is unlawful and prohibited by this 
policy.  
When such conduct, whether committed by a supervisor or non-
supervisor, has the effect of unreasonably interfering with a workforce 
member's work performance or creates an intimidating, hostile or 
offensive work environment, the conduct is prohibited both by law and 
this policy.  
Examples of prohibited conduct include, but are not limited to, 
advances or propositions, repeated offensive sexual flirtations, 
continued or repeated comments about a person's body or any parts 
thereof, sexually offensive language or jokes and the display of 
sexually suggestive pictures or objects.  
Sexually harassing conduct by any individuals is strictly prohibited.  

COMPLAINT PROCEDURE  
Workforce members, who believe they have been sexually harassed, 
should tell the people harassing them that their behavior is offensive, 
that it must stop and immediately report the situation to their direct 
supervisor. In the rare event that all site personnel are involved, the 
workforce member may bring the matter directly to the attention of the 
owner(s) or manager.  
1. All complaints of sexual harassment will be investigated in a timely 
and responsible manner. To the extent possible, consistent with a 
thorough  

investigation, the information supplied by the complainant will be held 
confidential, except when released due to legal compulsion. Nothing 
herein shall prohibit the facility from disclosing, at its discretion, any 
material or statements obtained from the complainant, witnesses or 
the accused, to any court, board or agency, or from waiving any 
privilege to which the facility is entitled. All witnesses and those 
interviewed during the investigation will be required to treat the matter 
as confidential. The purpose of confidentiality shall be to protect, to 
the extent practical, both the complainant and the accused. Upon 
request, the accused shall be permitted representation by personal 
counsel when being interviewed.  



2. Investigation of sexual harassment complaints will be carried out in 
a serious manner and will, whenever practical, include interviewing the 
complainant, all relevant witnesses and the accused. Workforce 
members are to cooperate fully in such investigations. Workforce 
members who file a complaint or participate in investigations shall be 
protected from any form of retaliation arising out of the filing of the 
complaint or participation in the investigation.  

3. If at the completion of the investigation, the complaint appears to be 
valid and supported by the evidence, appropriate disciplinary action, 
which may include discharge designed to halt the harassment or 
prevent any recurrence, may be taken. Until the investigation is 
complete, a decision is reached and all internal appeals exhausted, 
the accused shall be accorded the presumption of innocence. 
However, temporary measures, such as suspension with pay or 
transfer, may be utilized, pending the resolution of the investigation. 
Because it is public policy to encourage workforce members to come 
forward when they believe they have been sexually harassed, 
although an investigation may not reveal sufficient facts to warrant 
disciplinary action against an accused, the complainant shall be 
privileged in having brought the complaint, absent a finding supported 
by evidence that the complaint is entirely false and motivated by 
malice. In the latter instance, the facility will review with counsel 
whether any action can or should be taken.  

4. All workforce members will be held responsible and accountable for 
complying with this policy. All workforce members are expected to 
make a conscious effort to avoid any speech or conduct that may be 
perceived as sexual harassment. Workforce members who observe 
sexual harassment should:  
• Tell the offender to stop.  

• Support the victim.  
• Document their observations as specifically as possible.  
• Discuss the problem with their supervisors.  



COMPUTER AND THE INTERNET POLICY  
The use of the Internet will be limited to official business. If you need 
to research personal information, it may be conducted during breaks, 
lunch and after working hours. When using Internet accounts, 
workforce members must remember that they are acting as agents of 
the facility. Online conduct must reflect the ethics, professionalism, 
courtesy and responsibility that are expected in this position. 
Unauthorized or inappropriate use of the Internet must be reported 
immediately to a supervisor or security administrator. Detection of 
external efforts to compromise the facility’s computer systems by 
outside entities must also be reported to the Security Officer and the 
manager. When the workforce member uses the Internet as an agent 
of the facility, he/she must maintain the highest degree of 
professionalism at all times. All communications with external 
organizations must constantly demonstrate this professionalism.  
The workforce member may not visit illegal or pornographic sites, nor 
distribute illegal or pornographic material. Sexually related, derogatory 
or racially intolerant web sites and material is forbidden.  
Workforce members may not use the facility’s computer access to the 
Internet for personal entertainment, information or financial gain. Use 
of the Internet for soliciting money or for advocating a religious or 
political cause is strictly forbidden. A workforce member cannot 
misrepresent himself/herself or the facility.  
The use of abusive, vulgar or objectionable language on the Internet is 
unacceptable. Additionally, using the Internet for the intentional 
harassment or harm of an individual or organization is prohibited.  
It is not acceptable to use the facility’s networking services, resources 
or facilities for any purposes that violate existing state or federal laws, 
regulations, policies or procedures. It will become the responsibility of 
management to provide disciplinary actions against the workforce 
member for illegal use of the Internet.  
The facility retains the right to monitor workforce member activities. 
The facility will monitor and audit Internet access for the purposes of 
assuring system security, proper usage and for performance impact. 
The workforce member has no rights of privacy in their use of the 
Internet.  



Failure to follow the Internet Usage Policy will lead to a workforce 
member’s discipline which may include reprimand, loss of Internet 
access, suspension, termination or legal prosecution.  

MEMBERS OF THE GUARD AND RESERVE  
This facility supports the Guard and Reserve and follows the 
standards set by the federal government. For additional information, 
refer to the United States Air Force web site (www.af.mil) concerning 
Employer Support of the Guard and Reserve (ESGR).  
All questions concerning these requirements and members of the 
guard and/or the reserve should be directed to Human Resources.  

WORKFORCE MEMBER HANDBOOK ACCEPTANCE  
I hereby acknowledge acceptance and receipt of Commonwealth 
Dispensary Workforce Member Handbook. I further certify that I have 
read this handbook and attest that I voluntarily agree and accept all 
the provisions within this handbook.  

For New Workforce members:  
I understand that the Employment Agreement is part of acceptance of 
a position and a 90-day probationary period will be part of my position.  

________________________________________________________ 
Workforce Member Signature  

________________________________________________________ 
Workforce Member Printed Name     Date  

________________________________________________________ 
Supervisor Signature               Date  
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EXPOSURE CONTROL PLAN (ECP)  

Commonwealth Dispensary LLC is committed to providing a safe and healthful 
work environment for our entire staff. In pursuit of this goal, the following 
Exposure Control Plan (ECP) is provided to eliminate or minimize 
occupational exposure to bloodborne pathogens in accordance with OSHA 
standard 29 CFR 1910.1030, "Occupational Exposure to Bloodborne 
Pathogens" (ECP).  
The ECP is a key document to assist our organization in implementing and ensuring 
compliance with the standard, thereby protecting our workforce members. This ECP 
includes:  
• Determination of workforce member exposure  

 • Implementation of various methods of exposure control, including:  
•Universal precautions  
• Engineering and work practice controls  
• Personal protective equipment  
• Housekeeping  
• Hepatitis B vaccination  
• Post-exposure evaluation and follow-up 
• Communication of hazards to workforce members and training  
• Recordkeeping 
• Procedures for evaluating circumstances surrounding exposure incidents.  

Program Administration  

• The Compliance Officer is responsible for implementation of the Exposure Control 
Plan (ECP) and will maintain, review, and update the ECP at least annually, and 
whenever necessary, to include new or modified tasks and procedures. The Compliance 
Officer can be contacted at Commonwealth Dispensary LLC.  

• Those workforce members who are determined to have occupational exposure to 
blood or Other Potentially Infectious Materials (OPIM) must comply with the procedures 
and work practices outlined in this ECP.  



• The Compliance Officer will provide and maintain all necessary Personal Protective 
Equipment (PPE), engineering controls (e.g., sharps containers), labels, and red bags 
as required by the standard. The Compliance Officer  will ensure that adequate supplies 
of the aforementioned equipment are available in the appropriate sizes. The 
Compliance Officer can be contacted at Commonwealth Dispensary LLC. 

• The Compliance Officer  will be responsible for ensuring that all medical actions 
required by the standard are performed and that appropriate workforce member health 
and OSHA records are maintained. The Compliance Officer can be contacted at 
Commonwealth Dispensary LLC. 

The Compliance Officer will be responsible for training, documentation of training, and 
making the written ECP available to workforce members, OSHA, and NIOSH 
representatives. The Compliance Officer can be contacted at Commonwealth 
Dispensary LLC. 

Workforce Member Exposure Determination  
The following is a list of all job classifications at our establishment in which all workforce 
members have occupational exposure: JOB TITLE  
DEPARTMENT  
Pharmacists  
Pharmacy  
Pharmacy Technicians  
Pharmacy  

Methods of Implementation and Control  
Universal Precautions - All workforce members will utilize universal precautions.  

Exposure Control Plan  
Workforce members covered by the bloodborne pathogens standard receive an 
explanation of this ECP during their initial training session. It will also be reviewed in 
their annual refresher training. All workforce members can review this plan at any time 
during their work shifts by contacting Commonwealth Dispensary LLC Compliance 
Officer. If requested, we will provide a workforce member with a copy of the ECP free of 
charge and within 15 days of the request.  
The Compliance Officer is responsible for reviewing and updating the ECP annually or 
more frequently, if necessary, to reflect any new or modified tasks and procedures that 
affect occupational exposure and to reflect new or revised workforce member positions 
with occupational exposure.  



Personal Protective Equipment (PPE)  
PPE is provided to our workforce members at no cost to them. Training in the use of the 
appropriate PPE for specific tasks or procedures is provided by Commonwealth 
Dispensary LLC. Compliance Officer  
The types of PPE available to workforce members are:  
• Gloves to be worn during administration of immunizations  

• CPR masks to be used in case of emergency CPR administration  

PPE is located both in the supply area of the pharmacy or may be obtained through 
Commonwealth Dispensary LLC. Compliance Officer. The Compliance Officer is 
responsible for ensuring that PPE is available.  

All workforce members using PPE must observe the following precautions:  

• Wash hands immediately, or as soon as feasible, after removing gloves or other PPE  

• Remove PPE after it becomes contaminated and before leaving the work area  

• Used PPE may be disposed of in specified trash cans using red biohazard liners  

• Wear appropriate gloves when it is reasonably anticipated that there may be hand 
contact with blood or OPIM and when handling or touching contaminated items or 
surfaces. Replace gloves if torn, punctured or contaminated, or if their ability to function 
as a barrier is compromised  

• Utility gloves may be decontaminated for reuse if their integrity is not compromised. 
Discard utility gloves if they show signs of cracking, peeling, tearing, puncturing, or 
deterioration.  

• Never wash or decontaminate disposable gloves for reuse  

• Remove immediately, or as soon as feasible, any garment contaminated by blood or 
OPIM, in such a way as to avoid contact with the outer surface.  

The procedure for handling used PPE is:  

• Contaminated needles, syringes and other contaminated sharps shall not be bent, 
recapped, or removed and placed in sharps disposal container  

• Safety syringes used for immunizations should be disposed of in the sharps container 
located in the private immunization area  

• Disposable gloves used for immunizations should be disposed of in the specified trash 
can with red biohazard liner located in the private immunization area  

CPR masks used during emergency administration of CPR should be disposed of in the 
specified trash can with red biohazard liner located in the private immunization area.  

Spill Control  
Bloodborne pathogens include:  



• The following human body fluids: blood, vomit, urine, feces. semen, vaginal secretions, 
cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, peritoneal fluid, 
amniotic fluid, saliva in dental procedures, any body fluid that is visibly contaminated 
with blood, and all body fluids in situations where it is difficult or impossible to 
differentiate between body fluids;  

• Any unfixed tissue or organ (other than intact skin) from a human (living or dead); and  

• HIV-containing cell or tissue cultures, organ cultures, and HIV- or HBV-containing 
culture medium or other solutions and blood, organs, or other tissues from 
experimental animals infected with HIV or HBV. Other potential bloodborne 
pathogens include, but are not limited to: Hepatitis C, malaria, syphilis, babesiosis, 
brucellosis, leptospirosis, arboviral infections, relapsing fever, Creutzfeld-Jakob 
disease, and viral hemorrhagic fever. All bloodborne pathogens differ in their routes 
of exposure, infectivity, and risk of laboratory-acquired infection.  

Have these materials on hand for cleaning up spills:  
• A durable container to store the clean up supplies  
• Several labeled biohazard bags  

• Disinfectant – freshly-prepared 10% solution of household bleach (1 part bleach and 9 
parts water; or add . cup bleach to 1 quart of water) or other commercial chlorine or 
iodine based disinfectant  

• Inert absorbing material (e.g., diatomaceous earth, hy-dri, kitty litter, absorbent pads, 
paper towels)  

• A small dust pan and hand brush or tongs  

• Personal protective equipment, including several pairs of latex gloves, goggles, face 
shield, face masks, coveralls, and paper boots  

• A heavy cardboard  

Follow these procedures if you are cleaning up a spill of bloodborne pathogens:  
• If bloodborne pathogen has spilled directly onto an individual, it should be thoroughly 

washed off as soon as possible. If the material has spilled on clothing and soaked 
through so that there is skin contact, the clothes must be removed. Following 
removal, wash those areas where exposure is evident, even to the point of taking a 
shower. If the bloodborne pathogen has been exposed to any of the mucous 
membranes (eyes, nose, lips), they need to be thoroughly rinsed. If there is contact 
with open wounds or cracks in the skin, there is a risk of exposure. Immediately and 
thoroughly wash your hands with water and an antiseptic cleaner if contaminated 
with a body fluid. These occurrences are considered an Exposure Incident and it is 
important to follow the procedures below for post exposure evaluation.  

• When clean up involves bloodborne pathogens on equipment of floor surfaces, you 
should first delineate and mark the spill area so that others do not inadvertently enter 
the area until clean up is complete.  

• If assistance is needed because the spill is unusually large, it involves additional 
hazards, or clean-up materials are not available, call 911 for assistance.  



• Don personal protective equipment before beginning clean up. Minimal PPE consists 
of gloves, goggles, mask or chin length face shield, and impervious coveralls or 
other outer garment.  

For small spills, (less than 8 ounces):  
• Gently place absorbent material (i.e., paper towels) over the spill  
• Cover with appropriate disinfectant (i.e., Cavicide). Pour disinfectant slowly to ensure 

no aerosols are generated  
• Allow disinfectant to soak area for 20 minutes  

• Using tongs remove contaminated sharps (i.e., broken glass) from the spilled material 
and place in a rigid, puncture and leak proof container, if necessary  

• Carefully place the absorbent material into a biohazard bag. Secondarily contain 
biohazard bag to ensure any leaks are contained  

• Clean spill area again with disinfectant and add materials to biohazard bag.  

Large spills (greater than 8 ounces):  
• Quickly contain spill by creating a circular berm around the perimeter of the spill with 

an absorbent material (hy-dri, kitty litter, diatomaceous earth)  

• Add absorbent material to entire spill area working from the edges to the center  

• Cover absorbent with appropriate disinfectant (i.e. Cavicide). Pour disinfectant slowly 
to ensure no aerosols are generated  

• Allow disinfectant to soak area for 20 minutes  

• Carefully place the absorbent material into a secondarily contained biohazard bag  

• Clean spill area again with disinfectant  

• Carefully remove gloves, coveralls, boot covers (if used), and other disposable PPE 
and package in a biohazard bag. Goggles can be disinfected, rinsed and reused.  

To Finish:  

• Disinfect reusable tools, equipment, and supplies  

• Thoroughly wash hands, arms, face and any other exposed body part with soap and 
water  

• After cleaning and disinfecting equipment, return it to the proper storage area  

• Replace consumed materials, such as PPE, bags, and other items so that they will be 
available for future use  

• Record the incident and report it to your supervisor  

• Review work procedures and update accordingly to reduce risk of a repeated spill 
event.  

•



Housekeeping  
Regulated waste is placed in containers which are closable, constructed to contain all 
contents and prevent leakage, appropriately labeled or color-coded (see the following 
section "Labels"), and closed prior to removal to prevent spillage or protrusion of 
contents during handling.  

The procedure for handling sharps disposal containers is:  
• Only licensed immunizing pharmacists are authorized to handle sharps disposal 

containers. When the sharps disposal container is full, it will be closed and 
immediately placed by the immunizing pharmacist and/or Compliance Officer into the 
locked onsite storage area pending disposal.  

The procedure for handling other regulated waste is:  
• Only licensed immunizing pharmacists are authorized to handle biohazard waste 

containers. When the red biohazard liner is full, it will be sealed and immediately 
placed by the immunizing pharmacist into the locked onsite storage area pending 
disposal.  

Contaminated sharps are discarded immediately or as soon as possible in containers 
that are closable, puncture-resistant, leak proof on sides and bottoms, and appropriately 
labeled or color-coded. Sharps disposal containers are available in the private 
immunization areas. Broken glassware that may be contaminated is only picked up 
using mechanical means, such as a brush and dustpan.  

• Regulated biohazard waste (gloves and CPR masks) – designated trash can 
containing red bag with a biohazard label  

• Sharps disposal containers - red hard plastic container with a biohazard label  

The Compliance Officer is responsible for ensuring that warning labels are affixed or red 
bags are used as required if regulated waste or contaminated equipment is brought into 
the facility. Workforce members are to notify the Compliance Officer if they discover 
regulated waste containers, contaminated equipment, etc., without proper labels.  

Tuberculosis (TB) Testing  

The Centers for Disease Control and Prevention (CDC) set guidelines for TB testing for 
Health Care Workers. The Compliance Officer will ensure initial and annual TB testing is 
accomplished per the following guidelines.  

Tuberculosis (TB) transmission has been documented in healthcare settings where 
workers and patients come in contact with people who have TB disease. Periodic 
testing of healthcare workers is recommended as part of a TB Infection Control Plan 
and may be required by state regulations.  

TB testing programs should include anyone working or volunteering in health-care 
settings. Persons (healthcare workers and non-healthcare workers) who have face to 
face contact or potential exposure to TB through shared air or space with infectious 
patient(s) should be part of a TB testing program.  



There are two types of testing for TB in health care workers:  

• Initial baseline testing upon hire: Two-step testing with a TB skin test or a TB blood test  

• Annual or serial screening: Determined by state regulations or risk assessment 
outcomes.  

Healthcare facilities have different TB testing Requirements. Facilities should conduct 
staff TB testing based on risk Classification.  

Source: http://www.cdc.gov/tb/topic/testing/healthcareworkers.htm  
Risk Classification  
Frequency of testing  
Low  
Baseline, then test if TB exposure occurs  
Medium  
Baseline, then annually  
Potential ongoing transmission  
Baseline, then every 8–10 weeks until evidence of transmission has ceased  

The following positions fall under Medium Risk Classification:  

• Mastectomy Fitters  

• Nurses (LPN, RN, CNPT)  

• Orthotic Fitters  

• Orthotists  

• Pedorthists  

• Pharmacists  

• Pharmacy Technicians  

• Physician Assistant  

• Podiatrist  

• Prosthetists  

• Shoe Fitters  

• Delivery technicians who set up oxygen, hospital beds and/or any life sustaining 
equipment  

• Any individual who has skin-to-skin contact with a patient.  

Baseline Testing  
A baseline test should be given prior to employment. The result of this test can be 
compared with later tests (due to potential exposure or as part of annual testing) to help 
determine if recent TB transmission has occurred in the facility.  



Annual or Serial Testing  
You may need to test for TB on a regular basis. To standardize the interpretation of 
results, the same test should be used for the baseline and the later tests.  
Hepatitis B Vaccination  

The Compliance Officer/Pharmacist-In-Charge will provide training to workforce 
members on Hepatitis B vaccinations, addressing safety, benefits, efficacy, methods of 
administration, and availability.  

The Hepatitis B vaccination series is available at no cost after initial workforce member 
training and within 10 days of initial assignment to all workforce members identified in 
the exposure determination section of this plan. Vaccination is encouraged unless:  
• Documentation exists that the workforce member has previously received the series  
• Antibody testing reveals that the workforce member is immune or  
• Medical evaluation shows that vaccination is contraindicated.  
However, if a workforce member declines the vaccination, the workforce member must 

sign a declination form. Workforce members who decline may request and obtain 
the vaccination at a later date at no cost. Documentation of refusal of the vaccination 
is kept at Commonwealth Dispensary LLC. 

Vaccination will be provided by the workforce member’s preferred primary care provider.  

Following the medical evaluation, a copy of the health care professional's written 
opinion will be obtained and provided to the workforce member within 15 days of the 
completion of the evaluation. It will be limited to whether the workforce member 
requires the hepatitis vaccine and whether the vaccine was administered.  

Post-Exposure Evaluation and Follow-Up  
Should an exposure incident occur, contact the Compliance Officer at the following 

number: 
An immediate, confidential medical evaluation and follow-up will be conducted by 

Commonwealth Health Hospital of Scranton. After initial first aid is administered 
(clean the wound, flush eyes or other mucous membrane, etc.), the following 
activities will be performed:  

• Document the routes of exposure and how the exposure occurred  
• Identify and document the source individual (unless the employer can establish that 

identification is infeasible or prohibited by state or local law)  
• Obtain consent and make arrangements to have the source individual tested as soon 

as possible to determine HIV, HCV, and HBV infectivity; document that the source 
individual's test results were conveyed to the workforce member's health care 
provider  

• If the source individual is already known to be HIV, HCV and/or HBV positive, new 
testing need not be performed  

• Assure that the exposed workforce member is provided with the source individual's 
test results and with information about applicable disclosure laws and regulations 
concerning the identity and infectious status of the source individual (e.g., laws 
protecting confidentiality)  



• After obtaining consent, collect exposed workforce member's blood as soon as 
feasible after exposure incident and test blood for HBV and HIV serological status.  

If the workforce member does not give consent for HIV serological testing during 
collection of blood for baseline testing, preserve the baseline blood sample for at least 
90 days. If the exposed workforce member elects to have the baseline sample tested 
during this waiting period, perform testing as soon as feasible. Administration of Post-
Exposure  

Evaluation and Follow-Up  

The Compliance Officer ensures that health care professional(s) responsible for 
workforce member's Hepatitis B vaccination, post-exposure evaluation and follow-up 
are given a copy of OSHA's bloodborne pathogens standard. The Compliance Officer 
ensures that the health care professional evaluating a workforce member after an 
exposure incident receives the following:  

• A description of the workforce member's job duties relevant to the exposure incident  

• Route(s) of exposure  

• Circumstances of exposure  

• If possible, results of the source individual's blood test  

• Relevant workforce member medical records, including vaccination status  

The Compliance Officer provides the workforce member with a copy of the evaluating 
health care professional's written opinion within 15 days after completion of the 
evaluation.  

Procedures for Evaluating the Circumstances Surrounding an Exposure Incident  

The Compliance Officer/Pharmacist-In-Charge will review the circumstances of all 
exposure incidents to determine:  

• Engineering controls in use at the time  

• Work practices followed  

• A description of the device being used (including type and brand)  

• Protective equipment or clothing that was used at the time of the exposure incident 
(gloves, eye shields, etc.)  

• Location of the incident (O.R., E.R., patient room, etc.)  

• Procedure being performed when the incident occurred  

• Workforce member's training  



If revisions to this ECP are necessary, The Compliance Officer  will ensure that 
appropriate changes are made. (Changes may include an evaluation of safer devices, 
adding workforce members to the exposure determination list, etc.)  

Workforce Member Training  

All workforce members who have occupational exposure to bloodborne pathogens 
receive initial and annual training conducted by the Compliance Officer Bloodborne 
Pathogen Exposure Control Training.  

All workforce members who have occupational exposure to bloodborne pathogens 
receive training on the epidemiology, symptoms, and transmission of bloodborne 
pathogen diseases. In addition, the training program covers, at a minimum, the following 
elements:  

• A copy and explanation of the OSHA bloodborne pathogen standard  

• An explanation of our ECP and how to obtain a copy  

• An explanation of methods to recognize tasks and other activities that may involve 
exposure to blood and OPIM, including what constitutes an exposure incident  

• An explanation of the use and limitations of engineering controls, work practices, and 
PPE  

• An explanation  

• An explanation of the basis for PPE selection  

• Information on the Hepatitis B vaccine, including information on its efficacy, safety, 
method of administration, the benefits of being vaccinated, and that the vaccine will 
be offered free of charge  

• Information on the appropriate actions to take and persons to contact in an emergency 
involving blood or OPIM  

• An explanation of the procedure to follow if an exposure incident occurs, including the 
method of reporting the incident and the medical follow-up that will be made 
available  

• Information on the post-exposure evaluation and follow-up that the employer is 
required to provide for the workforce member following an exposure incident  



• An explanation of the signs and labels and/or color coding required by the standard 
and used at this facility  

• An opportunity for interactive questions and answers with the person conducting the 
training session.  

Training materials for this facility are available from the Compliance Officer 
Commonwealth Dispensary LLC. 

Training records are completed for each workforce member upon completion of training. 
These documents will be kept for at least three years at Commonwealth Dispensary 
LLC.  

The training records include:  

• The dates of the training sessions  

• The contents or a summary of the training sessions  

• The names and qualifications of persons conducting the training  

• The names and job titles of all persons attending the training sessions  

• Workforce member training records are provided upon request to the workforce 
member or the workforce member's authorized representative within 15 working days. 
Such requests should be addressed to the Compliance Officer of Commonwealth 
Dispensary LLC.  

Medical Records  
Medical records are maintained for each workforce member with occupational exposure 

in accordance with 29 CFR 1910.1020, "Access to Workforce member Exposure and 
Medical Records".  

The Compliance Officer is responsible for maintenance of the required medical records. 
These confidential records are kept at Commonwealth Dispensary LLC for at least 
the duration of employment plus 30 years.  

Workforce member medical records are provided upon request of the workforce 
member or to anyone having written consent of the workforce member within 15 
working days. Such requests should be addressed to the Compliance Officer 
Commonwealth Dispensary LLC. 

OSHA Recordkeeping  
An exposure incident is evaluated to determine if the case meets OSHA's 

Recordkeeping Requirements (29 CFR 1904). This determination and the recording 
activities are done by Commonwealth Dispensary LLC Compliance Officer. 



 Drug Screening Monitor Designation  

Drug Screening Monitor. The Drug Screening Monitor acts for management in the 
overall administration and management of the Substance Abuse Testing Policy and 
Procedure. The monitor will conduct all pre-employment, base-line, random, reasonable 
cause, post-accident, returns to duty and follow-up testing. The monitor will work with 
OraSure Technologies to ensure adequate test kits are on site. In addition, OraSure will 
provide random test donor lists at an interval to be determined by management. The 
monitor will report all positive test results to management and human resources for 
determination of disciplinary actions. 

I hereby designate the following individual as Commonwealth Dispensary Drug 
Screening Monitor. 

________________________________    ___________________ 
 Drug Screening Monitor      Effective Date  

________________________________    ___________________ 
Director of Operations      Date 

 This designation shall remain in effect until amended. This appointment 
supersedes all previous designations.  



CODE OF CONDUCT AND ETHICS  
  
As a workforce member of Commonwealth Dispensary, you will be expected to adhere to the 
high standards of integrity and professionalism as described in the Workforce Member 
Handbook. These standards are vital to our success in the healthcare industry. This facility has 
established Fraud, Waste and Abuse prevention procedures to detect and prevent fraud, waste 
and abuse and affirm a strong commitment to comply with all applicable federal and state 
statutory, regulatory and other requirements related to . Your conduct and behavior, both on and 
off the job, reflect on the facility’s image.  

In general, you will be expected to conduct yourself in such a manner to enhance the 
professional image and effectiveness in our goals of serving the needs of our patients. Any 
behavior, which would detract from the effectiveness of our professional image, is considered 
grounds for disciplinary action.  

In order to assist workforce members in understanding exactly what is expected, the following 
Code of Professional Conduct has been established. While it would be impossible to compile 
a complete list of all possible actions which might result in disciplinary measures, the following 
set of guidelines are examples of misconduct, which may subject a workforce member to 
disciplinary actions, up to and including discharge.  

All of our workforce members are expected to adhere to the facility’s high standards of ethics, 
honesty, integrity and professionalism. Any conduct, which may detract from the effectiveness of 
our organization or would be contrary to the high standards of integrity and professionalism 
expected by the facility, will result in disciplinary action or termination.  

Examples of such misconduct include, but are not limited to, the following:  
• Violating the confidentiality of a patient’s account information  
• Excessive absenteeism or tardiness  
• Failure to obtain advance approval for personal time off for non-emergencies  
• Dishonesty  
• Insubordination or argumentative tendencies (uncontrolled non-productive communications)  
• Engaging in any form of sexual harassment  
• Consumption of alcoholic beverages on premises, without specific permission  
• Using or being under the influence of intoxicating beverages, marijuana, hallucinogens or other 

illegal drugs or narcotics on premises  
• Theft  
• Wearing or carrying weapons of any type on premises  
• Physical assault upon any workforce member, client or guest  
• Defacement of property or premises  
• Disclosure of confidential information to persons outside the facility or breach of confidential 

trust, either within or outside the organization  
• Failure to perform assigned duties in a satisfactory manner as defined in annual evaluations  
• Failure to adhere to the high standards of ethics and conduct required by this Code and the 

Workforce Member Handbook  
• Engaging in conduct that is detrimental to the development of a cooperative “team” work 

environment or otherwise disrupting harmonious working relationships  
• Any other violation of the facility’s policies or procedures.  





 

 



 Notice Informing Individuals about Non-Discrimination  
and Accessibility Requirements  

Commonwealth Dispensary LLC complies with applicable Federal civil rights laws and does not 
discriminate on the basis of race, color, national origin, age, disability, or sex. Commonwealth 
Dispensary LLC does not exclude people or treat them differently because of race, color, 
national origin, age, disability, or sex.  

Commonwealth Dispensary LLC 
Provides free aids and services to people with disabilities to communicate effectively with us, 
such as:  

• Qualified sign language interpreters  
• Written information in other formats (large print, audio, accessible electronic formats, other 

formats)  

Provides free language services to people whose primary language is not English, such as:  
• Qualified interpreters  
• Information written in other languages  

If you need these services, contact Thomas DePietro.  
If you believe that Commonwealth Dispensary LLC has failed to provide these services or 
discriminated in another way on the basis of race, color, national origin, age, disability, or sex, 
you can file a grievance with: Thomas DePietro, 1545 Albright Avenue Scranton, Pa 18509. 
You can file a grievance in person or by mail, fax, or email. If you need help filing a grievance, 
Thomas DePietro is available to help you. You can also file a civil rights complaint with the U.S. 
Department of Health and Human Services, Office for Civil Rights electronically through the 
Office for Civil Rights Complaint Portal, available at https://ocrportal.hhs.gov/ocr/portal/lobby.jsf, 
or by mail or phone at:  

U.S. Department of Health and Human Services  
200 Independence Avenue SW., Room 509F  
HHH Building  
Washington, DC 20201  
800-868-1019 or 800-537-7697 (TDD)  

Complaint forms are available at: http://www.hhs.gov/ocr/office/file/index.html.  

Source: Appendix A to Part 92  



Individuals with Limited English Proficiency of Language Assistance 
Services  



ATTENTION: If you speak a language other than English, language assistance services are 
available, free of charge, to you. 

Source: Appendix B to Part 92  

Note: The Compliance Officer serves as both the Section 1557 and Section 504 Coordinator.  





COMPLIANCE OFFICER DESIGNATION  

1. Compliance Officer. The Compliance Officer shall assure compliance with all applicable 
laws and regulations. This Officer is responsible for the development and 
implementation of the facility’s policy and procedure manual.  
• Responsible for establishing and maintaining the requirements of the Medicare Quality 

Standard and accrediting body in the day to day operations  
• Will monitor the facility’s Bloodborne Pathogen Exposure Control Plan  
• Responsible for establishing and monitoring the facility’s Hazardous Communication 

and MSDS program.  

2. Fraud Prevention Officer. The Compliance Officer is also designated as the facility’s 
Fraud Prevention Officer. This officer is responsible for the development, implementation 
and maintenance of the facility’s Fraud, Waste and Abuse Prevention; False Claims 
Submission; and Anti-Kickback policies and procedures. The Officer will ensure that all 
workforce members follow the facility’s Code of Conduct and Ethics.  

3. Notice. Any person (to include customers, patients or workforce members) who has a 
question, concern, complaint or inquiry regarding the facility’s Fraud, Waste and Abuse 
Prevention Program should contact the Compliance Officer for assistance.  

4. I hereby designate the following individual as Commonwealth Dispensary Compliance 
Officer and Fraud, Waste and Abuse Prevention Officer:  

Compliance Officer:       Effective Date:  

Direction of Operations      Date:  

 This designation shall remain in effect until amended. This appointment supersedes 
all previous designations 





Commonwealth Dispensary has received your complaint. An investigation into this matter 
will be conducted by our team. We will notify you within 10 business days of the 
outcome.  Please do not hesitate to contact us should you have any additional questions 
or concerns.  

Compliance Director:               Date: 







 PHARMACIST IN CHARGE DESIGNATION  

1. Pharmacist in Charge. The following workforce member is designated as the Pharmacist 
in Charge (Pharmacy Manager). The Pharmacist in Charge is responsible for the 
operation of the dispensary.  

2. I hereby designate the following individual as Commonwealth Dispensary Pharmacist in 
Charge of the following facility: _____________________________________________ 

Pharmacist In Charge: ______________________________Date:____________________ 

Director of Operations:______________________________ Date:____________________ 

 This designation shall remain in effect until amended. This appointment supersedes 
all previous designations.  



QUALITY ASSURANCE OFFICER DESIGNATION  

1. Quality Assurance Officer. The following member of the workforce is designated as the 
facility’s Quality Assurance Officer. The Quality Assurance Officer is responsible for the 
development, implementation and maintenance of the facility’s Continuous Quality 
Improvement and Quality Assurance Programs.  

2. I hereby designate the following individual as Commonwealth Dispensary Quality 
Assurance Officer. 

Quality Assurance Officer__________________________Date____________________

Director of Operations______________________________Date___________________

 This designation shall remain in effect until amended. This appointment supersedes 
all previous designations.  



  



Notice Informing Individuals about Non-Discrimination  
and Accessibility Requirements  

Commonwealth Dispensary complies with applicable Federal civil rights laws and does not 
discriminate on the basis of race, color, national origin, age, disability, or sex. Commonwealth 
Dispensary LLC does not exclude people or treat them differently because of race, color, 
national origin, age, disability, or sex.  
Commonwealth Dispensary LLC :  
Provides free aids and services to people with disabilities to communicate effectively with us, 
such as:  

• Qualified sign language interpreters  
• Written information in other formats (large print, audio, accessible electronic formats, other 

formats)  
Provides free language services to people whose primary language is not English, such as:  

• Qualified interpreters  
• Information written in other languages  

If you need these services, contact Thomas DePietro.  
If you believe that Commonwealth Dispensary has failed to provide these services or 
discriminated in another way on the basis of race, color, national origin, age, disability, or sex, 
you can file a grievance with: Thomas DePietro, 617 3rd Street, Dunmore, PA 18512-2849; 
Telephone: 570-209-7440; Fax Number: 570-209-7448.  
You can file a grievance in person or by mail, fax, or email. If you need help filing a grievance, 
Thomas DePietro is available to help you. You can also file a civil rights complaint with the U.S. 
Department of Health and Human Services, Office for Civil Rights electronically through the 
Office for Civil Rights Complaint Portal, available at https://ocrportal.hhs.gov/ocr/portal/lobby.jsf, 
or by mail or phone at:  

U.S. Department of Health and Human Services  
200 Independence Avenue SW., Room 509F  
HHH Building  
Washington, DC 20201  
800-868-1019 or 800-537-7697 (TDD)  

Complaint forms are available at: http://www.hhs.gov/ocr/office/file/index.html.  

Source: Appendix A to Part 92 

 Individuals with Limited English Proficiency of Language Assistance 
Services  

ATTENTION: If you speak a language other than English, language assistance services are 
available, free of charge, to you. Call 570-209-7440.  

Source: Appendix B to Part 92 Note: The Compliance Officer serves as both the Section 
1557 and Section 504 Coordinator.  



 Acknowledgement of Background Checks and Substance Abuse Testing  

In accordance with the Federal Trade Commission (FTC) and the Equal Employment 
Opportunity Commission (EEOC) requirements, I hereby acknowledge, understand and 
accept Commonwealth Dispensary may, at its discretion, perform a criminal background 
check, social media check and substance abuse testing, to include my initial employment 
date.  

Criminal background checks are a requirement by federal statues in order to be employed 
at a health care facility; these reports are not grounds for termination alone. Positive 
substance abuse test results will be handled according to the substance abuse policy and 
procedure and the workforce member handbook. Results of background checks and 
substance abuse tests will be held in confidence within my personnel folder and will not be 
shared or sold.  

I further certify that I understand and accept these requirements as a condition of 
employment and attest that I voluntarily agree and accept all the provisions of the workforce 
member handbook and the Commonwealth Dispensary LLC policy and procedure manuals.  







Organizational Flow Chart 
 

Commonwealth Dispensary LLC  
 

 






