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NAME OF PREMISES …………………………………………………….. 

ADDRESS …………………………………………………………………..
TELEPHONE No. …………………………………………………………..
Premises Licence Holder (PLH) ……………………………………………………

Address of PLH ………………………………………………………………………

Tel No …………………………………………………………………………………
Designated Premises Supervisor (DPS) …………………………………………..

Address of DPS …………………………………………........Tel No.....................

Date …………………..

Any changes of the above please notify Chesterfield Borough Councils Licensing team on 01246 345230 or licensing@chesterfield.gov.uk
 Premises Licence Holder (PLH) …………………………………………………..
Address of PLH ………………………………………………………………………

Tel No.  ………………………………………………………………………………..
Designated Premises Supervisor (DPS) …………………………………………..

Address of DPS …………………………………………....... Tel No.....................

Date …………………..

Any changes of the above please notify Chesterfield Borough Councils Licensing team on 01246 345230 or licensing@chesterfield.gov.uk
Premises Licence Holder (PLH) ……………………………………………………

Address of PLH ………………………………………………………………………

Tel No …………………………………………………………………………………
Designated Premises Supervisor (DPS) …………………………………………..

Address of DPS …………………………………………........Tel No....................
Date …………………..

Any changes of the above please notify Chesterfield Borough Councils Licensing team on 01246 345230 or licensing@chesterfield.gov.uk
	LIST OF STAFF MEMBERS AUTHORISED TO SELL ALCOHOL

NAME OF PREMISES …………………………………………………………………
Licensing Act 2003 Authority for the sale and supply of alcohol 

I, the designated premises supervisor named in the licence of the above premises/ being a personal licence holder, hereby authorise the following persons to sell or supply alcohol on these premises at any time during permitted hours. 


	  Staff Name
	Signature
	DPS Name
	DPS Signature
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	HEALTH AND SAFETY CHECKLIST

NAME OF PREMISES …………………………………………………………………

The Health and Safety at Work Etc. Act 1974

The above legislation and associated regulations require all employers to ensure ‘so far as is reasonable practicable’ the health, safety and welfare of all his/her employees.  This Act also requires employers to ensure that persons not in their employment are not exposed to risks to their health and safety connected with the work activities of the employers work.

Officers from the Health and Safety Section of Environmental Services at Chesterfield Borough Council may visit your premise to investigate an accident, a complaint or to carry out an inspection.

Documentation and/or equipment the officers will need to see

 

	Documentation or Equipment 
	Location
	Date Last Checked
	Signature
	

	Health and Safety Policy
(if there is 5 or more employees)
	
	
	
	

	Risk Assessments

(if there is 5 or more employees)
	
	
	
	

	Control of Substances Hazardous to Health Assessments (COSHH)
(if there is 5 or more employees)
	
	
	
	

	Staff Training Records 
(including certificates)
	
	
	
	

	Health and Safety Law Poster


	
	
	
	

	Insurance of Certificate of Employers Liability
	
	
	
	

	Asbestos Survey/Risk Assessment & Asbestos Management Plan 
	
	
	
	

	Accident Book & First Aid Kit/s 

(Are Investigations carried out)
	
	
	
	

	Gas Safety Certificates
	
	
	
	

	Electrical Safety Reports  
(for the fixed mains installation)
	
	
	
	

	Electrical Maintenance Records
(Portable appliances. Known as PAT) 
	
	
	
	

	Inspection Reports (lifting equipment)
(for lifts, dumb waiters, etc)
	
	
	
	

	Inspection Reports (pressure systems)
(compressors in cellar, cappuccino machines etc)
	
	
	
	

	Personal Protective Equipment 
(PPE for hazardous jobs etc)
	
	
	
	

	Opening/Closing checklists
	
	
	
	

	List of appointed persons/First aiders
	
	
	
	


	Websites and Information to assist you 




· Chesterfield Borough Council website is at www.chesterfield.gov.uk and follow the health and safety link down the left side.

· Innovation Support Project officer - 07805 764251
· You can also get free and impartial advice from D2N2, the Local Enterprise Partnership (LEP) for Derby, Derbyshire, Nottingham and Nottinghamshire. To access information, please call 0333 006 9178.
· The HSE (Health and Safety Executive) website is at www.hse.gov.uk. The website contains useful information on health and safety including example risk assessments.

· For free health and safety advice contact HSE Infoline at HSE Information Services, Caerphilly Business Park, Caerphilly, CF83 3GG, (Tel: 08701 545500), (e-mail: hseinformationservices@natbrit.com)

· HSE Direct website is at www.hsedirect.co.uk
How to contact us
Catherine Bromhall – Senior Environmental Health Officer

Tel: 01246 345749

catherine.bromhall@chesterfield.gov.uk
Vanessa Carty – Environmental Service Technical Officer

Tel: 01246 345756

vanessa.carty@chesterfield.gov.uk
Food, Health and Safety & Licensing

Chesterfield Borough Council

Environmental Services

Town Hall

Rose Hill

Chesterfield

S40 1LP

Council Main Number:
01246 345345

Fax:



01246 345760
	FIRE SAFETY CHECKLIST

NAME OF PREMISES …………………………………………………………………

Regulatory Reform (Fire Safety) Order 2005

Fire Safety Audits are carried out by Officers of the Derbyshire Fire and Rescue Service who follow nationally agreed guidelines.  Inspections will be carried out in accordance with the Derbyshire Fire and Rescue Enforcement Policy Statement.  Fire Officers give advice that is consistent and proportionate to the risk at the above named premises. 
Fire Safety Enforcement Officers will want to view the following documentation



	
	
	Name
	Signature 

	Responsible Person 
	
	
	

	
	
	
	
	

	
	Present
	Location
	Date Last Checked
	Signature

	Fire Risk Assessment
	Yes/No
	
	
	

	Fire Precautions Log Book
Records of Testing and Maintenance

· Fire fighting equipment

Fire Safety Systems:-

·  Fire Alarms

·  Emergency lighting

·  Sprinkler System 

· Smoke Ventilation System  
	Yes/No
Yes/No
Yes/No
Yes/No
Yes/No
Yes/No
	
	
	

	Records of Staff Training


	Yes/No
	
	
	

	Records of Fire Drills


	Yes/No
	
	
	

	Fire Exits and Escape Routes Clear

· 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Contact the Derbyshire Fire and Rescue Service at:- 

http://www.derbys-fire.gov.uk or 01246 223500




	POLICE AND LICENSING CHECKLIST

NAME OF PREMISES …………………………………………………………………



	
	
	Location
	Date Last Checked
	Signature

	Premises Licence or Club Premises Certificate SUMMARY displayed in view of the public 

	Yes/No
	
	
	

	Full Licence Certificate and Operating schedule  available on request

	Yes/No
	
	
	

	Conditions on licence in force 

	Yes/No
	
	
	

	List of staff members authorised to sell alcohol
(see attached template)
	Yes/No
	
	
	

	Personal Licence Holder’s ID card available 
(Do staff know where it is if PLH not available)
	Yes/No
	
	
	

	CCTV in operation and accessible
Are tapes kept for at least for 30 days 
	Yes/No
Yes/No
	
	
	

	ID and refusals log/book for entry available
(is it being kept up to date?) (see attached template)
	Yes/No
	
	
	

	ID and refusals log for sale of alcohol available
(is it being kept up to date?) (see attached template)
	Yes/No
	
	
	

	Evidence of Proof of Age Scheme in place
(e.g. Challenge 25)
	Yes/No
	
	
	

	Member of Pubwatch
	Yes/No
	
	
	

	Door Supervisors signing in book 
Door Supervisors badge numbers 
	Yes/No
Yes/No
	
	
	

	Staff Training records (signed and dated by staff)
(see attached template)
	Yes/No
	
	
	

	Evidence of zero tolerance of drugs policy 
	Yes/No
	
	
	

	
	
	
	
	

	
	
	
	
	

	Gaming Machine/s on the premises
	Yes/No
	
	
	

	
	
	
	
	

	Contact the Chesterfield Borough Council’s Licensing Team at:-

Or on 01246 345230 or licensing@chesterfield.gov.uk
Police licensing – 01246 522053



	REFUSAL  LOG

(Alcohol/tobacco Sales)
NAME OF PREMISES …………………………………………………………………                                         [image: image1.jpg]0 PROOF - NO SALE!
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Keep a record of any refusals that occur at the premises.  


	Date
	Time
	Description  of  the

Individual refused
and

reason for refusal
	 Product

· Alcohol

· Tobacco

· Solvents

· Fireworks

· Knives
	Captured on 

CCTV


	ID Produced if Any
	Refusal Logged By:

Print name
and provide signature  
	Action Taken

Outcome 

	
	
	
	
	Yes
	No
	
	
	

	   /     /


	:
	
	
	
	
	
	
	

	   /     /


	:
	
	
	
	
	
	
	

	   /     /


	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	

	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	Monitored by……………………………………………………………………(Manager/Supervisor)                   Date ………………………………....



	INCIDENT LOG

NAME OF PREMISES …………………………………………………………………

Keep a record of any incidents that occur at the premises.  This can assist authorities with any investigations of an incident.



	Date
	Time
	Incident Type

- Crime and Disorder

- Ejection

- Entry refusal

- Theft

- Accident

- Other
	Details of  Incident
	Captured on 

CCTV


	Incident Logged By:

Print name
and provide signature
	Police Called ?

Incident No.

Name and Collar of Police Officer if involved  
	Action Taken

Outcome 

	
	
	
	
	Yes
	No
	
	
	

	   /     /


	:
	
	
	
	
	
	
	

	   /     /


	:
	
	
	
	
	
	
	

	   /     /


	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	

	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	
	


	ILLEGAL DRUGS AND WEAPONS LOG

NAME OF PREMISES …………………………………………………………………

Keep a record of any illegal drugs or weapons found at the premises.  This can assist authorities with any investigations of an incident.



	Date
	Time
	Illegal drugs or weapons found
	Where Found
	Action Taken


	Incident Logged By:

Print name
and provide signature
	Police Called ?

If yes Incident No.


	Comments

	   /     /


	:
	
	
	
	
	
	

	   /     /


	:
	
	
	
	
	
	

	   /     /


	:
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	

	   /     /

	:
	
	
	

	
	
	

	   /     /

	:
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	

	   /     /

	:
	
	
	
	
	
	


	WORKPLACE VIOLENCE CHECKLIST

NAME OF PREMISES …………………………………………………………………

Tackling the risk of violence in the workplace is the same as dealing with any other possible cause of harm, such as slips, trips and falls.

This checklist can help you identify any potential problems of workplace violence at the premises. 


	CONTRIBUTING FACTORS


	YES 
	NO
	N/A

	Are you located in a high crime area?
	
	
	

	Has the premises experienced a robbery  in the past 3 years 
	
	
	

	Has the premises experienced threats, harassment or abusive behaviour in the past 3 years?
	
	
	

	Do employees exchange money with the public?
	
	
	

	Is the business open late at night?
	
	
	

	Does the business serve alcohol?
	
	
	

	Do employees work in small numbers or work alone?
	
	
	

	ADMINISTRIVE/WORK PRACTICE CONTROLS


	YES 
	NO
	N/A

	Are employees trained on/in :-
	
	
	

	· Your polices and procedures are for work related violence; and

· Where are they kept 
	
	
	

	· Recognising the signs of potential violence
	
	
	

	· Identifying irrational behaviour, nervousness, hostility and aggression
	
	
	

	· Looking at the causes of violence
	
	
	

	· How to respond to potential violent situations
	
	
	

	· How to manage potential violent situations by using skills such as:- 
· listening

· remaining calm

· being assertive

· offering compromise

· attracting the attention of colleagues 
	
	
	

	· How to raise the alarm and other security measures required
	
	
	

	· What to do in an emergency
	
	
	

	· Reporting of incidents of violence, including actual violence, verbal abuse, threats and threats and intimidation 
	
	
	

	· Counselling systems available to victims of violence
	
	
	


	ADMINISTRIVE/WORK PRACTICE CONTROLS


	YES 
	NO
	N/A

	Are all emergency telephone numbers in a place clearly visible to staff?
	
	
	

	Are all business contact telephone numbers in a place clearly visible to staff?
	
	
	

	Are there procedures in place to ensure the safety of staff who open and close the premises or those staff that respond to alarm callouts etc?
	
	
	

	Are there daily checks carried out on controls measures in place, such as lighting, CCTV, logs books up to date, emergency exits clear etc? 
	
	
	

	Are doors used for deliveries, taking out rubbish etc locked when not in use?
	
	
	

	Is there a proof of age scheme in place and is it being enforced  
	
	
	

	ENGINEERING CONTROLS 


	YES 
	NO
	N/A

	Is there a telephone with an outside line that staff can access?
	
	
	

	Is lighting bright in parking and adjacent areas? 
	
	
	

	Are all indoor lights working correctly?
	
	
	

	Are all security cameras and mirrors working correctly and placed in appropriate positions to deter problems of violence?
	
	
	

	Are there silent alarms in place to notify management or police of problems?
	
	
	

	Can exit doors only be opened from inside to prevent unauthorised entry?
	
	
	

	Are there employee only areas, separate form members of the public? 
Are they secure to enable them to store personal belongings?
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	STAFF TRAINING LOG
NAME OF PREMISES …………………………………………………………………
NAME STAFF MEMBER ………………………………………………………………

DATE STARTED WORK ………………………………………………………………..



	DATE OF TRAINING
	TRAINING TOPICS
	TRAINER
	SIGNED BY EMPLOYEE
	COMMENTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	TRADING STANDARDS CHECKLIST

NAME OF PREMISES …………………………………………………………………

If you are found guilty of selling alcohol to a person under 18, the premises licence to sell alcohol is at risk!

You can face prosecution and a criminal record or alternatively the Police can issue on the spot fines of £80 if under age sales are made.
Trading standards are consulted on licence applications under the Licensing Act 2003. Any evidence of under age sales can also trigger a review, which could lead to loss of the licence.

Take a moment to go through the checklist and use the helpful tips to prevent potential problems.

	Is there a ‘Proof of Age Scheme’ in Place  (i.e. Challenge 25)
	Yes/No

	Under 18s cannot legally purchase alcohol - No Proof of Age - No Sale
Refusing a sale can sometimes make the customer angry. Here are some tips to help you handle

difficult refusals.

Ask for proof of age. - This helps the situation as it is not a direct refusal. It says that you will

make the sale if they can produce an acceptable and valid proof of age. Only accept proof of age with a photo, and

only then if you are happy it is correct.

Refuse politely. If necessary repeat your refusal clearly.

Keep calm. Don’t get into an argument.

Explain briefly why you cannot sell. Try saying

· ‘I’m sorry, if I serve you I might be breaking the law.’

· ‘We have a policy of ‘no proof of age, no sale.’

· ‘Our company policy is not to sell these products to young people.’

Show customers notices, posters and stickers that indicate you will not serve alcohol to under

18s or sell other age restricted products.

Be positive in your refusal. Have a firm tone of voice, be confident and use direct eye contact.

The law is on your side and you are doing the right thing.

Call your supervisor or manager for support if necessary.

Record details in your premises’ refusals register.

Report incidents where you have felt threatened and/or intimidated.

	Refusal Register/Log kept up to date
	Yes/No

	Underage Notices at point of sale (Near tills etc)
	Yes/No

	Up to date price list clearly on display for customers to see

(All prices must contain VAT and any service charge)
	Yes/No



	Correct optic and measures

(Measures for spirits, glass sizes for wine) 
	Yes/No



	Acceptable proof of age includes
	

	· 10 year passport
· Photo driving licence
· ‘PASS’ approved proof of age scheme card
There are fake proof of age cards about so if you are unhappy with a card for any reason, refuse the sale. Items such as birth certificates and national insurance cards are not recommended.  They carry no photo so can be passed between friends.  Legally you have the right to refuse to sell to anyone, whether over or under age, if you are unhappy with the sale in any way.

Remember: Better safe than sorry - if you sell an age restricted product you are responsible.

	· Check that the PASS hologram is genuine and flush with the body of the card

· Check that the photo matches the person using it and that it is printed on the card, not just stuck

      on top of it. Ask them to remove helmets, hoods and sun glasses if you are not sure.

· Check that the date of birth is properly printed on the card and that you have calculated the date

      of birth correctly.

· Check that the card has not been tampered with in any way.

· Check the person. If you are unsure about any of the above you must, and have the right to, 

      refuse the sale.

Some premises use door supervisors to check who can come in and to provide security. These

staff should also be aware of and follow the guidelines dealing with under age sales. Door

supervisors will find it helpful to apply the same rules for asking for proof of age as other staff.

Sales staff should not leave checking proof of age to door supervisors alone. All staff must carry

out their own checks as all individuals can be held responsible should under age sales take place.

	Contact Derbyshire Trading Standards on Consumer Direct 08454 04 05 06
Or

http://www.derbyshire.gov.uk/tradingstandards 



	EXAMPLE VIOLENT INCIDENT REPORT FORM

NAME OF PREMISES …………………………………………………………………



	Date of Report
	

	Date of Incident
	Time of incident

	Person Reporting and Position within Company
	

	Details of Incident

	Employee(s) involved (Age, Sex)
	

	Activity/Task at time of Incident
	

	Type of Incident

(Physical Injury, Verbal Abuse, Sexual/Racial Abuse, Threatening Behaviour, Damage to Property)
	

	Location of Incident (Attach Sketch if Possible)
	

	Outcome 

(Assailant Apprehended, Police Called, First Aid Treatment/Medical Attention, Lost Time, Distress, Legal Action etc)
	

	Relevant Events which Proceeded the Incident (Including any Contributing Factors)
	

	Details of Witnesses

(Attach Statement if Possible Including Name and Address)
	

	Other Relevant Information

(Preventative/Remedial Actions etc)
	

	Details of Offender

	Sex
	
	Race
	
	Age
	

	Height
	
	Weight
	
	Build
	

	Glasses
	
	Facial Hair
	
	Eyes
	

	Tattoos
	
	Scars/Identifiable Marks
	
	Hair
	

	Clothing
	

	What was said
	

	Accent/Distinguishing Features
	

	Vehicle Description

	Colour
	
	Registration Number
	

	Make
	
	Model
	

	External Features
	
	Interior Features
	


	ESSENTIAL DOCUMENT CHECKLIST

NAME OF PREMISES …………………………………………………………………


	
	
	
	

	Written Policies – Books, Folders or Files
	Yes/No
	
	

	Written Staff Training Records
	Yes/No
	
	

	
	
	
	

	POLICIES SHOULD COVER
	
	
	

	Accident Book and Incident Logs
	Yes/No
	
	

	Building Maintenance Policy and Logs
	Yes/No
	
	

	Capacity – How to prevent overcrowding
	Yes/No
	
	

	Crime Prevention policy
	Yes/No
	
	

	Evacuation Plan
	Yes/No
	
	

	Fire Risk Assessment
	Yes/No
	
	

	Glass Collection Policy
	Yes/No
	
	

	Health and Safety Policy
	Yes/No
	
	

	How to deal with Drunks and Drunkenness Policy
	Yes/No
	
	

	How to Promote Zero Tolerance of Drugs Policy
	Yes/No
	
	

	How to deal with Disorder Policy
	Yes/No
	
	

	Noise Reduction Policy
	Yes/No
	
	

	Prevention of Under Age Drinking (challenge 25 etc)
	Yes/No
	
	

	Responsible Drinks Promotions Policy
	Yes/No
	
	

	Risk Assessments (Health & Safety) 
	Yes/No
	
	

	Safety Review Records
	Yes/No
	
	

	ADD ADDITIONAL POLICIES HERE
	
	
	

	
	Yes/No
	
	

	
	Yes/No
	
	

	
	Yes/No
	
	

	
	Yes/No
	
	

	
	Yes/No
	
	

	
	Yes/No
	
	

	
	Yes/No
	
	


	STAFF TRAINING CHECKLIST

NAME OF PREMISES …………………………………………………………………


	What Should be on Your Training Records
	
	
	

	· Staff Members Name

· Who Delivered the Training 

· Date of Training 

· Type of Training

· Staff Members and Trainers Signature



	What Training Should Include
	
	
	

	How to deal with drunks and drunkenness
	
	
	

	How to handle potentially aggressive situations 
	
	
	

	How to deal with drugs
	
	
	

	Crime prevention
	
	
	

	How to deal with disorder
	
	
	

	Fire safety procedures
	
	
	

	Prevention of under age drinking
	
	
	

	How to complete accident books and incident logs
	
	
	

	What to do in an emergency
	
	
	

	ADD ADDITIONAL TRAINING HERE
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	A GUIDE TO RECOGNITION OF LEGAL IDENTIFICATION 

· All identification offered should always bear a photograph



	1. Photo Card Driving Licence



	A green photo card should always raise suspicion as these are provisional and may be legally obtained from the age of 16 years.

A UK driving licence number is made up of:

A DVLA issued driving license will use the terms DRIVING LICENCE and not variations to a theme such as:

· Driving Permit

· Motorcycle (or other specific vehicle) Permit (or Licence)

· International Driving Permit (or Licence) 

The UK (DVLA) Driver Licence Photo card was issued after July 1998

There are a number of security features;-

· The card has a pastel pink (except for provisional) background colour with white lettering in a swirling pattern on the front side and repeating in a DVLA logo on the reverse side,

· UV reaction – on the front side: repeating Royal Coat of Arms is printed in red, 

         yellow and green UV inks,
· On the reverse side: a green coloured DVLA logo.

· Other features include a roundel motif overlapping both the photographic and 
         ghosted images and the text DVLA is repeated in optical ink (gold) across the
         bottom part of the card.

 

	       2.  Passport



	2 types

· Later type have chip device on id page,

 

· Both display hidden images when viewed under ultraviolet light,

· Instances of forged passports being proffered for identification do not appear to be commonplace.

 

      3.  Portman Group PASS Approved cards



	These cards are recognised both at national and local government levels, in addition to Trading Standards and Police, and National Pubwatch.

· They always have a holographic image with the word PASS emblazoned

 

· For a scheme to achieve PASS status they have to be approved.

 

· On a local basis the b_line student travel and discount (for 18+) incorporates PASS recognition.

 

	GENERAL HINTS AND TIPS WHEN CONSIDERING OFFERED IDENTIFICATION


	It would appear that the replication of the driving licence style photo card is the most apparent method in this divisional area, probably due to the cheap and easy approach of obtaining such fake ID.

 

The National Identification scheme has not been launched to any extent (except for some cases of immigration) and in any case the proposed card bears no resemblance to any other known identity documents, most cards claiming to be National Identification follow striking similarities to the DVLA photo card.  THE PROPOSED N.I. CARD LOOKS NOTHING LIKE THE DVLA OR PASSPORT!

 

There are cases whereby younger siblings borrow family identification to pass off as an older person.  In these cases they ‘borrow’, are given, or steal real Identification which makes it difficult to detect other than carefully checking details. This could give rise to theft investigation or aiding and abetting, as well as fraud.

 

Instead of just viewing the proffered ID staff should consider asking questions directly such as:-

· "What is your date of birth?" followed quickly by,

·  "How old are you?" in that order

Hesitance to reply or body language indicating "thinking pose" should raise further caution.

 

If the Premises have any doubt over the legitimacy of the Identification or that it truly belongs to the presenter, they are encouraged to refuse the admission to their premises or the sale of alcohol, etc.

 




	Legislative Requirements

	Health and Safety Law
	Employment and Civil Law

	There are five main pieces of Health and Safety Law, which are relevant to violence at work:

The Health and Safety at Work etc Act 1974

Employers had a legal duty to ensure the Health, Safety and Welfare at work of their employees, so far as is reasonably practicable.

The Management of Health and Safety at Work Regulations 1999

Employers must assess the risks to employees and make arrangements for their Health and Safety by effective: planning, organisation, control, monitoring and review.  Employers with five or more employees must write their risk assessment down although it is recommended that employers with less than five employees also write it down.  The risks covered should include the need to protect employees from exposure to reasonably foreseeable violence where appropriate.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995

Employers must notify the local authority of an accident at work resulting in death, major injury or incapacity for normal work for three or more days.  This includes any act of non-consensual physical violence done to a person at work.

Safety Representatives ad Safety Committees Regulations 1977 (a) and Health and Safety (Consultation with Employees) Regulations 1996 (b)

Employers must inform and consult with employees in good time on matters relating to their Health and Safety.  Employee representatives, either by appointed by recognised trade unions under (a) or elected members under (b) may make representations to their employer on matters relating to Health and Safety of those they represent.
	Employment Rights Act 1996

A claim for constructive dismissal can be made under this act after an employee has left a company.  However, it is important to obtain advice from an employment lawyer or a trade union before considering this option.

Race Relations Act 1976

Sex Discrimination Act 1975

Disability Discrimination Act (DDA) 1995

Employment Equality (religion or belief) Regulations 2003

Employment Equality (sexual orientation) Regulations 2003

These regulations create the framework that obliges employers to protect staff from harassment from the public and allow the worker to take their employer to an employment tribunal.

Protection from Harassment Act 1997

This act relates particularly to harassment in the form of stalking including harassment of an employee in the workplace.  It gives the police powers to prosecute someone who is persistently abusive towards an individual and also allows and individual to take out an injunction against a persistent offender.

Criminal Justice and Public Order Act 1994

This act gives Local Authorities and Police powers to serve Anti-Social Behaviour Orders (ASBO’s).




	OPENING AND CLOSING CHECKLISTS
NAME OF PREMISES …………………………………………………………………


	EXAMPLE OF AN OPENING CHECKLIST
	
	
	

	
	
	

	Fire exits unlocked
	Yes/No
	

	Lights and emergency lighting working
	Yes/No
	

	Staff briefed on duties and aware of any problems
	Yes/No
	

	Staff wearing appropriate shoes for work 
	Yes/No
	

	Internal/external areas clear 
	Yes/No
	

	CCTV is operational and accessible to relevant staff 
	Yes/No
	

	Hot and cold water working at wash hand basins, stocked with soap and hand drying facilities present
	Yes/No
	

	Check toilets are clean and appropriately stocked 
	Yes/No
	

	First aid kit fully stocked up
	Yes/No
	

	Fire extinguishers all in appropriate place
	Yes/No
	

	Pub watch radio working (if applicable)
	Yes/No
	

	Door supervisors signed in 
	Yes/No
	

	Tables, stools, furniture floor all clean with no damage 
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	

	EXAMPLE OF A CLOSING CHECKLIST
	Yes/No
	

	Check all areas to ensure a customers have left the premises (check toilets and areas people could hide)
	Yes/No
	

	External and internal areas clean
	Yes/No
	

	Incident/refusal and other applicable logs completed  
	Yes/No
	

	Cash in safe (were appropriate)
	Yes/No
	

	End of night debrief to staff on any issued highlighted during the shift
	Yes/No
	

	Doors/windows secure (including fire escapes)

	Yes/No
	

	Alarm system switched on 
	Yes/No
	

	Staff have left the premises safety (no lone workers)


	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	


�








