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1.The premises licence holder shall require the designated premises supervisor, or 
in his / her absence other responsible person, to keep an ‘incident / refusals’ logbook 

in a bound book in which full details of all incidents are recorded.  This shall include 
details of any refused sales and shall give details of the persons involved, incident 

description, time and date, actions taken and final outcome of the situation.  This 
shall be completed as soon as possible and, in any case, no later than the close of 
business on the day of the incident.  The time and date when the report was 

completed, and by whom, is to form part of the entry.  The logbook is to be kept on 
the premises at all times and shall be produced to an authorised officer of the 

Licensing Authority or a constable when required. All records shall be kept for a 
period of 12 months 
 

2. All staff to be trained in the prevention of underage sales to a level commensurate 

with their duties.  All such training to be updated as necessary, for instances when 
legislation changes, and should include training on how to deal with difficult 
customers.  The training should be clearly documented and signed and dated by 

both the trainer and the member of staff receiving it.  The documentation shall be 
available for inspection on request by an authorised officer of the Licensing Authority 

or a constable. The records shall be kept for a 12 month period 
 

3. An approved proof of age scheme shall be adopted, implemented and advertised 

within the premise such as ‘Challenge 25’ whereby an accepted form of 
photographic identification shall be requested before any alcohol is sold to any 

person who appears to be under 25 years of age.  Acceptable proof of age shall 
include identification bearing the customers photograph, date of birth and integral 
holographic mark or security measure.  Suitable means of identification would 

include PASS approved proof of age card, photo-card driving licence and passport. 
 

4. Publicity materials notifying customers of the operation of the Challenge 25 
scheme shall be displayed at the premises, including a Challenge 25 sign of at least 
A5 size at the entrance to the premises and where practicable at each point of sale. 
 

5. All staff with a responsibility for supplying or selling alcohol shall be vigilant in preventing 
adults buying alcohol on behalf of persons who are under 18 and will refuse such sales 

where they suspect that this may be about to occur, subject to the exemptions under 
Section 149 (5) of the Licensing Act 2003 which allows beer, cider or wine to be purchased 
for an individual aged 16 or 17, providing 

 the beer, cider or wine is for consumption with a table meal and that a person aged 18 or 
over is accompanying the individual.   
 

6.The premises licence holder shall ensure that all drinking glasses used within the 
premises are of toughened or safety glass to the appropriate safety standard, in that 

they shall not produce sharp shards when broken. 
 

7.The contents of any bottled beverage shall be decanted into a plastic / PTE / glass 
before service to any customer that uses the outside area. 
No glass will be allowed outside. 

 
8.The outside area will not be used after 22.00 hrs 
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9.The outdoor area to the front of the premises must be closed and cleared of 

customers by 22.00hours. 

10.There shall be no consumption of alcoholic beverages purchased from the 
premises in open containers outside at the front of the premises unless seated in 
dedicated area with table and chairs .  

 
11.All off sales will be in sealed containers.  
 

12.The premises supervisor, manager or other competent person shall manage any 
outdoor area to ensure that customers do not behave in a noisy, rowdy or offensive 

manner. 
 

13.The Outside area to be monitored periodically by staff through licensable times. 
 
14. Should customers be outside the premises causing congestion, loitering and/or 

causing Anti-Social Behaviour they will be told move away from the vicinity of the 
premises  by the premises supervisor , manager or other competent person 

 
15. Amplified music shall not be played at a level that will cause unreasonable 

disturbance to the occupants of any properties in the vicinity 

16.Clear notices must be displayed at all points where customers leave the building 
instructing them to respect the needs of local residents and leave the premises and 
the area quietly. 
 

17. Activities relating to the on site disposal (including placing into external 

receptacles) and collection of refuse, bottles and recyclable materials shall only take 
place between 09:00 and 21:00 
 

18.The licence holder shall ensure that adequate measures are in place to remove 

litter or waste arising from customers and to prevent such litter from accumulating in 

the immediate vicinity of their premises.  In particular, where necessary the premises 

licence holder shall ensure that adequate measures are in place to provide 

customers with sufficient receptacles for the depositing of waste materials such as 

food wrappings, drinks and smoking related litter, etc. 

19. All staff/members who serve alcohol to be trained in the prevention of underage 

sales to a level commensurate with their duties. 
 
20. All such training to be updated as necessary, for instances when legislation 
changes, and should include training on how to deal with difficult customers. 
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22.Children must be accompanied and supervised by a responsible adult at all times. 
 

23.CCTV shall be in use at the premises. 
 

(i)Where a CCTV system is to be installed, extended or replaced, it shall be to an 
appropriate standard as agreed with the Licensing Authority in consultation with the 
Police.  Where a CCTV system is to be installed, it shall be fully operational by the 

grant of the licence.   
(ii)The CCTV equipment shall be maintained in good working order and continually 

record when licensable activity takes place and for a period of two hours afterwards; 
(iii)The premises licence holder shall ensure images from the CCTV are retained for 
a period of 30 days.  This image retention period may be reviewed as appropriate by 

the Licensing Authority; 
(iv)The correct time and date will be generated onto both the recording and the real 

time image screen; 
(v)If the CCTV equipment (including any mobile units in use at the premises) breaks 
down the Premises Licence Holder shall ensure the designated premises supervisor, 

or in his/her absence other responsible person, verbally informs the Licensing 
Authority and the Police as soon as is reasonably practicable.  This information shall 

be contemporaneously recorded in the incident report register and shall include the 
time, date and means this was done and to whom the information was reported.  
Equipment failures shall be repaired or replaced as soon as is reasonably 

practicable and without undue delay.  The Licensing Authority and the Police shall be 
informed when faults are rectified; 

(vi)The premise licence holder shall ensure that there are trained members of staff 
available during licensable hours to be able to reproduce and download CCTV 
images into a  removable format at the request of any authorised officer of the 

Licensing Authority or a constable; 
(vii)The system shall also record clear images permitting the identification of 

individuals. 
(viii)There shall be clear signage indicating that CCTV equipment is in use and 
recording at the premises 

 
24.CCTV camera’s shall monitor all area’s used by premises patrons including any 

external area to monitor numbers and prevent crime and disorder. 
 

25.The licence holder or DPS shall risk assess the need for SIA door supervisors to 

be present in the premises when key sporting events are taking place or when a 
function of any kind is taking place. 
 

 

 
 

21.The training should be clearly documented and signed and dated by both the 
trainer and member of staff receiving it.  
The document shall be available for inspection on request by an authorised officer of 

the Licensing Authority or a Constable. All records to be kept for a minimum of 12 
months.  
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26.If door supervisors are present then the premises licence holder shall ensure that 
the following details for each door  

supervisor, are contemporaneously entered into a bound register kept for that 
purpose: 

(i) Full name; 
(ii)SIA Certificate number and or badge number, or registration number of any 
accreditation scheme recognised by the Licensing Authority (including expiry date of 

that registration or accreditation); 
(i)The time they began their duty; 

(iv)The time they completed their duty. 
This register is to be kept at the premises at all times and shall be so maintained as to 
enable an authorised officer of the Licensing Authority or a constable to establish the 

particulars of all door stewards engaged at the premises during the period of not less 
than 31 days prior to the request and shall be open to inspection by authorised officers 

of the Licensing Authority or a constable upon request. 
 

 
 
 


