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Age Verification Scheme 
Challenge 25 

Sales of Alcohol at the premises 

:when a customer asks to buy alcohol, if the customer appears to look 25 or younger, the customer MUST be asked at the 

time of ordering if they are over 18 years of age. If the customer either refuses to answer, becomes verbally aggressive or 

replies no, then the sale MUST be refused and you MUST enter the refusal details in the Red Refusal Log book kept in the 

shop. 
2: lf the customer confirms that they are over 18, you must ask the customer for valid ldentification. 

(VAUD MEANS NOT DAMAGED, TAMPERED wITH AND NOT OUT OF DATE) 

3: The only types of l.D. that can be accepted are: 

Valid passport (any nationality) 
Valid BRITiSH Driving Licence (Full or Provisional) 

HM Services Warrant Card 

PASS Accredited Proof of Age Card 

Any other reliable photo ID that is approved for acceptance by the Police or other Authorised Officers. 

t is our poicy that we are unable to accept any other type of I.D. 

You must check that the I.D. is VALID (within date), has not been tampered with and belongs to that person. You can then 

check by following this procedure. 

Check the date of birth to make sure the person is over 18. 

Check the photograph for a match. 
Check the personal details with the person -ask for their postcode or date of birth, address etc. 

The easiest and best way to check is to take the I.D. from the person and ask the person to sign the ID Signature 

Book. Then check that both signatures match. You can ask the person to sign the ID Signature book again for your 

records if you are not sure. 

4: If you 100% believe that the l.D. belongs to that person and they are over 18, then you can sell the alcoho. 

5: f you have any doubts, you must refuse to sell the alcohol and immediately complete the refusals register. 

6: If you believe or think that another person is attempting to buy alcohol for another person who may be underage, you 
must tell the customer that it is illegal and if they are you will report them to the police and inform them that they can be 

prosecuted and fined up to a £5000. 

tf you have any doubts, you must refuse to sell the alcohol unless the person can 

produce additional valid acceptable l.D. 

7: If the customer becomes verbally abusive or aggressive, then refuse to sell and report this to your Manager 

8: 1f the customer produces 1.D. which you in your opinion does not belong to them, then this must be log8ged 
into the refusals book and reported to the police. 

9: DO NOT BECOME PERSONALY INVOLVED IN ANY ARGUMENT OR DISCUSSION WITH THE PERSON 
f the person becomes physically aggressive, then call the Police for assistance. 

REMEMBER: IF IN DOUBT DO NOT SELL 
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Premises Age Verification Policy 

(This premises operates the Challenge 25 scheme) 

Name of Premises Licence Holder 

This policy applies in relation to the sale or supply of alcohol on this premise. 

For this policy the responsible person is one of the following: 

a The holder of the premises licence 

b The designated premises supervisor 

cA person aged 18 or over who is authorised to allow the sale 

or supply of alcohol by a person. No persons under the age of 18 are 

allowed to work behind the till. 

The Age Verification Scheme this premises will be Challenge 25. The premises 

will train all staff prior to commencement of employment and re-training of all 

staff at regular intervals using the documented system. 

Staff selling alcohol to customers must require aiiy inuiviuuuis v uppur w 

the responsible person to be under the age of 25 years of age to produce on 

request, before being served alcohol, identification bearing their photograph, 

date of birth, and a holographic mark. 

Examples of appropriate identification include: 

A photo card driving licence 

A passport 
A proof of age card bearing the PASS hologram (Citizencard) 

The premises licence holder will ensure that all staff are made aware of the 

existence and content of this policy. 



This business fully supports our Police and Trading 
Standards in the prevention and detection of crime and 

disorder using our CCTV system 

CHALLENGE 
25 

You might think you look over 18 

but we don't - and it's 'MY' licence 

No ID No Serve 

pASSPHOd od Agp Card Card Issuer Logo Don't try to buy 
alcohol for kids ly Stewert 

RASS 02 Feb 1904 

se43 2166 4567 8901 We will report you 
POC 18+ 

All ID presented must contain the following as outlined by the 
Home Office. 

Photograph, date of birth, signature, holographic mark and 
issued by a government department. 

ASD MURTN LAND 

AavwwLCE 

N ukforces.co.uk Z 

PASSPORT 
JMC Licensing Consultants©2010 



Staff Induction Log book 
....Confirm 

I(name)... 

That I have read and fully understand the following 

Date of completion 
Document Name 

1 The4 Licensing Objectives 

2 Premises Licence and Conditions 

3 Age Verification Policy 

4 Age Verification Scheme and signage 

Refusals Policy Sale and Service of Alcohol to under 

18's 
5 

6. Section 57 & Business Names Notice 

7. Alcohol Authorisation Log book 

8 Customer Refusals Log Book 

9 Incident Report Log Book 

10 

| 12 Age Restricted Products, Cigarettes & Tabacco 
Training & Age Verification Questions and Answers 

13 Staff Induction log sheets 

Any Further Training received 

ie: PSPO's etc/ Imposed conditions etc ( list details 

Ihave read & understand how this business can be affected and damaged by not 
adhering to them. I agree to abide by them at all times. 

I also agree that whilst employed at these premises, I agree to abide by the 
policies that have been implemented by the management and will not 
deliberately cary out any actions that may cause concern for the business and 
Premises Licence. 

Signed... Date.... 



Age Verification Training 

Questions with Multiple choice answers ( the answers are on the back) 

1 What is an Age Verification Policy? 

A It's a new entrance scheme for getting young people into night clubs quicker 

B: It's the name of a new European National identity card 

It's a mandatory written policy adopted by all licensed premises (that sell alcohol), to 

identify how the premises preventing alcohol being illegally sold or supplied to under 18's C: 

D: It's a policy to stop all under 18's from claiming family tax credits' and child benefits 

Who is responsible for making sure an Age Verification policy is being carried out on the 

premises? 

2 

A: The Home Office 

B: The Premises Licence Holder 

C: Any nominated member of staff that works on the premises 

D: The Designated Premises Supervisor 

What does the owner of a licensed premise need to do to operate this Age Verification 

Policy? 
3 

A: Complete the relevant registration form and submit it to their local Licensing Authority and 
wait for further instructions 

B: Send a weekly report to the police on www.nowtellmeeverythingyouknow.gov.uk 

C:Put a system in place to make sure all sellers of alcohol ask, view and record all ID challenges 
of any person whom they suspect to be under 18 years old 

D: Wait for the local Trading Standards Officer to visit you, who will fully explain what you must 

do to comply 

4 What types of Identification am I allowed to accept? 

A: Any document that bears the holders full name 

B: Passport or driving licence in any condition 

C: Any type of ID card bearing their full name and passport sized photograph 
D: Any type of ID but it must contain their photograph, date of birth and a holographic mark 



5 Can I accept ID that has been bought off the internet? 

A: No 

B: Yes 

C: Yes, as long as it bears their name and photograph 

D: Sometimes, it depends on which one is shown to you and how attractive the card is 

6 How do I decide if I need to ask someone for ID? 

A: Appearances can be deceiving, just ask everyone 

B: Look for poor fashion sense and cheap smelling perfumes or deodorants 

C: It is very difficult, but basically if you need to think about their age when you look at them, 

then you must ask for ID 

D: Check to see if you can recognize their school uniform and look for sweet wrappers in their 

Pockets 

How do I ask someone for ID without upsetting them? 

A: By being very polite, confident and professional. Inform the customer that it is not personal, 
and it is part of your job 

B: Just ask, because it doesn't matter if you upset them as they are only customers and they 
should be used to it by now 

C: By saying loudly "show me your ID or your not getting served". 

D: Ask them for their parent's telephone number and call them to check their age 

8 What are the best methods for checkinga persons ID? 

A: Follow the procedure shown to you by your Manager, be very thorough and ifin doubt 
do not serve. 

B: Flick it against the counter to see if it bends without breaking 
C: Dip it into a glass of gin or cider to see if the ink runs 

D: There is no best method, young people are very clever and can easily deceive you 

2 



3 

What is a good method to be really sure if the ID shown to me is genuine and really does 

belong to that person? 

A: Stare at the young person to see if they start fidgeting 

B: It is impossible to be 100% sure, so you must assume that the customer is telling the truth 

C: Ring the police and ask them to come and check the ID as you are not sure 

D: Ask the customer for their signature using the customer refusal book. Most people are 
unable to copy another person's signature without looking at the original one at the same 

time 

10 
How can l check if a persons ID is fake, has been forged or tampered with? 

A: Search on Google to see if anything has been reported on Crime Watch 

B: Ask the customer if he/she has tampered with it 

C: Place under a UV light and check for genuine watermarks. Look for water stains, frayed 

edges, the plastic developing air bubbles or becoming detached from the paper on the 

document Raised edges on the card can also be signs of tampering 

D: Official documents like passports or driving licenses are virtualy impossible to forge, 

so there is no need to check 

11 Who must I by law, refuse the sale of alcohol to? 

A: Anyone who you don't like 

B: Police and authorised officers, either on or off duty 

C: Any person who is drunk, appears to be drunk or a person who you believe to be is buying 
alcohol for a drunk. Any young person whom you suspect of being underage and are unable 
to produce valid ID, or any person whom you believe is attempting to purchase alcohol for 
underage persons. You must refuse the sale of alcohol to 'everyone' if it is outside the hours 
stated on the Premises Licence 

D: Any person who is wearing a fancy dress costume 

12 What is the best way to refuse the sale of alcohol to someone with no ID? 

A: Tell them you are not serving them with no explanation and ask them to leave 

B: Ask them to find a friend to buy the alcohol for them 

C: Take their photograph and upload it to Facebook 

D: Take the item from the customer (if in a shop), then politely inform the customer that you 
unable to sell them the alcohol as they cannot produce valid ID. 

3 
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What is a proxy sale? 
13 

A: The latest sale at the Pound shop 

B: A promotion offering 10% off all alcohol drinks purchased before 6pm 

C: The purchase ofalcohol by an adult on behalf ofan under 18 year old 

D: Buying alcohol with no ID 

How can I tell if an adult is buying or attempting to buy alcohol for an under 18? 

14 
(called a proxy sale) 

A: By following all customers out of the shop to see where they are going 

B: By paying for the alcohol with lots of small change 

C: Be vigilant and look for signs for example, young people hanging around outside the 

premises or a customer buying unusual alcoholic drinks or quantities of drinks. Paying for 

the drinks separately to their own purchases and sometimes other customers will tell you 

D: It is difficult, because there is no way of ever knowing 

Are there any other products I cannot sell to underage persons without producing valid 

15 
ID? 

A: Yes, just cigarettes and tobacco products only 

B: Yes, you must not sell them eggs due to salmonella contamination 

C: Yes, there are several other products you cannot sell to a suspected underage persons 

without valid ID 

D: No, because of the Human Rights Act, there are no restrictions to what an underage person 

is allowed to purchase 

What is the best way to deal with angry, aggressive or violent customers? 

16 

A: By being polite, remaining calm and assertive 

B: Learn self defence techniques so you can defend yourself more effectively 

C: Argue with them, then ask other customers to help you escort them out 

D: Just give them what they want and ask no questions because the customer is always right 

17 What is a customer refusal register? 

A: It's a book for keeping a list of customer's names in who won't be invited to the staff 

Christmas party 

B: It's a police database for storing all names of known local criminal and drunks 

C: It's a register for recording all refusals of sales of alcohol and other products in 

D: It's a register for recording all the customers' names in that have been barred for fighting 

4 



18 Can a person under 18'sell' alcohol on a licensed premise? 

A: Never 

B: Yes with the verbal or written approval of trading standards and the police 

CYes but they must be a member of Facebook and have a minimum of 8,000 friends 

D: Yes, but only under certain conditions 

19 Cana 16/17 year old 'drink' alcohol on a licensed premise? (on sales only) 

A: Yes; but only under certain conditions 

B: Only ifthey buy alcohol during a 'Happy Hour 

C: No 

D: Yes: if the Manager believes them to be a responsible person who won't start fighting 

20 What is a test purchase? 

A: It'sa drinking game between friends 

B: It's an under-cover operation carried out by Weights & Measures Officers (trading 

standards) and the police to test if a premise will sell to an underage person 

C: It's a way of promoting new products that come onto the market to see if they sell 

D: It's a new method for checking if drinks have been spiked 

21 
When is it is legal for a person under the age of 18 to purchase or attempt to purchase 

alcohol? 

A: When the underage person is working as part ofa team with Weights & Measures Officers 

and the police during a test purchase operation 

B: When the under age person is accompanied by an adult 

C: When the young person is having a table meal in a restaurant 

D: When purchasing alcohol for parties or a special occasion 

5 



22 What are the penalties for a failed a test purchase? 

A: The premise is immediately closed, everyone is arrested, handcuffed, taken to the police 

station and possibly kept in the cells overnight for questioning 

B: On the spot fines, possible prosecution for the DPS and the Premises Licence Holder. 

In addition, following a conviction, the Premises Licence may also be forfeited. 

C: Loose the right to attend the weights & measures annual Christmas dinner dance 

D: The owner of the business and all the staff must attend a 1 week alcohol rehabilitation 

training course 

23 What can happen to a person if they are caught selling alcohol to an underage person? 

A: Their name and photograph will appear in the local newspaper 

B: A person must take an eye test and send the results off within 21 days to police web site, 

www.tellmeallyouknow.gov.uk 
C: Verbal warning from the manager for getting caught. 

D: First offence is usually a caution or fixed penalty of £80. The second offence could be 

prosecution. A review of the Premises Licence may also be held. 

24 What is Due Diligence? 

A: The name of the horse that won the Grand National in 1985 

B: Doing everything you can to prevent an offence against the Licensing Act 2003 from taking 

place 

C: A tracking device for catching local drug dealers 

D: A system of how to identify plain clothes Police Officers on your premises. 

25 Is ita legal requirement for the Premises Licence Holder to train staff in the Age 
Verification Policy? 

A: Yes, it is part of the Age Verification Policy of the premises that all staff receives adequate 
training on the contents of the policy 

B: No, the only legal requirement is that the owner of the Premises Licence must make the staff 
aware of the policy and it's contents 

C: Yes, but only for new staff 

D: Yes, but only if the owners of the business have a criminal record for smuggling 

6 



Age Verification Training 

Answers to multiple choice questions 

What is an Age Verification Policy 
Answer: C 

Summary 

In October 2010, an additional mandatory condition was automatically added on all Premises 
Licenses making it a legal requirement that all premises that sell or supply alcohol in England 
and Wales, must by law, adopt and operate a written Age Verification Policy. 

Who is responsible for making sure an Age Verification policy is being carried out on the 
2 

premises? 
Answer: B 

SummaryY 
The Age Verification policy is one of the mandatory conditions of the Premises Licence, it must 
be signed by the Premises Licence Holder, kept securely on the premises and produced on 
demand to a Police Constable or an officer authorised by the Licensing Authority. 

Failure of the owner of a licensed premise to operate an Age Verification Policy would be 
viewed as breach of conditions of the Premises Licence and is a punishable offence, which can 
eventually lead to the closure of the premises 

What does the owner of a licensed premise need to do to operate this Age Verification 3 
Policy? 
Answer: C 

Summary 
It is the responsibility of the owner of the business to put in place a checking system whereby all 
sellers of alcohol must be asked to request valid identification from individuals whom they 
suspect to be under the age of 18. Premises can adopt different schemes and the ones most 
widely used are Challenge 21 or Challenge 25. 

The scheme that is chosen by your premise, depends on the risk assessment that has been 
completed by the owner of the business. Posters or signage must be displayed in a prominent 
position on the premises and all refusals of the sale of alcohol must be documented in the 
customer refusal register. 

What types of Identification am I allowed to accept? 
Answer: D 

Summary 
The most accepted forms of ID are passport, driving licence (provisional or full) and card issued 
by local schemes such as Citizencard or Validate UK bearing the official PASS hologram. It must 
not have been damaged or show signs of tampering or alterations. 

However, some Licensing Authorities have agreed to accept additional forms of ID such as the 
UK Forces ID card. Some premises will refuse to accept any form of ID that has been issued 
outside the UK. A 'driving permit' or a 'motorcycle driving licence' are not legal forms of ID. To 
be sure premises must check with your local authority to verify exactly what you can accept. 
The penalties for accepting the invalid ID are severe. 



Can I accept ID that has been bought off the internet? 5 

Answer: A 

Summary 
There are thousands of different types of ID that can be bought over the internet. These cards 

are illegal to use and are sold as novely cards. 

The police and trading standards office will prosecute you if you accept them. 

Learn to recognize what you can and cannot accept. 

6 How do I decide if I need to ask someone for ID? 

Answer: C 

Summar 
Don't try to guess their age, that's not your job! 

Young people sometimes look much older than they really are especially if they are dressed for a 

night out on the town. Look for any signs of nervousness or maybe their friends are hanging 
around outside. Young people will try anything, use any methods to obtain alcohol or gain entry 
into a club. The rule of thumb is ifyou thought about their age when you first looked at them, then 
you need to check. This must be done before you sell them alcohol. Even after checking their 1D 

ifthey still cannot convince you they are 18 or over, then you must refuse to sell and log the refusal 

into your customer refusal book. 

How do I ask someone for ID without upsetting them? 
7 

Answer: A 

Summar 
Most people will normally always carry ID as they will be used to being asked and will not 

become upset. However, others some will be offended and make nasty comments or even 

become aggressive. 

Never aska customer their age or apologise for asking for ID. By staying calm and not becoming 
involved in the argument will help to de-escalate the situation. 

You must always follow the code of practice that your company has in place for dealing with 
conflict situations. 

8 What are the best methods for checking a persons ID? 

Answer: A 

Summary 
The Licensing Act 2003 does not say in detail of how you must checka persons ID. Premises must 

adopt their own methods as what they believe to be 'best practice'. Hold the card and look at it 

carefully. Does it feel genuine? Check the photograph against the person. Look for any damage or 
evidence of tampering. Check their date of birth, ask the person to confirm their personal details. 
If the ID shown to you contains an unusual name, ask them spellit Most mis-users tend to forget 
the postcode. A good method is to obtain their signature in the customer refusal register. 



What is a good method to be really sure if the ID shown to me is genuine and really does 

belong to that person? 

Answer: D 

Summary 

Premises that have adopted this method of obtaining signatures witnessed a huge reduction in 

mis-users as it appeared to frighten people off. Some people do not write their signature exactly 

the same, so you can give them an opportunity to repeat just to make sure. 

If it happens that you are accused or charged with selling alcohol to a young person by mistake, 

the signature obtained can be used as your evidence in court in your defence as the 'evidence 

produced would have convinced a reasonable person'. 

This is called due diligence. 

10 
How can I check if a persons ID is fake, has been forged or tampered with? 

Answer: C 

Summary 
Fake ID's are widely available for anyone to purchase over the internet and can appear to be 

quite realistic. Some people even have equipment that can 'clone' ID's. 

Driving licenses and passports are easy to verify. The hologram will show if you hold the driving 
licence or the covers of a passport under a UV money detector machine. Learn to recognize the 

different types of acceptable ID that you can and can't accept. Have a list of acceptable ID's (with 

photos) next to the point of sale on the premises. It is not illegal to use a damaged passport, but 

not recommended to accept it as valid ID. 

11 Who mustI by law, refuse the sale of alcohol to? 
Answer: C 

Summary 

The law is very strictas to who you must refuse the sale of alcohol to and the penalties are severe 
for not just you but possibly your colleagues (if they were in a position to prevent the sale taking 
place). The Designated Premises Supervisor and even the Premises Licence Holder may also be 
prosecuted if you are caught selling in these circumstances. 

12 What is the best way to refuse the sale of alcohol to someone with no ID? 
Answer: D 

Summary 
By law you have the right to refuse to sell to any customer and you do not have to give a reason. 
However, this can create a conflict situation as customers need to have an understanding of why 
you will not sell to them. Do not apologise or enter into an argument with the customer, remain 
polite, calm and professional at all times. Call a colleague or a line Manager for assistance if 
necessary. Always follow your company's code of practice for these situations. Remember no ID, 
no sale every time. 



13 What is a proxy sale? 

Answer: C 

Summay 
As it is becoming increasing difficult for under 18's to purchase alcohol, adults are now been pressurised outside 
shops to buy alcohol for young persons. Most young people hide in back rooms or corners of pubs hoping not to be 
seen as their friends buy their drinks. This is a dangerous practice for the owner of the business even if the young8 

person appears to be nice and nearly old enough. 

The penalty for purchasing alcohol for an underage person is up to £1,000. The seller and other staff may also be 
prosecuted ifit can be proved they knew at the time who the alcohol was purchased for and turned a blind eye to the sale 

14 How can I tell if an adult is buying or attempting to buy alcohol for an under 18 ? 
(called a proxy sale) 
Answer: C 

Summary 

Staff must learn to be more vigilant about who is on the premises and who is hanging around outside. At busy 
times it is difficult, however, you can always ask your customers questions about outside the premises. Displaying 
posters in prominent positions near the point of sale, warning customers of the penalties can also help. 

By law, the premises must do everything they can to prevent all illegal sales from taking place._ 
Are there any other products I cannot sell to underage persons without producing valid ID? 
Answer: C 

15 

SummarIY 

By law, thee age restrictions are as follows: 
Restricted age - 18 Cigarettes, tobacco products, knives and other offensive weapons, fireworks or sparklers, 
solvents or volatile substances, lighter reflls containing butane, crossbows, airguns and pellets. 

Restricted age -16 Lottery tickets, seratch cards, aerosol paints, caps, party poppers, cracker snaps, novelty 
matches and throw downs. 

There are severe penalties for those who are caught selling these items to underage persons without valid ID, with 
fines of up to E5.000 and 6 months imprisonment. Lottery tickets can be up to 2 years imprisonment. Video games 

are sold as shown on the age of certificate identified on the box. 
What is the best way to deal with angry, aggressive or violent customers? 

16 
Answer: A 

Summary 

The majority of people who become angry when asked for ID do so because they are usually under 18. They become frustrated which can easily escalate to anger and aggression, sometimes' even violence. It can be very frightening and intimidating to be confronted by an angry or aggressive customer. For your own personal safety, 
all staff must develop the skills they need to deal with these volatile situations. 

By becoming verbally engaged with the customer in what is really 'their' argument only feeds the situation. Once 
you know the customer is becoming increasingly angry then call for assistance. If assistance is not available, then 

find an excuse to leave the area (called an exit strategy). Tll get the Manager to help you' is always a good excuse, 
or using inhibitors' eg. informing the customer that he is being taped on CCTV can sometimes help to prevent the 
situation from escalating. Always follow your company's code of practice for these situations. Always refuse 

service and record the incident in the customer refusal register. 
17 What is a customer refusal register? 

Answer: C 

Summary 

Part of all Age Verification Policy schemes operated on a premise, means that the owner of a business must keep written records of all refused sales on the premises for a minimum period agreed by the owner. This is usually around 12 months. 

The customer refusal register must record the date, item refused, description of person, reason for refusal, name of 
member of staff who refused the sale together with the staf's signature. 
By keeping these records, it allows the owner to demonstrate 'due diligence' to Trading Standards Officers, police and in addition it also provides evidence in that the policy is being operated, which can be produced in court 

followinga prosecution. 



18 Can a person under 18 'sell' alcohol on a licensed premise? 
Answer: D 

Summar 

Under the Licensing Act 2003, if permission is obtained from the Premises Licence Holder and 

DPS, an under 18 year old can legally sell alcohol on a licensed premises as long as they are 

supervised at all times by a nominated responsible person. They must never be left to work on 

their own and each individual sale must be authorised by the nominated responsible person. 

The law is different for under 18's that are serving alcohol to tables' ancillary to a meal; under 

these circumstances no supervision is necessary. 

Can a 16/17 year old 'drink' alcohol on a licensed premise? (on sales only) 
19 Answer: A 

Summar 
Under the Licensing Act 2003, it is illegal for an under 18 to consume alcohol on a licensed 

premises, except under the following conditions. 

A 16/17 can legally 'order and consume' beer, wine or cider if they are having a table meal and 
accompanied by an adult. The adult must pay for the drink. However, they may still need to 
produce ID to prove that they are 16 or 17. 

The penalties for allowing an underage persons to consume alcohol on a licensed premises is a 

maximum fine up to £1,000 for the seller and £500 for the young person. 

20 What is a test purchase? 
Answer: B 

Summary 
It is the legal duty of every local Weights and Measures Authority to make checks that all licensed 
premises are staying within the law and are not selling alcohol or allowing them to consume 
alcohol on licensed premises. 

This involves a joint exercise between Weights & Measures oficer and the police who visit 
premises with an underage person who then tries to purchase the alcohol. 

All types of licensed premises are tested from shops to restaurants, no premises are exempt. 

21 When is it is legal for a person under the age of 18 to purchase or attempt to purchase 
alcohol? 
Answer: A 

Summary 

These young people are volunteers and must be between 15 and 16 % years of age. They must 
work in close supervision with Officers and in accordance with best practice procedures set 
down in clear guidelines. 
They will visit always premises in a different town to where they live, so they will not be 

recognized. Parental permission is also required. 



What are the penalties for a failed a test purchase? 
22 

Answer: B 

Summary 
The seller, Designated Premises Supervisor, Premises Licence Holder and any member of staff who was 

in a position to prevent the offence from happening (called turninga blind eye) 

this offence and upon conviction may lead up to a fine of £5,000. 

Under the Policing and Crime Act 2009, there is an offence called 'persistent selling to under 18's' 

whereby the offence will be committed if a named premise is caught selling alcohol to an under 18 twice 

within a period of three consecutive months. If this happens, the Premises Licence can be brought under 

'review by the Licensing Authority who then have the powers to either impose additional conditions, 

remove the Designated Premises Supervisor, suspend the licence for a period of up to 3 months or 

revoke the Premises Licence in addition to substantial fines or even imprisonment In addition to this the 

holder of the Premises Licence could be fined up to £20,000 for breach of condition of their Premises 

Licence. 

ay all be held liable for 

Staff could also loose their jobs for not following the correct procedure of the Age Verification Policy 

scheme operated at their premises. 

What can happen to a person if they are caught selling alcohol to an underage person? 

23 
Answer: D 

Summar 
It is an offence to knowingly' sell alcohol to a person under 18. Where a person is charged with this 

offence, your defence in court is that: 'you believed the person was 18 or over and either a] you took all 

reasonable steps to establish their age or: 

appearance that he/she was under 18. 

Under a], reasonable steps would be the steps you took to convince yourself that the person was under 

18. Checking the ID, photogra ph, asking questions about their date of birth are methods of good practice, 

but it will not provide the evidence that you need when defendingyourself in court. Obtaining their 

signature in the customer refusal book is the best method you can use as this can then be used as 

evidence in your defence. If a person is found guilty then they are liable to a fine of up to £5,000. (Go back 

and review question 21) 

] nobody would reasonably have suspected from the person's 

What is Due Diligence? 
24 Answer: B 

Due diligence is the systems that are in place to prevent offences from happening. When a person is 

charged with an offence, they will be prosecuted if it can be proved that they showed an intention of 

doing something wrong. It doesn't necessarily mean a person deliberately did something wrong, the fact 

that you broke the law is enough to prosecute. However, a person can defend themselves by proving they 

followed due diligence procedures that have been put in at their workplace. To prove this you must 

produce evidence to the courts. The types of evidence that can be used is the system for checking ID that 

is used at the premises, CCTV, customer refusal registers, training records and any other written 

evidence that is relevant. If the evidence produced to the courts is poor or inadequate a conviction will 

follow. 

Is it a legal requirement for the Premises Licence Holder to train staff in the Age 
25 

Verification Policy? 

Answer: B 

Summary 
Under the Licensing Act 2003, there is no legal requirement to train the staff in the Age Verification 

Policy. The only requirement is that the owners of Premises Licenses must make all their staff aware of 

the existence and the contents of the policy. However, many Premises Licenses now have special 
conditions on their licence that does make it a legal requirement to train all staff not only in age 
verification systems but also licensing law. It is best practice that all training that happens on licensed 

premises to be well documented as this can be used as evidence in your defence following a prosecution. 
Failure to carry out the training would be seen as breach of condition of the Premises Licence followed 

by severe penalties. 
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Staff Induction Log book 

(name)... confirm 

That I have read and fuly understand the following 

Document Name Date of completion 

The 4 Licensing Objectives 

Premises Licence and Conditions 2 

3 Age Verification Policy 

4 Age Verification Scheme and signage 

Refusals Policy Sale and Service of Alcohol to under 

18's 
5 

6. Section 57 & Business Names Notice 

7. Alcohol Authorisation Log book 

Customer Refusals Log Book 

9 Incident Report Log Book 

10 

11 

12 Age Restricted Products, Cigarettes & Tabacco 
Training & Age Verification Questions and Answers 

13 Staff Induction log sheets 

Any Further Training received 
ie: PSPO's etc/ Imposed conditions etc ( list details) 

Ihave read& understand how this business can be affected and damaged by not 
adhering to them. I agree to abide by them at all times. 

Ialso agree that whilst employed at these premises, I agree to abide by the 
policies that have been implemented by the management and will not 
deliberately cary out any actions that may cause concern for the business and 

Premises Licence. 

Signed..... Date.... 



In the UK it is illegal to buy alcohol on behalf of 

anyone under the age of 18. Purchases of this 

type are called 'Proxy' purchases. 

Retailers found to be supplying alcohol to minors, 

including via proxy purchases, could face a fine 

and/or have their license removed. 

This is an example of a Proxy sign. You will see 

these around the Point of Sale and near any 

Alcohol on display. 

WARNING PROXY SIGN FOR ADULTS 
If you are buying alcohol for underage people 

THEN DONT! 
because it's an criminal offence 

We WILL report you and give the police a copy of your 

photograph taken by our CCTV cameras 

The penalty is £5000 fine 



This policy is for guidance only- you must check for accuracy and edit the content & practices  
to reflect procedures in your venue. 

 

NO RESTRICTIONS 

 
Challenge 25 policy 

 
Our Challenge 25 policy applies to all age-related sales that occur on our premises. You are obliged to apply 
our Challenge 25 policy when any customer who looks to be under the age of 25 attempts to purchase alcohol, 
either for themselves or for somebody else. 
 

If you sell alcohol to anyone under 18, you are breaking the law. The consequences are 
very serious; you could receive a £90 Fixed Penalty Notice or if prosecuted be fined up to 
£5000, which may result in a conviction being recorded against your name. If you are a 
Personal Licence Holder, your Personal Licence is also at risk of forfeiture. 
Additionally, both the pub and the Designated Premises Supervisor (DPS) or Owner could 
face prosecution as a result of your actions, as well as having its licence suspended or 
revoked. 
 
Our Challenge 25 policy requires you to use a 4-step approach every time you see someone 
who appears to be under the age of 25: 

 
1. Assess the age of every customer. 
2. If you think the customer looks under 25, ask for ID.  

[Only the following documents are acceptable for proof of age purposes]:  
• A valid Passport 
• A valid photo drivers’ licence 
• A “Pass” approved card from the national Proof of Age Standards Scheme 
• A British Military ID Card 
• A National Identity Card 

Only Original Documents can be accepted - photocopies, photographs or Phone Apps and out of date 
passports are not acceptable 

3. If the customer cannot produce acceptable ID, refuse the sale of alcohol 
4. When you refuse the sale you must record this in the refusals log book/EPOS system on the till 

 
There are fake proof of age cards, so if you are unhappy with the ID for any reason or it looks fake or tampered 
with, or you think it belongs to someone else (eg a brother or sister), refuse the sale and bring the matter to 
the attention of your Duty Manager or Supervisor. 
 
Challenge 25 applies at all times, even when: 
 

• You think door staff has previously checked a customer’s ID. 
• You are busy. 
• You believe you have seen acceptable ID from the customer on a previous occasion. 

 
Remember, if you ask for ID from everyone you think looks under 25, then you will protect yourself from 
breaking the law. Practice Challenge 25 and do not get caught out. 
 
Please sign this document to acknowledge that you have understood your training and responsibilities and 
agree to always ask for ID from customers who appear to be under the age of 25. 
 
        
Trainer’s Name:  ……………………………………………….  Trainer’s Signature: ……………………………………. 
 
 
Trainee’s Name: ……………………………………………….  Trainee’s Signature: …………………………………… 
 
Date: ……………………………………………………………….. 



This policy is for guidance only - you must check for accuracy and edit the content & practices.  
to reflect procedures in your premises. 

 

 

Best Bar None 
National Pubwatch 
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NO RESTRICTIONS 

 
Drunkenness and Disorderly Behaviour Policy 

                                       TODAYS. 93 ALEXANDRA ROAD, GRIMSBY   

 

Expected Standards 

There are 4 licensing objectives which have equal importance: 
● The prevention of crime and disorder 
● Public safety 
● The prevention of public nuisance 
● The protection of children from harm 

 
We are a licensed general convenience store selling a wide range of goods including alcohol. We 
take our legal responsibilities very seriously and expect staff to take this seriously too. We sell 
alcohol in a responsible manner, within the law and in accordance with the conditions of our 
Premises Licence.  
 
It is against the law to knowingly sell alcohol to someone who is drunk or appears to be drunk. It is  
an offence to knowingly buy or obtain alcohol for a drunken person on licensed premises 
 
Section 143 of The Licensing Act 2003 makes it an offence for someone who is either drunk or 
disorderly if they fail to leave the premises when requested to do so by staff or Police.  
 
It is an offence to sell alcohol to someone who is drunk  - you could be prosecuted and fined.  Do not 
sell alcohol to a person who you suspect is a street drinker. If you are a Personal Licence Holder, 
your licence is also at risk. Furthermore, the business could also face prosecution and the premises 
licence could be reviewed, suspended or revoked as a result of your actions. 
 
We want our customers to use the shop regularly. The vast majority of people/customers behave 
well but it is important that we are able to deal with any customers that misbehave or are thought 
to be drunk. Therefore, it is important that you know how to deal with drunkenness and disorderly 
behaviour if it should arise. 
 
Some signs to look out for: 
 

● Disruptive behaviour 
● Raised voices and arguments outside the shop; 
● Customers buying drinks in quick succession 
● One or more people playing to a crowd 
● People being helped/’held up’ by their friends 
● Glazed eyes 
● Stumbling 



This policy is for guidance only - you must check for accuracy and edit the content & practices.  
to reflect procedures in your premises. 

 

 

Best Bar None 
National Pubwatch 
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NO RESTRICTIONS 

● Slurred words 
 
Keeping an eye on customers will help you to identify any potential problems early before they start 
to escalate and get out of control. However, please note that these are just some examples. Just 
because a person may have slurred speech or stumble, for example, doesn’t automatically mean 
that the person is drunk. But if you believe that a person is drunk, then you must not sell them 
alcohol.  
 
Our specific internal standards 
 

● We try to create a positive friendly welcoming and inclusive environment in the shop; 
● We train staff to ensure that they can serve customers as quickly and professionally as 

possible, and are aware of their legal responsibilities regarding alcohol sales.   
 
When to step in and what to do 
 
Service MUST be refused to any customer who is or appears to be: 
 

● drunk  
● or any customer who is trying to buy a drink for someone who is or appears to be drunk 
● or any customer(s) who are acting in a disorderly fashion that is related to drunkenness 

 
It is better to intervene too early rather than too late. The steps should be as follows: 
 

1. A quiet word with a problem customer(s) or group can often resolve the situation before an 
offence is committed.  If you think someone is drunk; 

 
a. Politely but firmly refuse them explaining that it is the law that you cannot serve 

alcohol to people who may have had too much to drink. Refer people to our notice 
on display.     

 
b. If you think someone in a group of people is drunk, politely refuse them explaining 

that it is the law that you cannot serve them alcohol. The reason for this is because 
someone in the group may provide the drunk person with alcohol purchased from 
the shop.   

 
2. If the person isn’t listening or doesn’t accept what you say, stay calm. Be polite but firm. 

Escalate the issue to a duty manager or DPS if need be. If it is a group, follow the same 
procedure and calmy advise them of your decision. If someone becomes aggressive, avoid 
being aggressive back or saying or doing anything to make the situation worse. Stay calm. 
Remind the person that the CCTV is recording.  

  
3. If the situation escalates further and you have a concern about your safety or the safety of 

other persons, then you should call the Police immediately on 999.  
 

4. Calling the Police should ideally be a last resort, but if it’s necessary after you have tried 
everything to deal with and control the situation, you must call the Police. Make a note of 
the incident in the incident/refusals book so there’s a record of it. 

 
 
 



This policy is for guidance only - you must check for accuracy and edit the content & practices.  
to reflect procedures in your premises. 
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NO RESTRICTIONS 

Refusal logbook 
 
Remember to log the refusal in the refusals book. The log book is kept under the counter. You must 
make a note of the date and time, which product was refused, why you refused the sale plus any 
other details that may be useful to others in future such as a description of the person(s). 
 
Incident book/log 
 
If you witness any incidents of anti social behaviour/crime at the premises, or immediately outside, 
you must make a note of it in the incident book – make a note of the date, time, what happened and  
any action that staff took, including whether the Police were called.  
 
Please sign this document to acknowledge that you have understood your responsibilities in 
regard to drunk and disorderly behaviour. 
 
 
Date: …………………………………………………………………       
 
 
Staff name: ……………………………………………..             Staff signature: …………………………………… 
 
 
Staff name: ……………………………………………..             Staff signature: …………………………………… 
 
 
Staff name; : ……………………………………………..          Staff signature: …………………………………… 
 
 
Staff name: ……………………………………………..             Staff signature: …………………………………… 
 
 
Staff name: ……………………………………………..             Staff signature: …………………………………… 
 
 
Staff name: ……………………………………………..             Staff signature: …………………………………… 
 



PREMISES LICENCE 
 DUE DILIGENCE CHECKLIST  

 
 
Is the premises licence summary on display? 
 
Is the full premises licence available in the shop?  
 
Are the Challenge 25 posters displayed properly? 
 
Are statutory notices on display? (cigarettes etc)? 
 
Is the refusals register available? (paper or 
electronic)? 
 
Is the premises licence file available for inspection? 
 
Is the staff training up to date? 
 
Are the staff training records available? 
 
Are all the various notices (as required by licence 
conditions) on display? Check the conditions. 
 
Have you checked the refusals register?  
 
Have you checked the incident log? 
 
Is the CCTV system working ok? Check images are 
being stored as required.   
 
Are the fire extinguishers due for a check/service?    
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