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TThhee  ffoorrmmaatt  ooff  tthhiiss  mmaannuuaall  iiss  ddeessiiggnneedd  ttoo  aassssiisstt  iinn  eennssuurriinngg  tthhaatt  ssaalleess  ooff  aallccoohhooll  aarree  ccaarrrriieedd  oouutt  wwiitthhiinn  tthhee  

ffrraammeewwoorrkk  ooff  tthhee  LLeeggiissllaattiioonn  iinn  ppllaaccee  ttoo  ccoonnttrrooll  iitt..  IItt  aallssoo  iinnccoorrppoorraatteess  bbeesstt  pprraaccttiiccee  ttoo  ffuurrtthheerr  tthhiiss  ccaauussee  

aanndd  iiss  tthhee  PPrrooooff  ooff  AAggee  PPoolliiccyy  rreeqquuiirreedd  bbyy  tthhee  AAcctt..  EEaacchh  sseeccttiioonn  hhaass  aa  rroollee  iinn  tthhee  oovveerraallll  ssttrraatteeggyy  ttoo  ccrreeaattee  aa  

rroobbuusstt  ooppeerraattiinngg  rreeggiimmee  tthhrroouugghh  ttrraaiinniinngg  wwhhiicchh  aaddddrreesssseess  tthhee  lleeggiissllaattiivvee  rreeqquuiirreemmeennttss  ooff  tthhee  LLiicceennssiinngg  AAcctt  

22000033  aass  wweellll  aass  ssuuppppoorrttiinngg  tthhee  lliicceennssiinngg  oobbjjeeccttiivveess..  AAss  ssuucchh  tthhee  wwhhoollee  mmaannuuaall  ssuuppppoorrtteedd  bbyy  aa  rreeffuussaall  bbooookk  

––  aavvaaiillaabbllee  ffrroomm  cciittiizzeennccaarrdd..ccoomm  ––  aanndd  aann  iinncciiddeenntt  lloogg  ––  aa  ssiimmppllee  ddiiaarryy  ssuuffffiicceess  --  sshhoouulldd  bbee  eemmbbrraacceedd..  AAllll  

ssttaaffff  sshhoouulldd  bbee  ttrraaiinneedd  rreeggaarrddlleessss  ooff  tthheeiirr  rroollee  iinn  tthhee  ooppeerraattiioonn  ooff  tthhee  pprreemmiisseess  iinn  oorrddeerr  tthhaatt  tthheeyy  

tthheemmsseellvveess  ddoo  nnoott  uunnkknnoowwiinnggllyy  ccoommmmiitt  aann  eerrrroorr  oorr  ooffffeennccee  uunnddeerr  tthhee  lleeggiissllaattiioonn..  

1 Guidance 

2 Premises Licence Holder Checklist - to be completed at least once a year and acted 

on where necessary. Where the premises is a part of a multiple operation or the DPS is 

not the Premises Licence Holder 6 monthly or quarterly audits are more useful. 

3 Designated Premises Supervisor Checklist – to be completed monthly and acted on 

whenever necessary with actions recorded. 

4 Guidance for Staff Trainer – this section assists the DPS or Personal Licence holder in 

preparing to train the staff individually in the sale of alcohol, highlighting relevant points. 

5 How to check Proof of Age – this is a guidance sheet for staff on how to check proof of 

age ID and a copy should be given to each member of staff at their initial training and at 

their subsequent refresher training. 

6 Staff receipt signature sheet – this records that the proof of age guidance sheet has 

been given to the individual staff member and should be signed, filed and kept.  

7 Staff guide to Signs of Intoxication - guidance to staff on identifying when a customer 

is in a drunken state and should be refused a sale of alcohol which must then be recorded 

8 Staff receipt signature sheet - this records that the proof of age guidance sheet has 

been given to the individual staff member and should be signed, filed and kept. 

9 Staff Personal guide to selling alcohol – this is a guidance set for staff on their 

responsibilities on selling alcohol and should be issued to each individual member of staff 

to assist their initial training and provide ongoing support to them. At refresher training if 

staff member does not have it or it is not in usable it should be reissued. 

10 Staff receipt signature sheet – this records that the guidance set has been issued or 

re-issued to each individual member of staff and should be signed filed and kept. 

11 Staff example ID signature sheet – staff to be shown and explained ID examples.  

12 Alcohol Sales Questionnaire – after initial training each staff member must take and 

pass this test and sign it and be countersigned and the sheet must be filed and kept. 

13 Staff Training Statement – after initial training each staff member should be invited to 

sign the training statement which should be countersigned, filed and kept. 

14 Authorisation to sell alcohol – only when each member of staff has been trained and 

they have signed the training statement should they be authorised to sell alcohol, this 

records that authorisation and should be filed and kept as a master form for all staff. 

15 Refresher Training Questionnaires – at least every 6 months every individual staff 

member should be refresher trained utilising the Checking ID sheet and the Personal 

Guide set and then be required to take and pass a refresher test which should be 

countersigned and kept, the training statement should then be resigned and only then 

should they be re-authorised in writing on the authorisation sheet. If an individual fails a 

written test they should be suspended from making alcohol sales and should not be re-

authorised until they have passed a different test. Their next refresher training should 

also be brought forward and their role monitored in case of difficulties in understanding 

their responsibilities to avoid the possibility of problems arising. Prior to any training the 

trainer should take and pass the relevant test them selves to ensure suitability to carry 

out training and any failure should result in the trainer seeking assistance. All training 

copies and all signature sheets should be kept in a secure file for 5 years for inspection.  

16 Section 57 Notice – the notice to display on the premises where the Premises Licence                               

Holder is not the DPS as required by the legislation under the Licensing Act 2003. 

17 Challenge notices - these are available from the RASG or you can print them from here                 

18 Staff Notice Board Warehouse notices – print off and display page 41 back of house 

Licensing Act 2003  

Premises Licence Holder Checklist 
 

Site Name: …………………………………………………………………………………. 
 

Address: ………………….                 Total No of Staff on payroll: ……… 
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Licensable Activities authorised by the premises licence: 
 

Sale of Alcohol by Retail □ Late Night Refreshment □ Regulated Entertainment  □ 
 

Are there any specific conditions listed on the premises licence *     yes/no 
 

Are all staff aware of these conditions and are they being adhered to   yes/no 
 

Do the site’s opening hours match the hours listed on the licence  yes/no 
 

Do the site’s alcohol trading hours match those listed on the licence yes/no 

 
Does the DPS named on the licence still work at the site   yes/no 

 
Does the site sell hot food/hot drinks between 11pm & 5am *   yes/no 

 
Is Late Night Refreshment approved on the licence for these hours  yes/no 

 
Does the site have any Regulated Entertainment  *    yes/no 

(background music and live radio do not count as regulated entertainment) 
 

Is Part B summary of the premises licence prominently on display  yes/no 
(ie. visible to customers) 

 
Is the letter showing the nominated keeper of the licence on display  yes/no 

(ie.visible to customers) 

 
Is Part A the main part of the premises licence available for inspection yes/no 

 
Where is it kept?......................................................................................... 

 
Is there sufficient Challenge 25 material clearly on display    yes/no 

 
Please list all Personal Licence Holders working at the site including the DPS 

(and note their licence number and expiry date) 
…………………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………… 
Have all cashiers been issued with “your guide to selling alcohol”  yes/no 

 
Have all cashiers been shown an example PASS Card, DL and Passport yes/no 

 

Have all cashiers taken the initial “alcohol sales questionnaire”  yes/no 
 

continued on second page 
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continued from Page 1 
 

Have all cashiers signed a “training statement”     yes/no 
 

Have all cashiers signed the “authorisation for staff to sell alcohol”  yes/no 
 

Has the DPS counter signed each “authorisation for staff to sell alcohol” yes/no 
 

Does each cashier have complete records maintained for the above  yes/no 
 

When was refresher training last carried out …………………………………………………………. 
 

How many staff have had refresher training …………………………………………………………. 

 
Have any new staff been added to the Payroll since your last report  yes/no 

 
Name them ………………………………………………………………………………………………………….. 

 
Have they been trained and recorded as being trained    yes/no 

 
Have they been issued their “your guide to selling alcohol”   yes/no 

 
Have they been authorised to sell alcohol and properly recorded as such yes/no 

 
When was the refusals book last used and by whom ……………………………………………. 

 
Have all cashiers recorded refusals in the last month    yes/no 

 

List those who have not……………………………………………………………………………………………. 
 

Have the reasons why they have not been investigated and addressed yes/no 
 

Is the refusals book being countersigned by you AND the DPS   yes/no 
 

Is the incident book in place and in use       yes/no 
 

Is the Training Diary in use and up to date      yes/no  
 

Is the CCTV imagery being monitored weekly with records kept  yes/no 
 

List those members of staff monitored since last report ……………………………………….. 
…………………………………………………………………………………………………………………………………… 

 

Is the DPS checklist being completed monthly and all records available yes/no 
 

Signed:  …………………………………  Date: ……………………… 
 

Print Name: ………………………………… 
IF YOU HAVE ANSWERED NO TO ANY QUESTION APART FROM ONES MARKED BY * 
THEN YOU SHOULD CONTACT LICENSING SOLUTIONS IMMEDIATELY FOR ADVICE 

ON  0077883311  115599445500 

Copy report to be kept at the premises in the records file  
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Licensing Act 2003  

DPS Premises Licence  
Monthly Checklist 

 

Site Name: …………………………………………………………………… 
 

Address: ………………………      Total No of Staff on payroll: …………. 

 
Licensable Activities authorised by the premises licence: 

 
Sale of Alcohol by Retail          □ 

Late Night Refreshment       □ 

Regulated Entertainment       □ 

 

Are there any specific conditions listed on the premises licence *     yes/no 
 

Are all staff aware of these conditions and are they being adhered to   yes/no 
 

Do the site’s opening hours match the hours listed on the licence  yes/no 
 

Do the site’s alcohol trading hours match those listed on the licence yes/no 
 

Does the DPS named on the licence still work at the site   yes/no 
 

Does the site sell hot food/hot drinks between 11pm & 5am *   yes/no 

 
Is Late Night Refreshment approved on the licence for these hours  yes/no 

 
Does the site have any Regulated Entertainment  *    yes/no 

(background music and live radio do not count as regulated entertainment) 
 

Is Part B summary of the premises licence prominently on display  yes/no 
(ie. visible to customers) 

 
Is the letter showing the nominated keeper of the licence on display  yes/no 

(i.e. visible to customers) 
 

Is Part A the main part of the premises licence available for inspection yes/no 
 

Where is it kept? .................................................................................... 

 
Is there sufficient Challenge 25 material clearly on display    yes/no 

 
Is the refusals book and incident book available at all times for use   yes/no 

 
Where are they kept ………………………………………………………………………………………………… 

continued on second page  
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continued from page one 

 
Please list all Personal Licence Holders working at the site including yourself 

and note the licence numbers and expiry date 
 

………………………………………………………………………………………………………………………………….. 
 

………………………………………………………………………………………………………………………………….. 
 

Have all cashiers been issued with “your guide to selling alcohol”  yes/no 
 

Have all cashiers been shown an example PASS card, DL and Passport yes/no 

 
Have all cashiers taken the initial “alcohol sales questionnaire”  yes/no 

 
Have all cashiers signed a “training statement”     yes/no 

 
Have all cashiers signed the “authorisation for staff to sell alcohol”  yes/no 

 
Have you counter signed all of the “authorisation for staff to sell alcohol” yes/no 

 
Does each cashier have complete records maintained for the above  yes/no 

 
When was refresher training last carried out …………………………………………………………. 

 
How many staff have had refresher training …………………………………………………………. 

 

Have any new staff been added to the Payroll since your last report         yes/no 
 

Name them ……………………………………………………………………………………………………………… 
 

Have they been trained and recorded as being trained                            yes/no 
 

Have they been issued their “your guide to selling alcohol”   yes/no 
 

Have they been authorised to sell alcohol and properly recorded as such yes/no   
 

When was the refusals book last used and by whom …………………………………………… 
 

Have all cashiers recorded refusals this month     yes/no 
 

List those who have not ………………………………………………………………………………………….. 

 
Have these staff been advised of the need to record refusals   yes/no 

 
Is the refusals book being countersigned by you AND the Premises LH yes/no 

 
Is the incident book in place and in use      yes/no 

 
When was the last entry ………………………………………………………………………………………… 

 continued on third page 
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continued from page two 

 
Are you named on the premises licence as the DPS    yes/no 

 
Are your name & address details current & correctly listed on this licence yes/no 

 
Do all staff use Challenge 25 all of the time      yes/no 

 
Has the Training Diary been completed by all staff this month   yes/no 

 
Is the CCTV system working and recording correctly    yes/no 

 

If not is it in hand to be repaired        yes/no 
 

Are you monitoring the CCTV weekly and recording staff challenges  yes/no 
 

When were the last two occasions recorded…………………………………………………………… 
 

What were the results or action taken …………………….……………………………………………..  
………………………………………………………………..………………………………………………………………… 

 
Are you monitoring staff serving customers on an ad hoc basis daily  yes/no 

 
Are you recording any incidents causing concern arising from these  

observations in the incident book and taking appropriate action  yes/no 
 

List the last two staff observed and all incidents and action taken since last month 

………………………………………………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………………………..

      
Do you have your personal licence with you during working hours  yes/no 

 
Do all other personal licence holders have their licences with them too yes/no 

 
Are their name/address details current & correctly listed on their licence yes/no 

 
Signed:   ……………………………  Date: …………………….. 

 
Print Name:  …………………………… 
 

IF YOU HAVE ANSWERED NO TO ANY QUESTION APART FROM 
ONES MARKED BY * THEN YOU MUST CONTACT YOUR AREA 

MANAGER IMMEDIATELY FOR ADVICE. 
Copy report to be kept on the premises in the records file plus 

copy to the Premises Licence Holder  
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REMEMBER when training your staff 
 

Licensed hours 
 

You can carry out the sale of alcohol during the following periods:  
 

09.00 to 21.00 daily 
 

Note: the penalty for selling outside permitted hours is substantial – 
max £20,000 fine and/or six months imprisonment 

 

Consumption Off the Premises  
 

A condition of your premises licence is that sales are made for consumption off 

the premises only. This means that customers MUST NOT consume alcohol on 
the premises. Therefore you and your staff must ensure that customers  

DO NOT DRINK ANY ALCOHOL: 

 
In the shop 

On the pavement 
In the street close to the premises 

In any garden or Church area near the premises (even if this 
is a designated ‘picnic area’) 

 
The only exception to this rule is a promotion offering customers a FREE 

TASTING, provided that there is no charge for the sample and that it is not 
given free with another purchase.  
 

Note: the fine for permitting alcohol to be consumed ON the premises is 
substantial. 

Licensed to sell 
 

Under the terms of the grant of the premises licence: 

 

It is an offence to serve alcohol to anybody unless the staff 
member has been authorised to do so by the DPS or a PLH 

 

It is an offence to sell alcohol to anybody from premises without a premises 
licence and/or without a named Designated Premises Supervisor who is in 

possession of a personal licence. 
 

Under-age sale or purchase of alcohol 
 

It is an offence to sell alcohol to anyone under the age of 18, or to anyone 

purchasing alcohol on behalf of someone under the age of 18 – proxy sales. It is 

also an offence for any person under 18 to buy or attempt to buy alcohol. 
 

It is an offence for anybody under 18 to sell alcohol to anybody unless 
authorised to do so by a personal licence holder and only then with each 

individual sale supervised by an authorised member of staff who is over 18. 
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If a customer looks under 25 they MUST be challenged to prove that they are 

over 18 by producing photographic proof of age which must include a 
photograph and a holograph and state the full date of birth of the customer. The 

only forms of proof of age that we will accept are: 
 

 A passport 

 A European style photo driving licence 
 A PASS accredited  Proof of Age ID card such as :  

o the Validate card 
o the CitizenCard 

 

WE DO NOT ACCEPT ANY OTHER FORMS OF ID UNDER 

ANY CIRCUMSTANCES 
 

Note: the penalty for the member of staff selling alcohol to an under 

aged person ranges from a fixed penalty notice to a criminal conviction 
and a substantial fine.  

Staff must ensure that they are completely satisfied as to the 
customer’s age BEFORE they make the sale and Staff should be 

instructed not ask other staff members or ‘take someone’s word’ that 
they are over 18 and should always use CHALLENGE 25. 

 

There are only limited defences if an under-age sale is made and the impact on 
the DPS or personal licence holder is dependant on who made and who 

authorised the sale; remember, the only evidence required to prove an under-
age sale was made is the actual age of the child and that the sale was made. If a 

member of staff makes an under-age sale they can accept a fixed penalty notice 
of £80 by which they admit their guilt. That is the end of the matter as far as the 

authorities are concerned with that individual; although disciplinary action could 

well follow from management as well as the premises licence being reviewed by 
the licensing authorities. 

You must advise your staff that you are monitoring them on a weekly 
basis on the recorded CCTV imagery and that you are also observing 

them when serving using the observations as a training tool. 
 

Refusals Book 
If a sale of alcohol (or any other age restricted products such as cigarettes, 

tobacco, lottery tickets etc) is refused the server MUST enter the details of the 
refusal in the REFUSALS BOOK. This will help you maintain evidence that 

under-age sales are being refused and can act as a training tool for your staff. 
  

Staff  have the right to refuse to sell any alcohol product, provided that 
the reasons for refusal are not based on discrimination on the grounds of 

sex, race or disability and they have a duty not to sell age restricted 
products to anybody under age. 

 

You should maintain an incident log to record all incidents that occur at 

the premises outside of normal activity and you should monitor that it is 

being used and use its content for training when possible. A simple diary 

can suffice as an Incident Log providing all staff are trained in its use and 

its location is accessible as with the refusals book for use  
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Checking proof of age – Challenge 25 
When you ask somebody to produce proof of age in order to complete a purchase you must 
ensure that only an approved form of identification is accepted and that you check it 
correctly : 
Only accept 
 

 a valid passport 

 a european style photo driving licence 

 a PASS accredited card such as 
o Validate Card 
o CitizenCard 

 

Always ask for the identification to be handed to you for 
authentification purposes 

Check that 
 

1. Passport 

 the passport date – it is valid 

 the photograph - it belongs to the customer 

 date of birth – the customer is old enough to complete the purchase 
 

2. European style driving licence 

 the licence date – it is valid 

 the photograph – it belongs to the customer 

 date of birth – the customer is old enough to complete the purchase 
 

3. PASS cards 

 the card is completely flat with no raised edges around the photo or PASS logo 
– reject the card if it is not flat – it may have a changed photo  

 the PASS logo hologram 3d effect is working 

 the card date – it is valid 

 the photograph – it belongs to the customer 

 date of birth – the customer is old enough to complete the purchase 
 

4. The customer 

 matches the photograph on the card 

 is not acting suspiciously 

 has not altered the card offered in any way 
 

If you are in any doubt about the validity of the identification offered or the age of the 
customer even with the identification  

you  MUST refuse the sale and record the details in the 
refusals book then tell your supervisor by shift end 

  

LLiicceennssiinngg  SSoolluuttiioonnss      
                                        223355  BBoottlleeyy  RRooaadd  BBuurrrriiddggee  SSoouutthhaammppttoonn  SSOO3311  11BBJJ  

Telephone and Facsimile: 01489 583932 Mobile: 07831 159450 

ssoolluuttiioonnss@@lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk        lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk  
  

mailto:solutions@licensingsolutions.org.uk
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Licensing Act 2003      
 

As the Premises Supervisor I confirm that the following staff have been issued with 

their own copy of the checking ID guidance 

 

Staff Name (print)      Staff Signature        DPS Signature         Date Issued 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 

 

Site Name: …………………………………………………………………. 
 

 
Address:  …………………………… Total No of Staff on payroll:……. 
 

LLiicceennssiinngg  SSoolluuttiioonnss      
                                                          223355  BBoottlleeyy  RRooaadd  BBuurrrriiddggee  SSoouutthhaammppttoonn  SSOO3311  11BBJJ  

Telephone and Facsimile: 01489 583932 Mobile: 07831 159450  

ssoolluuttiioonnss@@lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk        lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk  

  

mailto:solutions@licensingsolutions.org.uk
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Signs of Intoxication 
 

There are many noticeable signs of intoxication that a person may 
display as they become intoxicated. 

You commit a criminal offence if you serve somebody who is intoxicated 
or is buying for somebody who is intoxicated. 

 

As blood alcohol levels rise differences can be noticed in co-
ordination, appearance, speech and behaviour. An intoxicated person 
may show the following signs: 
 

Behaviour           Physical signs 
 

They can become :    They can : 

 
Loud boisterous & disorderly   Spill or drop items 

 

Argumentative     Fumble or have difficulty with                          
       picking up change 

Annoying to patrons and staff 
       Sway and stagger 

Incoherent slurring speech 
       Have difficulty walking straight 

Physically if uncoordinatedly violent 
       Bump into fixtures and 

 Bad tempered and aggressive  customers                                                   
        

Use offensive language    Fall down or nearly do so 
        

Exhibit inappropriate sexual    Have unfocused eyes 
Behaviour   

       They can also be red or                                         

Allow clothing to become dishevelled        bloodshot                                        
            

 Have rambling conversation   Smell strongly of alcohol 
  

Unable to hear or understand   Show drowsiness or dozing 
 

Unable to maintain train of thought  Have a flushed face 
 

               Become nauseous or even vomit 
 

Whilst several of these symptoms in isolation are experienced by many people 
who are ill or have minor disabilities when several are exhibited at the same 

time by a single customer they can indicate a state of intoxication – 
 

ie: they are probably drunk and should not be served 

If in doubt you have a duty not to serve 

and you must record the refusal 
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Licensing Act 2003      
 

As the Premises Supervisor I confirm that the following staff have been issued with 

their own copy of the Signs of Intoxication guidance 

 

Staff Name (print)      Staff Signature        DPS Signature         Date Issued 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 

 

Site Name: …………………………………………………………………. 
 

 
Address:  …………………………… Total No of Staff on payroll:……. 
 

LLiicceennssiinngg  SSoolluuttiioonnss      
                                                          223355  BBoottlleeyy  RRooaadd  BBuurrrriiddggee  SSoouutthhaammppttoonn  SSOO3311  11BBJJ  

Telephone and Facsimile: 01489 583932 Mobile: 07831 159450  

ssoolluuttiioonnss@@lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk        lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk  

 

mailto:solutions@licensingsolutions.org.uk
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Your Personal Guide to Selling Alcohol 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
                                                                                                                                                                                                                                                                                                                                                                                                                                                     

 
 

                                                                                                                                                     

Introduction 
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The Licensing Act 2003 introduces a single integrated system 
throughout England and Wales to regulate the sale and supply of 
alcohol, the provision of entertainment to the public and the 

provision of late-night refreshment - the sale of hot food and hot 
drinks between the hours of 11pm and 5am.  
 
Under the Act there is a statutory requirement that retail sales of 
alcohol can only be made from premises that have been granted a 
premises licence. 
 
In addition all premises licensed for the sale of alcohol must have a 
designated premises supervisor (DPS) appointed for those premises 
who must be a personal licence holder. 

  
Sales of alcohol can only be made or authorised by a personal licence 
holder.    
 
Understanding the licensing language 
 
The licensing objectives - these are the governing principles of 
licensing law in England and Wales. Everyone involved with any of 
the licensable activities including the sale of alcohol must be aware 
of and actively promote these objectives at work. 
 
The four licensing objectives, all of which are of equal importance, 
are as follows: 
 
 
 

• The prevention of crime and disorder 

 
• Public safety 

 
• The prevention of public nuisance 

 

• The protection of children from harm 
 
Licensable activities - for a business to carry out any of the 
following activities, a premises licence is required. The licensable 
activities are defined as 
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sale of alcohol by retail 
 

supply of alcohol in club premises 

 
provision of regulated entertainment 

 
  provision of late night refreshment 11pm - 5am     

 

The penalties for carrying out a licensable 
activity without a licence or failure to comply 

with the mandatory conditions on a premises 

licence are severe:  
A maximum fine of £20,000  

and/or 6 months imprisonment!  
Make yourself aware of the hours and any 

conditions on the premises licence 
 

 
Premises licence – the licence required by a business to allow it to 
carry on any of the licensable activities listed above. 

 
The premises licence will usually be held in the name of the owner of 
the business or the operator and can be a company or an individual 
person or persons.                                    
 

Personal licence – the licence needed to be held by a person to 
allow that person to sell alcohol from premises that hold a premises 
licence (that allows the sale of alcohol) and to authorise others who 
do not hold personal licences to do so. There must be at least one 
personal licence holder at your site but there can be more than one. 
 

Designated Premises Supervisor (DPS) – usually the person in 
day-to-day control of the premises named to the Licensing Authority 
as the person responsible for the sale of alcohol at the premises by 
the premises licence holder. A person must have a current personal 
licence to hold this position and there can only be one named DPS 
for each site. 
Understanding your duties with regard to the sale of alcohol 
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The sale of alcohol is a licensable activity controlled by law and 
carrying penalties that reflect the important social responsibilities 
that apply to people who sell it. 

 
These penalties only relate to those people who break the law, 
committing what is a criminal offence punishable by measures 
varying from a fixed penalty notice of £30 to a £20,000 fine and/or 
six months imprisonment and forfeiture of the premises licence. 
 
When selling alcohol it is your responsibility to ensure that you carry 
out this action lawfully. Remember you can only sell alcohol when 
you have been authorised to do so and then only to customers who it 
is lawful for you to sell it to. 

 
Authorised sales 
 
Regardless of your age or training you are only legally 
allowed to sell alcohol when you have been authorised to do 
so by your DPS or another personal licence holder at the site. 
 
You will only receive this authorisation when you have 
demonstrated to the DPS that you understand your 
responsibilities and the law controlling these sales. You will 
have to be re-authorised on a regular basis and this would 
normally follow refresher training in the sale of alcohol. 

 

Do not sell alcohol unless you are sure that you have 

been authorised to do so. 
 

Do not accept authorisation if you are unclear on the 
law and/or your responsibilities involved in these 

sales. 
Under 18s 
 

It is a criminal offence for any person 

to sell or supply alcohol to a person 

under the age of 18. 

THERE ARE NO EXCEPTIONS TO THIS 
 

 

You must also know that : 
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It is an offence to sell alcohol to someone under 

 18 years of age 

 

It is an offence to deliver alcohol to someone 

 under 18 years of age 

 

It is an offence for anyone under 18 to purchase 

or attempt to purchase alcohol 

 

It is an offence to obtain alcohol for someone 

under 18 years of age  

 

It is an offence to sell alcohol if you are under 18 

unless you are authorised to do so and the 

individual sale is supervised by somebody over 18 

who is also authorised 

 

You must not sell alcohol to someone you believe 

to be buying for a person under 18 – a proxy sale 

 

It is an offence to allow another person to sell 

alcohol to somebody under 18 where you could 

have prevented that sale 
 

Those who commit such offences could be fined up to 

£5000. 

 

There is also a range of fixed penalty notices ranging from 

£30 to £80 that may be applied to the person selling the 

alcohol AND the holder of the relevant premises licence may 

also have their licence reviewed which could result in the 

alcohol sales at the premises being suspended for 3 months 

or in serious cases removed permanently. 

 

 
Signs of Intoxication 
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There are many noticeable signs of intoxication that a person may 
display as they become intoxicated. 

You commit a criminal offence if you serve somebody who is intoxicated 
or is buying for somebody who is intoxicated. 

 

As blood alcohol levels rise differences can be noticed in co-
ordination, appearance, speech and behaviour. An intoxicated person 
may show the following signs: 
 

Behaviour           Physical signs 
 

They can become :    They can : 
 

Loud boisterous & disorderly   Spill or drop items 
 

Argumentative     Fumble or have difficulty with                          
       picking up change 

Annoying to patrons and staff 
       Sway and stagger 

Incoherent slurring speech 

       Have difficulty walking straight 
Physically if uncoordinatedly violent 

       Bump into fixtures and 
 Bad tempered and aggressive  customers                                                   

        
Use offensive language    Fall down or nearly do so 

        
Exhibit inappropriate sexual    Have unfocused eyes 

Behaviour   
       They can also be red or                                         

Allow clothing to become dishevelled        bloodshot                                        
            

 Have rambling conversation   Smell strongly of alcohol 
  

Unable to hear or understand   Show drowsiness or dozing 

 
Unable to maintain train of thought  Have a flushed face 

 
               Become nauseous or even vomit 

 
Whilst several of these symptoms in isolation are experienced by many people 

who are ill or have minor disabilities when several are exhibited at the same 
time by a single customer they can indicate a state of intoxication – 

 

ie: they are probably drunk and should not be served!  
 

If in doubt you have a duty not to serve! 
Our rules for the sale of alcohol 
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In order to avoid under age sales and committing an offence we have twelve 

basic rules which must be obeyed at all times. These basic rules for the sale of 
alcohol are simple and straight forward and once a member of staff has been 

properly trained there can be no excuse for not obeying them at all times:                                             
 

My 12 basic rules for selling alcohol 
 

1.  I can only be authorised to sell alcohol for the hours          

stated on our licence summary and once authorised will not do so 
outside of those hours 

 
2.  Alcohol sales are only for consumption off the premises and 

I must be aware of customers actions at all times and not 

allow consumption on the premises 
               

3.  I confirm that I will not sell alcohol to anybody under the age 

of 18 
 

4.  I confirm that I will challenge anybody attempting to purchase 

alcohol who appears to be under the age of 25 to prove that they 
are over 18 by producing acceptable proof of age – Challenge 25 

 

5.  I will only accept a Passport, a Photo Driving Licence or a PASS 
accredited card as proof of age such as the Validate card or the 

Citizen Card 

 
6.  I will not sell alcohol to anybody who I believe is purchasing to 

supply somebody under the age of 18 

 
7.  I will not sell alcohol to anybody who I believe is, or appears to 

be drunk  

 
8.  I will not sell alcohol to anybody who I believe is purchasing 

for somebody who is, or appears to be drunk 

 
9.  If I am in any doubt at all on the above I will refuse the sale  

 

10. I will record all incidents of refusals in the refusals book 

noting the date and time, plus a description of and name of the 

person if known, together with a note of the product refused 

 
11. I will advise my supervisor of the refusal as soon as possible 

and certainly no later than at the end of my shift 

 
12. I acknowledge that I am not authorised to sell alcohol unless I 

comply with all of the above at all times  
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Checking proof of age – Challenge 25 
 

When you ask somebody to produce proof of age in order to complete a 

purchase you must ensure that only an approved form of identification is 

accepted and that you check it correctly : 
 

Only accept 
 

 a valid passport 
 a european style photo driving licence 

 a PASS accredited card such as 
o Validate card 

o CitizenCard 
 

Always ask for the identification to be handed to you for 

authentification purposes 
Check that 

 
5. Passport 

 
 the passport date – it is valid 

 the photograph - it belongs to the customer 
 date of birth – the customer is old enough to complete the purchase 

 
6. European style driving licence 

 

 the licence date – it is valid 
 the photograph – it belongs to the customer 

 date of birth – the customer is old enough to complete the purchase 
 

7. PASS cards 
 

 the card is completely flat with no raised edges around the photo or 
PASS logo – reject the card if it is not flat 

 the PASS logo hologram 3d effect is working 
 the card date – it is valid 

 the photograph – it belongs to the customer 
 date of birth – the customer is old enough to complete the purchase 

 
8. The customer 

 

 matches the photograph on the card 
 is not acting suspiciously 

 has not altered the card offered in any way 
 

If you are in any doubt about the validity of the identification offered or the age 
of the customer even with the identification 

you MUST refuse the sale 
and record the details in the refusals book 

and report the incident to your supervisor by shift end 
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Test purchasing 
 

Police and Weights & Measures officers may send under 18s in to 

your premises to attempt to buy alcohol or cigarettes and tobacco to 
check compliance with the law. Under some circumstances the test 
purchaser may not tell the truth when asked if they are over 18 or if 
they have ID – you MUST ask for approved proof of age and check it 
for all customers who look under 25 years of age. 
 

You must Challenge 25 and ask for proof of age if any customer 
looks under 25 and is attempting to purchase alcohol or cigarettes to 
avoid committing a criminal offence by serving under age. If you 
have any doubt about someone’s age even if they have produced 
proof of age do not serve them with alcohol or cigarettes and note 

the refusal in the site refusal book - tell your supervisor as soon 
as you can and before shift end.. 
 

Duty to refuse service 
 

It is your duty to refuse to serve under 18s and also you must 
refuse to serve a person if they are or appear to be drunk.  
 

Remember, you commit an offence if: 
 

You sell alcohol to a person who is under 18 
 

You allow alcohol to be sold to someone who is under 18 when 
you could have prevented that sale 
 
You sell alcohol to a person who is drunk  

 
You sell alcohol to a companion of a person who is drunk for the 
drunken person’s consumption 

 
You allow alcohol to be sold to someone who is drunk when you 
could have prevented that sale 
 

On the spot fixed penalty notices can be issued for serving 
alcohol to someone who is drunk or under age with 
prosecution also being a possibility. 
 
If someone is drunk or disorderly they can be ejected from 
the premises and the police must assist if requested to do so 
– if you think a customer should be ejected please ensure that 
you seek assistance from a colleague and follow your 
company procedures in order to deal with the incident 
properly and safely 
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.                       

 

                                                         

 
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
If a customer is not happy that you have asked them 

to prove he or she is over 18 because you believe 

they are under 25 refer them to one of these posters  

Remember - it is your job to ask for id! 
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Additional information 
 

You must not sell liqueur confectionery (chocolates with alcohol 

inside) to a person under the age of 16. 
 

Your site may have other age-restricted products that you must 
know about including 
 

Product group minimum age to 
purchase  

 

Petroleum Spirit & Derv      16 
 
Liqueur confectionery      16 
 

Lottery tickets        16 
 
Cigarettes, tobacco and tobacco products  18 
 
Knives and blades       18 
 
Lighter fluids, butane, refills and solvents  18 
 
Alcohol products       18  
 

Adult magazines       18 
 
Fireworks         18 
 
DVDs & videos      dependant on classification 
 

Please speak to your supervisor about the products you have on sale 
at your site and the age restrictions that relate to them. 
 
 

Remember, you commit an 

offence if you sell age-
related products to 

somebody who is under age! 
 

Challenge 25 protects you when used correctly ! 
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Licensing Act 2003     
 

As the Premises Supervisor I confirm that the following staff have  been issued with 

their own copy of the guidance to selling alcohol and the confrontation leaflet: 
 

Staff Name (print)      Staff Signature        DPS Signature         Date Issued 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    
 

Site Name: ……………………………………………………………….. 
 

Address:  ……………………………..  Total No of Staff on payroll:……. 
 
 
 
 

LLiicceennssiinngg  SSoolluuttiioonnss      
                                          223355  BBoottlleeyy  RRooaadd  BBuurrrriiddggee  SSoouutthhaammppttoonn  SSOO3311  11BBJJ  

Telephone and Facsimile: 01489 583932 Mobile: 07831 159450  

ssoolluuttiioonnss@@lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk        lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk  

 

mailto:solutions@licensingsolutions.org.uk
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Licensing Act 2003 
 

As the Premises Supervisor I confirm that the following staff  have been shown an 

example of a PASS ID card, a Driving Licence and a Passport: 
 

Staff Name (print)      Staff Signature        DPS Signature         Date  
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    
 

 
Site Name: ……………………………………………………………………………… 

 
Address:  ……………………………..    Total No of Staff on payroll:……. 
 

  

LLiicceennssiinngg  SSoolluuttiioonnss  
                                                                                223355  BBoottlleeyy  RRooaadd  BBuurrrriiddggee  SSoouutthhaammppttoonn  SSOO3311  11BBJJ  

Telephone and Facsimile: 01489 583932 Mobile: 07831 159450 

ssoolluuttiioonnss@@lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk        lliicceennssiinnggssoolluuttiioonnss..oorrgg..uukk  

mailto:solutions@licensingsolutions.org.uk
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Alcohol Sales Questionnaire for ……………………………  
 

Please answer the following questions putting a ring around multiple choice answers: 

1 Name the designated premises supervisor (DPS) for these premises  
 

……………………………………………………………………………………………………………………………………………………... 
 

2 What are the hours you are allowed to sell alcohol from these premises? 
 

……………………………………………………………………………………………………………………………………………..…. 
 

3 Circle who from the list below who you must refuse to serve with alcohol 
 

a someone who appears to be drunk 

b someone who appears to be under 25 without ID 

c someone under 18 

d someone purchasing for somebody else who is drunk 

e someone purchasing for somebody who is under 18 

f someone you do not know 

 

4 Who has to authorise you to sell alcohol otherwise you are not allowed to do so ? 
 

…………………………………………………………………………………………………………………………………………………………….…... 
 

5 To sell alcohol a person must be 

a aged over 21 

b have more than 2 years experience 

c have been authorised by the DPS 

d aged over 18  
 

6 What is the meaning of challenge 25 ? 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 
 

7 Circle from the list below what you will accept as proof of age  
 

a photographic ID card 

b current passport 

c birth certificate 

d credit card 

e photo driving licence 

f student union photo ID 

g pass accredited photo ID 
 

8 If you are in any doubt what must you do ? 

…………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………… 
 

9 Where must you record details of any refusals ? 

…………………………………………………………………………………………………………………………………  
 

10  Who must you tell about the refusal and when ? 

……………………………………………………………………………………………………………………………….. 

 
 

     11 Which of the following can indicate somebody may be drunk? 

a) Flushed face    b) Bloodshot eyes 

c) Cough     d) Slurring words 

 

 

12 What may happen if you sell alcohol to somebody who is under 18 ? 

…………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………… 

 

Premises Name: ……………………………  Staff Name: …………………………………  Date: …………… 
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TRAINING STATEMENT 
 

Premises  name  …………………………………………………………. 
Premises address …………………………………………………………….. 

Training statement 
I am over 18 years of age and confirm that I have been trained in the sale of 
alcohol and alcohol products. I am fully conversant with my obligations in the 

sale of these products and the penalties that will apply if I serve a customer 
illegally. These range from a fixed penalty notice of £80 to a criminal conviction 

with a fine of up to £20,000 and/or 6 months imprisonment.  
I warrant that: 

1. Once authorised I can only sell alcohol during the hours 

specified on our Licence Summary as displayed on the premises 
 

2. Alcohol sales are only allowed for consumption off the premises      
and I will not allow consumption on the premises 

 
3. I confirm that I will not sell alcohol to anybody under the age of 

18 
  

4. I confirm that I will challenge anybody attempting to purchase 
alcohol who appears to be under the age of 25 to prove that 

they are over 18 by producing acceptable proof of age 
 

5. I will only accept a Passport, a Photo Driving Licence or a PASS 
accredited card as proof of age such as the Validate card or the 

Citizens card  

 
6. I will not sell alcohol to anybody who I believe is purchasing to 

supply somebody under the age of 18 
 

7. I will not sell alcohol to anybody who is, or appears to be drunk  
 

8. I will not sell alcohol to anybody who I believe is purchasing for 
somebody who is, or appears to be drunk  

 
9. If I am in any doubt on the above I will refuse to make the sale  

 
10. I will record all incidents of refusals in the refusals book 

noting the date and time, plus a description of and name of the 
person if known together with a note of the product refused 

 

11. I will advise my supervisor of the refusal as soon as possible 
and certainly no later than at the end of my shift 

 
12.I acknowledge that I am not authorised to sell alcohol unless I  

     comply with all of the above at all times 
 

Staff Name (print):   Signature:    Date: 
DPS Name (print):   Signature:                            Date: 

Two copies to be signed  - one for the staff member and one to be filed in the training file 
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Authorisation for Staff to sell Alcohol 
 

As the Designated Premises Supervisor I confirm that the following staff have been 

fully trained in the sale of alcohol and alcohol products and that in my opinion they 

have demonstrated their understanding of the legal requirements relating to these 

sales. 

Initial training level is indicated by the legend IT, refresher training R 
 

I therefore authorise by delegated authority the following staff to sell alcohol from 

these premises known as:  

 

Premises name: ……………………………………………………… 
 

Staff Name 

(print)     

 Staff Signature        DPS 

Signature         

Training 

Level 

Date 

Authorised 
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Alcohol Sales Questionnaire Period 1 –  
Please answer the following questions putting a ring around multiple choice answers: 

1. To sell alcohol by retail a person must: 

 a) Be aged over 21 years of age 

 b) Have more than 2 years experience in the licensed trade 

c) Have been authorised to do so by the premises DPS a personal licence holder 

 d) Be aged over 18 years of age 

2. What are the hours you are allowed to sell alcohol from your premises? 

 a) Whenever the premises are open 

 b) The hours specified on the premises licence 

 c) Permitted hours as specified in the Licensing Act 2003 

 d) Hours as requested by your customers 

3. ‘Challenge 25’ means 

 a) You may only sell alcohol to someone who is over 25 years of age 

 b) If someone looks under 25 they must be accompanied by an adult 

c) If someone looks under 25 they must be accompanied by the local vicar 

d) If someone looks under 25 they must prove they are over 18 years of age 

4. Which of the following can you accept as proof of age? 

 a) Student union photo ID   b) Credit card 

 c) Pass accredited card     d) Birth certificate 

5. If you are in any doubt regarding the validity of a persons ID you should 

 a) Refuse the sale 

 b) Refer to the DPS 

 c) Ask the customer to sign confirming they are over 18 years of age 

 d) Give the customer the benefit of the doubt 

6. Which of the following products is not an age related product requiring proof of age? 

 a) Alcohol     b) Fireworks 

 c) Cigarettes and tobacco   d) Cough sweets 

7. What may happen if you sell alcohol to someone under 18 years of age? 

 a) For the first offence you would only receive a caution 

 b) You may receive a fixed penalty of £90 or a potential fine of up to £5000 

c) You will receive a written warning in line with your company’s discipline policy  

d) You may receive a fixed penalty of up to £200 

 8. What must you do when you refuse the sale of an age related product? 

a) Record the details in the refusals log and inform you supervisor straight away  

b) Inform another member of the staff 

c) Write the customers details on a sign and place in a prominent position 

d) Take no action if you believe this to be the individual’s first offence 

 9.     Under what circumstances can customers consume alcohol on the premises? 

a) When they are over 18 

b) Not allowed under any circumstances 

c) When they are over 21 

d) At the discretion of the staff 

10    What should you do if you think an adult is purchasing alcohol for underage persons? 

a)       Nothing 

b)       Ask the DPS 

c)       Refuse the sale and record the incident in the refusals log 

d)       Offer them other products 

  11     It is an offence to sell alcohol to: 

 a)      Anyone riding a bicycle 

 b)      Anyone who is drunk or appears to be drunk 

 c)      H M revenue & customs officer 

 d)      Weights and Measures Inspectors (Trading Standards) 

  12     It is an offence under the Licensing Act 2003 to: 

 a)       Allow disorderly conduct on licensed premises 

 b)       Discount alcoholic drinks 

 c)       Serve alcohol to a known prostitute 

 d)       Serve refreshments to a uniformed police officer 

Please note all questions to be answered correctly before authorisation can be given  

Staff name:………………………………………………………. Trainer…………………………………………………….. 

          Signed:      ………………………………………………………   Date   …………………………  
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Alcohol Sales Questionnaire Period 1 - Answer Sheet  
 

1. To sell alcohol by retail a person must: 

 a) Be aged over 21 years of age 

 b) Have more than 2 years experience in the licensed trade 

c) Have been authorised to do so by the premises DPS a personal licence holder 

 d) Be aged over 18 years of age 

2. What are the hours you are allowed to sell alcohol from your premises? 

 a) Whenever the premises are open 

 b) The hours specified on the premises licence 

 c) Permitted hours as specified in the Licensing Act 2003 

 d) Hours as requested by your customers 

3. ‘Challenge 25’  means 

 a) You may only sell alcohol to someone who is over 25 years of age 

 b) If someone looks under 25 they must be accompanied by an adult 

c) If someone looks under 25 they must be accompanied by the local vicar 

d) If someone looks under 25 they must prove they are over 18 years of age 

4. Which of the following can you accept as proof of age? 

 a) Student union photo ID   b) Credit card 

 c) Pass accredited card     d) Birth certificate 

5. If you are in any doubt regarding the validity of a persons ID you should 

 a) Refuse the sale 

 b) Refer to the DPS 

 c) Ask the customer to sign confirming they are over 18 years of age 

 d) Give the customer the benefit of the doubt 

6. Which of the following products is not an age related product requiring proof of age? 

 a) Alcohol 

 b) Fireworks 

 c) Cigarettes and tobacco 

 d) Cough sweets 

7. What may happen if you sell alcohol to someone under 18 years of age? 

 a) For the first offence you would only receive a caution 

 b) You may receive a fixed penalty of £90 or a potential fine of up to £5000 

c) You will receive a written warning in line with your company’s discipline policy  

d) You may receive a fixed penalty of up to £200 

 8. What must you do when you refuse the sale of an age related product? 

a) Record the details in the refusals log and inform you supervisor straight away  

b) Inform another member of the staff 

c) Write the customers details on a sign and place in a prominent position 

d) Take no action if you believe this to be the individual’s first offence 

 9.     Under what circumstances can customers consume alcohol on the premises? 

a) When they are over 18 

b) Not allowed under any circumstances 

c) When they are over 21 

d) At the discretion of the staff 

10    What should you do if you think an adult is purchasing alcohol for underage persons? 

 a)       Nothing 

 b)       Ask the DPS 

 c)       Refuse the sale and record the incident in the refusals log 

 d)       Offer them other products 

  11     It is an offence to sell alcohol to: 

 a)      Anyone riding a bicycle 

 b)      Anyone who is drunk or appears to be drunk 

 c)      H M revenue & customs officer 

 d)      Weights and Measures Inspectors (Trading Standards) 

  12     It is an offence under the Licensing Act 2003 to: 

 a)       Allow disorderly conduct on licensed premises 

 b)       Discount alcoholic drinks 

 c)       Serve alcohol to a known prostitute 

 d)       Serve refreshments to a uniformed police officer 
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Alcohol Sales Questionnaire Period 2 –  
Please answer the following questions putting a ring around multiple choice answers: 

1. Where is Part A of the Premises Licence for the premises kept? 

 a) At home 

 b) At the Magistrates Court 

c) Looked after by the DPS/Keeper of the Licence in the office 

 d) Under the counter 

2. What are the hours you are allowed to sell alcohol from your premises? 

 a) Whenever the premises are open 

 b) The hours specified on the premises licence 

 c) Permitted hours as specified in the Licensing Act 2003 

 d) Hours as requested by your customers 

3. Where is Part B (the Summary) of the Premises Licence for the premises kept? 

a) In the office (looked after by the DPS) 

 b) Under the counter 

 c) On display so that it can be easily read by members of the public 

 d) At home  

4. What is a DPS (Designated Premises Supervisor)? 

a) A personal licence holder nominated as responsible for the sale of alcohol from the 

premises 

b) The owner of the premises 

c) A council employee 

d) A Magistrate 

5. Who MUST you refuse the sale of alcohol to? 

 a) Someone who is under 21  b) Someone who appears to be drunk 

c) A policeman    d) A driver 

 6.      Which of the following statements is correct? 

a) You must not sell alcohol to the companion of a drunken person for the drunken 

persons consumption 

b) You must not sell alcohol to a traffic warden 

c) You must not sell alcohol to a driver 

d)       You must not sell alcohol to a local councillor 

7. How old does someone have to be to purchase alcohol? 

 a) 21    b) 16  

c) 25    d) 18 

8. Who can legally send in underage people to try and buy alcohol from your premises? 

 a) The Courts 

 b) Social Workers 

 c) Police and Weights & Measures Inspectors (Trading Standards) 

 d) MP’s 

9. If someone appears to be 21 years of age can you serve them with alcohol? 

 a) Yes 

 b) Only if they are unaccompanied 

c) Only if they can produce accepted proof of age ID which proves their age 

d) Only if they are accompanied by an older adult 

10 What must you do when you refuse the sale of an age related product? 

a) Record the details in the refusals log and inform your supervisor straight away   

b) Inform another member of the staff 

c) Write the customers details on a sign and place in a prominent position 

d) Take no action if you believe this to be the individual’s first offence 

11     If you don’t hold a Personal Licence can you sell alcohol? 

a) If the customer is happy for you to do so 

b) If the premises requires you to do so 

c) Only if trained and authorised by a Personal Licence Holder 

d) At the discretion of the other staff 

 12      To be classified as ‘alcohol free’ a drink must contain no more than? 

a)       1.2% abv                         b)       0.5% abv        

c)       0.8% abv                            d)       0.05% abv 

Please note all questions to be answered correctly before authorisation can be given  

Staff name:………………………………………………………. Trainer…………………………………………………….. 

          Signed:      ………………………………………………………   Date   …………………………  



Licensing Solutions 34 

Alcohol Sales Questionnaire Period 2 – Answer Sheet 
 

1. Where is Part A of the Premises Licence for the premises kept? 

 a) At home 

 b) At the Magistrates Court 

c) Looked after by the DPS/Keeper of the Licence in the office 

 d) Under the counter 

2. What are the hours you are allowed to sell alcohol from your premises? 

 a) Whenever the premises are open 

 b) The hours specified on the premises licence 

 c) Permitted hours as specified in the Licensing Act 2003 

 d) Hours as requested by your customers 

3. Where is Part B (the Summary) of the Premises Licence for the premises kept? 

a) In the office (looked after by the DPS) 

 b) Under the counter 

 c) On display so that it can be easily read by members of the public 

 d) At home  

4. What is a DPS (Designated Premises Supervisor)? 

a) A personal licence holder nominated as responsible for the sale of alcohol from the 

premises 

b) The owner of the premises 

c) A council employee 

d) A Magistrate 

5. Who MUST you refuse the sale of alcohol to? 

 a) Someone who is under 21 

 b) Someone who appears to be drunk 

c) A policeman 

d) A driver 

 6.      Which of the following statements is correct? 

a) You must not sell alcohol to the companion of a drunken person for the drunken 

persons consumption 

b) You must not sell alcohol to a traffic warden 

c) You must not sell alcohol to a driver 

d)       You must not sell alcohol to a local councillor 

7. How old does someone have to be to purchase alcohol? 

 a) 21    b) 16  

c) 25    d) 18 

8. Who can legally send in underage people to try and buy alcohol from your premises? 

 a) The Courts 

 b) Social Workers 

 c) Police and Weights & Measures Inspectors (Trading Standards) 

 d) MP’s 

9. If someone appears to be 21 years of age can you serve them with alcohol? 

 a) Yes 

 b) Only if they are unaccompanied 

c) Only if they can produce accepted proof of age ID which does prove their age 

d) Only if they are accompanied by an older adult 

10 What must you do when you refuse the sale of an age related product? 

a) Record the details in the refusals log and inform your supervisor straight away   

b) Inform another member of the staff 

c) Write the customers details on a sign and place in a prominent position 

d) Take no action if you believe this to be the individual’s first offence 

11     If you don’t hold a Personal Licence can you sell alcohol? 

a) If the customer is happy for you to do so 

b) If the premises requires you to do so 

c) Only if trained and authorised by a Personal Licence Holder 

d) At the discretion of the other staff 

 12      To be classified as ‘alcohol free’ a drink must contain no more than? 

a)       1.2% abv                         b)       0.5% abv        

c)       0.8% abv                            d)       0.05% abv 
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Alcohol Sales Questionnaire Period 3 –  
Please answer the following questions putting a ring around multiple choice answers: 

1. What is a DPS (Designated Premises Supervisor)? 

a) A council employee 

b) The owner of the premises 

c) A personal licence holder nominated as responsible for the sale of alcohol from 

your premises 

d) A Magistrate 

2. To sell alcohol by retail a person must: 

 a) Be aged over 21 years of age 

 b) Have more than 2 years experience in the licensed trade 

c) Have been authorised to do so by the premises DPS a personal licence holder 

 d) Be aged over 18 years of age 

3. What are the hours you are allowed to sell alcohol from your premises? 

 a) Whenever the premises are open 

 b) The hours specified on the premises licence 

 c) Permitted hours as specified in the Licensing Act 2003 

 d) Hours as requested by your customers 

4. Where is Part B (the Summary) of the Premises Licence for the premises kept? 

a) In the office (looked after by the DPS) 

 b) Under the counter 

 c) On display so that it can be easily read by members of the public 

 d) At home  

5. How old does someone have to be to purchase alcohol? 

 a) 21    b) 16  

c) 25    d) 18 

6. If someone appears to be 20 years of age can you serve them with alcohol? 

 a) Yes 

 b) Only if they are unaccompanied 

c) Only if they can produce accepted proof of age ID which proves their age 

d) Only if they are accompanied by an older adult 

7. ‘Challenge 25’ means 

 a) You may only sell alcohol to someone who is over 25 years of age 

 b) If someone looks under 25 they must be accompanied by an adult 

c) If someone looks under 25 they must be accompanied by the local vicar 

d) If someone looks under 25 they must prove they are over 18 years of age 

8. If you are in any doubt regarding the validity of a persons ID you should 

 a) Refuse the sale 

 b) Refer to the DPS 

 c) Ask the customer to sign confirming they are over 18 years of age 

 d) Give the customer the benefit of the doubt 

9. What must you do when you refuse the sale of an age related product? 

a) Record the details in the refusals log and inform you supervisor straight away  

b) Inform another member of the staff 

c) Write the customers details on a sign and place in a prominent position 

d) Take no action if you believe this to be the individual’s first offence 

10. What should you do if you think an adult is purchasing alcohol for underage persons? 

a)       Nothing 

b)       Ask the DPS 

c)       Refuse the sale and record the incident in the refusals log 

d)       Offer them other products 

11. If you don’t hold a Personal Licence can you sell alcohol? 

a) If the customer is happy for you to do so 

b) If the premises requires you to do so 

c) Only if trained and authorised by a Personal Licence Holder 

d) At the discretion of the other staff 

12. Name the designated premises supervisor (DPS) for these premises  

…………………………………………………………………………………………………………………………………………… 

Please note all questions to be answered correctly before authorisation can be given  

Staff name:………………………………………………………. Trainer…………………………………………………….. 

          Signed:      ………………………………………………………   Date   …………………………  
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Alcohol Sales Questionnaire Period 3 – Answer Sheet 
 

Please answer the following questions putting a ring around multiple choice answers: 

1. What is a DPS (Designated Premises Supervisor)? 

a) A council employee 

b) The owner of the premises 

c) A personal licence holder nominated as responsible for the sale of alcohol from 

your premises 

d) A Magistrate 

2. To sell alcohol by retail a person must: 

 a) Be aged over 21 years of age 

 b) Have more than 2 years experience in the licensed trade 

c) Have been authorised to do so by the premises DPS or a personal licence holder 

 d) Be aged over 18 years of age 

3. What are the hours you are allowed to sell alcohol from your premises? 

 a) Whenever the premises are open 

 b) The hours specified on the premises licence 

 c) Permitted hours as specified in the Licensing Act 2003 

 d) Hours as requested by your customers 

4. Where is Part B (the Summary) of the Premises Licence for the premises kept? 

a) In the office (looked after by the DPS) 

 b) Under the counter 

 c) On display so that it can be easily read by members of the public 

 d) At home  

5. How old does someone have to be to purchase alcohol? 

 a) 21    b) 16  

c) 25    d) 18 

6. If someone appears to be 21 years of age can you serve them with alcohol? 

 a) Yes 

 b) Only if they are unaccompanied 

c) Only if they can produce accepted proof of age ID which proves their age 

d) Only if they are accompanied by an older adult 

7. ‘Challenge 25’ means 

 a) You may only sell alcohol to someone who is over 25 years of age 

 b) If someone looks under 25 they must be accompanied by an adult 

c) If someone looks under 25 they must be accompanied by the local vicar 

d) If someone looks under 25 they must prove they are over 18 years of age 

8. If you are in any doubt regarding the validity of a persons ID you should 

 a) Refuse the sale 

 b) Refer to the DPS 

 c) Ask the customer to sign confirming they are over 18 years of age 

 d) Give the customer the benefit of the doubt 

9. What must you do when you refuse the sale of an age related product? 

a) Record the details in the refusals log and inform you supervisor straight away  

b) Inform another member of the staff 

c) Write the customers details on a sign and place in a prominent position 

d) Take no action if you believe this to be the individual’s first offence 

10. What should you do if you think an adult is purchasing alcohol for underage persons? 

a)       Nothing 

b)       Ask the DPS 

c)       Refuse the sale and record the incident in the refusals log 

d)       Offer them other products 

11. If you don’t hold a Personal Licence can you sell alcohol? 

a) If the customer is happy for you to do so 

b) If the premises requires you to do so 

c) Only if trained and authorised by a Personal Licence Holder 

d) At the discretion of the other staff 

12. Name the designated premises supervisor (DPS) for these premises  

 

……………………………name Designated Premises Supervisor from Premises Licence………… 
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Alcohol Sales Questionnaire Period 4 –  
 

Please answer the following questions putting a ring around multiple choice answers: 

 

1 Name the designated premises supervisor (DPS) for these premises  

 

……………………………………………………………………………………………………………………………………………... 

2 What are the hours you are allowed to sell alcohol from these premises? 

 

………………………………………………………………………………………………………………………………………….. 

3 Circle who from the list below who you must refuse to serve with alcohol 

a)  someone who appears to be drunk  

b)  someone who appears to be under 25 without ID 

c)  someone under 18 

d)  someone purchasing for somebody else who is drunk 

e)  someone purchasing for somebody who is under 18 

f)  someone you do not know 

4 Who has to authorise you to sell alcohol otherwise you are not allowed to do so ? 

 

……………………………………………………………………………………………………………………………………………… 

5  To sell alcohol a person must  

a)   be aged over 21      

c)   have been authorised by the DPS or other PLH 

b)   have more than 2 years experience 

d)   be aged over 18 unless each sale authorised 

 

6  What is the meaning of challenge 25 ? 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

 

7 Circle from the list below what you will accept as proof of age  

 

a)  photographic ID card  e) photo driving licence 

b)  current passport   f) student union photo ID 

c )  birth certificate   g) pass accredited photo ID 

d)  credit card 

8  If you are in any doubt what must you do ? 

 

………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………. 

9  Where must you record details of any refusals ? 

 

…………………………………………………………………………………………………………………………………  

 

10  Who must you tell about the refusal and when ? 

 

……………………………………………………………………………………………………………………………….. 

  11 Which of the following can indicate somebody may be drunk? 

a) Flushed face    b) Bloodshot eyes 

c) Cough     d) Slurring words 

 

 

 12    What may happen if you sell alcohol to somebody who is under 18 ? 

…………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………… 

 

Please note all questions to be answered correctly before authorisation can be given  

Staff name:………………………………………………………. Trainer…………………………………………………….. 

          Signed:      ………………………………………………………   Date   …………………………  
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Alcohol Sales Questionnaire Period 4 - Answer Sheet 

 

Please answer the following questions putting a ring around multiple choice answers: 

 

1 Name the designated premises supervisor (DPS) for these premises  

 

……………………………name  designated premises supervisor from licence…………………………... 

2 What are the hours you are allowed to sell alcohol from these premises? 

 

……………………………list from hours on the licence Part B……..………………………………………..…. 

3 Circle who from the list below who you must refuse to serve with alcohol 

a)  someone who appears to be drunk  

b)  someone who appears to be under 25 without ID 

c)  someone under 18 

d)  someone purchasing for somebody else who is drunk 

e)  someone purchasing for somebody who is under 18 

f)  someone you do not know 

 

4 Who has to authorise you to sell alcohol otherwise you are not allowed to do so ? 

 

……………………………the Designated Premises Supervisor or a named PLH………………………… 

 

5 To sell alcohol a person must  

a)   be aged over 21      

c)   have been authorised by the DPS or other PLH 

b)   have more than 2 years experience 

d)   be aged over 18 unless each sale authorised  

 

6 What is the meaning of challenge 25 ? 

…………………anybody who appears to be under 25 must prove that they are over 18 with 

appropriate ID before they can be served……………………………………………………………………… 

……………………………………………………………………………………………………………… 

 

7 Circle from the list below what you will accept as proof of age  

 

a)  photographic ID card  e) photo driving licence 

b)  current passport   f) student union photo ID 

c )  birth certificate   g) pass accredited photo ID 

d)  credit card 

 

8 If you are in any doubt what must you do ? 

 

……………………Refuse the sale ………………………………………………………………………………. 

………………………………………………………………………………………………………………………………. 

 

9 Where must you record details of any refusals ? 

 

…………………………in the refusals log………………………………………………………………………………  

 

10  Who must you tell about the refusal and when ? 

 

……………………………your supervisor as soon as possible…………………………………………….. 

 

      11   Which of the following can indicate somebody may be drunk? 

a) Flushed face    b) Bloodshot eyes 

c) Cough     d) Slurring words 

 

11     What may happen if you sell alcohol to somebody who is under 18 ? 

You may receive a fixed penalty of £80 or a potential fine of up to £5000 
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Licensing Act 

2003 
 

Section 57 Notice 
 

In the absence of the 
Premises Licence 

Holder,  

a copy of Part A of the 
Premises Licence is 

held under the care of 
the Designated 

Premises Supervisor. 
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Challenge 25 posters  

 

 

 

 

 

.                       

 

 

                                                            
 

 

 

 

 

(Enlarge files individually to print) 



Licensing Solutions 41 

Alcohol and tobacco sales ?                                                                                      

 

Remember  
 

Under 25 ? 
 

No ID ? 
 

 then  
 

No Sale ! 
 

No Excuses !!! 
 
 
 


