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Appendix B 
 
 

1. No alcohol may be supplied by an individual unless that individual has the written consent of 
the Designated Premises Supervisor or other employed Personal Licence Holder.  
A written record of this consent must be retained on the premises at all times when such an 
individual supplies or proposes to supply alcohol and be made available immediately upon 
reasonable request of the police or licensing authority.  

 
2. A Challenge 25 scheme shall be operated, whereby any person who appears to be under the 

age of 25 years of age is required to produce on request an item which meets the mandatory 
age verification requirement and is either a:  

• Proof of age card bearing the PASS Hologram;  

• Photocard driving licence;  

• Passport; or  

• Ministry of Defence Identity Card.  
 

3. The premises shall clearly display signs at the each point of sale and in areas where alcohol is 
displayed advising customers that a ‘Challenge 25’ policy is in force and be of minimum size 
of 200mm x 148mm.  

 
4. Customers will not be permitted to remove from the premises any drinks supplied by the 

premises in open containers.  
 

5. All spirit drinks will be stored in an area behind the serving counter in such a way as not to 
be available for self-service by customers.  

 
6. In addition to water, other non-alcoholic beverages shall be available at all times whilst 

alcohol sale or supply takes place. 
 
7. An incident log shall be kept at the premises, and made immediately available to police or 

licensing authority staff upon reasonable request. 
 

The log must be completed as soon as is possible and within any case within 4 hours of the 
occurrence and shall record the following:  

 
(a) {all crimes reported to the venue}  
(b) {all ejections of patrons}  
(c) {any complaints received concerning crime and disorder}  
(d) {any incidents of disorder}  
(e) {all seizures of drugs or offensive weapons}  

 
The incident log shall either be electronic or maintained in a bound document with 
individually numbered pages and be retained for at least {12} months from the date of the 
last entry. 

 
8. A refusals record shall be maintained at the premises that details all refusals to sell alcohol.  

Each entry shall, as a minimum, record the date and time of the refusal and the name of the 

staff member refusing the sale.   
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All entries must be made as soon as possible and in any event within 4 hours of the refusal 
and the record must be made immediately available to police, trading standards or licensing 
authority staff upon reasonable request. 

 
The refusals record shall be either electronic or maintained in a bound document and 
retained for at least {12} months from the date of the last entry. 

 
9. All staff engaged in the sale or supply of alcohol on the premises shall have received training 

in relation to the protection of children from harm (including under-age sales), how to 

recognise drunkenness and the duty not to serve drunk persons.   Refresher training shall be 

carried out at least every six months. 

Training records shall be kept on the premises (or otherwise be accessible on the premises) 
for a minimum of 12 months and made immediately available to police, trading standards or 
licensing authority staff upon reasonable request.  
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