Check List for Retailers
Avoiding the sale of alcohol to children under the age of 18 can be made easier by putting into place a few simple best practice procedures.  Please find below a check list for you to use in relation to the Licensing Act, particularly relating to specific requirements under the Act and underage sales.  It lists recommended best practice based on a large chain of supermarkets so some things may not be appropriate for you, however it should help you avoid selling alcohol to children under the age of 18.

If you require any further advice or assistance in this area or would like more tailored advice to your particular business, please contact trading standards on 01623 452 005 or trading.standards@nottscc.gov.uk
Complete the check list using a ( if you comply or an x if you don’t.  Please try to be as honest as possible as this is to assist you in reducing the chances of making an under age sale.
	Legal Requirements under Licensing Act 2003

	1.
	Is an up to date Licence Summary or a certified copy displayed in a prominent position within the premises with the correct details on it?
	

	2.
	Is the Premises Licence or a certified copy kept in a safe place on the premises and available for inspection on request?
	

	3.
	Are you complying with all the requirements of the licence including
	

	
	· General Activities such as times for selling alcohol
	

	
	· Are the details for the Premises Licence Holder and Designated Premises Supervisor (DPS) correct?
	

	
	· Does the DPS hold a personal licence
	

	
	· Are all staff who sell/supply alcohol authorised by the DPS or a Personal Licence holder
	

	
	· Are you complying with all operating schedule conditions?  These are the conditions you included in your licence application or amendments in order to comply with the four licensing objectives.
	

	
	· Are you complying with all the Licensing Authority imposed conditions?  These are conditions which the Licensing Board have imposed on you in order to satisfy the four Licensing conditions and are usually included after a review of the Licence.
	

	
	· Is the alcohol displayed in accordance with the Plan?  ie. it is displayed within the areas marked on the plan you submitted to the licensing authority
	

	Best Practice Guidance for the Avoidance of Under Age Sales

	4.
	Do you operate a Challenge 25 policy?  This is where all people who look 25 or under are challenged to provide proof that they are over 18 before a sale is made.  
	

	5.
	When customers are challenged for proof of age, are only recommended photo ID accepted?  eg. passport; photo driving licence; or PASS accredited ID card
	

	6.
	Do you have Challenge 25 posters displayed at the entrance to the shop?
	

	7.
	Do you have Challenge 25 posters displayed at the till area?
	

	8.
	Do you have Challenge 25 shelf edge material where alcohol is displayed?
	

	9.
	Do you have a system for preventing alcohol sales at self service terminals unless someone physically authorises the sale?
	

	10.
	Do you use electronic till prompts?  If you do, do you have:
	

	
	· A system in place to check alcohol product barcodes trigger till prompts?
	

	11.
	Are all staff selling alcohol trained?
	

	12.
	Does the training received by staff authorised  to sell alcohol cover the following issues as a minimum:
	

	
	· The law on selling alcohol and the penalty staff and the business can face if an underage sale occurs?
	

	
	· Why selling alcohol to children and underage drinking is a problem?
	

	
	· What the policy is when challenging young people, eg. Challenge 25?
	

	
	· What types of ID should be accepted if a person is challenged, eg passport, photo driving licence or PASS approved ID?
	

	
	· What to look for in relation to fake ID and what to do if they challenge someone using fake or someone else’s ID?
	

	
	· How to operate a till prompt system if installed?
	

	
	· The signs to look out for that a customer may be buying alcohol for children under the age of 18 (Proxy purchasing)?
	

	
	· What staff should do if they suspect the person they are service is buying for children?
	

	
	· What to do if a customer becomes aggressive because of a refusal to sell alcohol?
	

	
	· What to do if a customer is drunk?
	

	
	· Where and how to record refusals, challenges and use of fake ID, incidents, etc?
	

	13.
	Is all training recorded along with the date when the training was received?
	

	14.
	Is refresher training carried out for all staff?  Best practice is minimum six months refresher.
	

	15.
	Is refresher training recorded along with the date when the training was received?
	

	16.
	Is a manager or supervisor conducting regular staff monitoring to ensure staff are following the training they receive?
	

	17.
	Is the monitoring recorded along with the date it took place?
	

	18.
	Do you have a procedure in place to deal with someone who does not follow the training including recording any disciplinary action taken up to and including dismissal?
	

	19.
	If a Challenge 25 policy is operated, are regular checks carried out using an 18 year old volunteer to ensure it is being followed?  Please note it is an offence for someone under the age of 18 to attempt to purchase alcohol
	

	20.
	Are you a member of a local group, such as “shop watch” in order to share information about children trying to buy alcohol, etc.
	

	21.
	Do you operate CCTV?  If you do is the system:
	

	
	· Fully operational?
	

	
	· Are the camera positions suitable, eg. covering entrance, till area, outside shop?
	

	
	· Are the images good enough to be used as evidence in court?
	

	
	· Are the images retained for at least a month (31 days)?
	

	
	· Are sufficient staff trained to use the system?
	

	
	· Can images be made available or inspection immediately upon request?
	

	22.
	Are any staff under the age of 18 allowed to serve on a till?  If so are there:
	

	
	· Adequate arrangements in place for someone over 18 to authorise/intervene during alcohol sales? Best practice would be to avoid using children under the age of 18 on the till where you sell/supply alcohol)
	

	23.
	Does the position where alcohol is displayed make it harder for thefts to occur?
	


You must ensure that all legal requirements are complied with, including any licence conditions.  If you have put an x in any of these boxes, then ensure that these are changed to a (
For the best practice recommendations, where you have marked x against the measure, you now need to decide if it is a measure that you can put into place.   We would recommend that you follow as many of the best practices as possible.

For assistance in complying with the above measures, please see 
· Guidance on Licensing Act Provisions & Offences

· Business Information sheet – Sale of Alcohol to Young Persons at Retail Premises (Off-Licenses)

· Guidance Sheet Preventing Under age sales of Alcohol
· Staff training checklist for alcohol

· template for a refusals register

