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Staff Training 

Why is it required? 

Whether staff are cerƟfied Duty Managers, other employees, commiƩee members, or 
volunteers that work at the premises, they all need to understand the responsibiliƟes and 
obligaƟons of the Sale and Supply of Alcohol Act 2012.  

The object of the Act is that— 

(a) the sale, supply, and consumpƟon of alcohol should be undertaken safely and 
responsibly; and 

(b) the harm caused by the excessive or inappropriate consumpƟon of alcohol should be 
minimised 

Most Ɵmes, people drink alcohol without incident. However, behaviour resulƟng from the 
consumpƟon of alcohol could be a potenƟal source of harm. This can include crime, violence, drink 
driving and crashes, physical assault, sexual assault, and injury.  

It is not just the intoxicated person who suffers. Friends, partners, children, and innocent 
bystanders can all be affected. In a small and predominantly rural district like Tararua, alcohol 
harm and related incidents can have far reaching impacts across the community.  

The law says you are part of the soluƟon.  

To manage intoxicaƟon and comply with the Act, you must train your staff to ensure they know 
your host responsibility policy and how this is to be implemented at your premises. Not only 
does this greatly reduce the chances of you breaching your licence condiƟons, but 
knowledgeable staff also provide beƩer customer service. 

All new staff must receive training as part of their inducƟon.  

All exisƟng staff must have regular refresher training. For example, integrate into staff meeƟngs 
if you hold these, or before a large event. AlternaƟvely, you can go through these one on one. 
This ensures staff maintain a high level of knowledge and understanding. 

Regardless of the format, all training must be recorded with trainer name, trainee name, what 
topics were covered, and be dated and signed by both. Evidence of training must be provided at 
the Ɵme of licence renewals but can be requested at any other Ɵme by the Licensing Inspector, 
Police, or the Medical Officer of Health.  

Feel free to use the resources and templates provided or referenced within this document. 
AlternaƟvely, create and use your own as suits you. It is your training plan/policy, and you will 
know what works best for your business. As a guide for developing a training plan, refer to 
Resource 3. The key is that the plan sets clear expectaƟons so you can demonstrate you are 
meeƟng your obligaƟons under the Act.  
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Resources for all licensed premises 

All employees need to know and understand the following subjects at a minimum: 

Licence CondiƟons 

All licences have condiƟons relaƟng to the sale and supply of alcohol as well as other maƩers 
relaƟng to the operaƟon of the premises. As per s.63 of the Act, the holder of a licence must, at 
all Ɵmes unless specified, comply with every condiƟon of the issued or renewed licence. Failure 
to comply with the condiƟons of your licence can lead to acƟon being taken by the regulatory 
agencies, which may lead to fines and/or a loss of the licence.  

Some of these condiƟons are mandatory under the Act, and will be on all licences of the same 
type. However, discreƟonary condiƟons may also be imposed by the District Licensing Authority 
or as required by a local alcohol policy.  

More informaƟon on licence condiƟons can be found on pages 17 to 26 of The Managers Guide 
produced by the Health PromoƟon Agency (HPA). If you require a hardcopy of the guide, 
contact Council’s Alcohol Licensing Officer.  

Suggested Training Exercise: See the sample licences provided in Resource 1 and review the 
kinds of condiƟons on the various licences. How do they differ? Discuss how you ensure 
compliance with these at your premises.  

 

Host Responsibility Policy 

You are required under the Act to minimise harm caused by excessive or inappropriate 
consumpƟon of alcohol. To be a responsible host – and create safer drinking environments and 
minimise harm - there are several key strategies that form the basic framework for the policy you 
implement and display at your premises.  

These incorporate the following: 

1. Staff training 

2. PrevenƟng intoxicaƟon 

3. Denying service to minors 

4. Responsible promoƟon of alcohol 

5. Offering low and non-alcoholic opƟons 

6. Providing food 

7. Helping customers with transport opƟons.  

Note – Off licenced premises will focus on strategies 1-5.  
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While these form the core of a host responsibility policy, this list is not exhausƟve. Premises with 
endorsements may consider expanding on this.  

Everyone employed at the premises must be familiar with and understand this policy. It should 
not be a document that simply displayed. Instead, it must reflect the way the premises is 
operated. A host responsibility policy not only outlines your legal obligaƟons and how you intend 
to meet them, but also communicates your responsibiliƟes to customers.  

At a minimum, we recommend reviewing (and updaƟng if required) your policy at each licence 
renewal. 

Suggested Training Exercise: See Resource 2. List the ways you implement each of the key 
strategies at your premises. 

 

DesignaƟons 

In New Zealand, we have a minimum legal purchase age, not a drinking age. This means that 
under no circumstances can alcohol be sold to a person under the age of 18 years. In some 
circumstances a minor can consume alcohol if supplied by their parent or legal guardian. 
However, the minor is not able to purchase it.  

Anyone who looks under the age of 25, or if you are in doubt, should be asked for an accepted ID 
as proof. 

It is the responsibility of the duty manager and the licensee to ensure that minors are not on the 
premises illegally. This includes ensuring any restricƟons regarding the areas minors can access 
are adhered to. 

A premise (or parts of it) may have the following designaƟons:  

 Restricted 
Minors are not permiƩed in this area under any circumstances.  
 

 Supervised 
Minors may be present only if accompanied by a parent or legal guardian. They may 
consume alcohol but not purchase it. Any alcohol consumed by a minor must be 
purchased by a parent or legal guardian and only be supplied to the minor by that person.  

 Undesignated 
People of any age can be in this area. Minors may consume alcohol but not purchase it. 
Any alcohol consumed by a minor must be purchased by a parent or legal guardian and 
only be supplied to the minor by that person.  
 

Suggested Training Exercise: Does everyone know the designaƟons on your premise? How is a 
change in designaƟon made clear to customers? How is this managed by staff?  
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What about employees who are minors? InformaƟon about this can be found in The Managers 
Guide produced by the HPA (page 43). If you require a hardcopy of the guide, contact Council’s 
Alcohol Licensing Officer  

Minors and IdenƟficaƟon 

It is up to the customer to prove they are old enough to purchase alcohol or be on your premises 
(dependent on your designaƟon). If they are unable to provide acceptable idenƟficaƟon, you 
should not sell alcohol or permit them to remain on your premises.  

It is becoming common pracƟce in the hospitality industry to request ID from anyone who 
appears to be under the age of 30. However, some licensees operaƟons may vary, so it is 
important to know the process you are expected to follow.  

By law, the acceptable forms of proof of age are:  
- a current NZ photo drivers licence, 
- a HANZ 18+ evidence of age card, or Kiwi Access card, 
- a current and valid passport (either NZ or overseas) 

It is important to note that these forms of idenƟficaƟon must be valid, and not expired.  

SomeƟmes, the idenƟficaƟon provided may not be legiƟmate, or belong to the person in front of 
you. You must make sure to deal with a suspected fraudulent ID with cauƟon, and follow the 
guidelines set out by the licensee, or as advised by the HPA. For more informaƟon, look at The 
Managers Guide (pages 46, 47). If you require a hardcopy of the guide, contact Council’s Alcohol 
Licensing Officer. 

IntoxicaƟon Assessment Tool (‘SCAB’ Tool) 

PrevenƟon and management of intoxicaƟon is one of the most important responsibiliƟes as the 
licensee or Duty Manager of a licensed premises. You must: 

 make sure no person at any Ɵme is sold or supplied alcohol if they are intoxicated 
 ensure that no person becomes intoxicated while on your premises 
 prevent entry to the premises if a person is intoxicated  
 ensure intoxicated persons leave the premises  
 remove violent or disorderly persons from the premises  

 
The Sale and Supply of Alcohol Act definiƟon of intoxicated states –  

“observably affected by alcohol, other drugs, or other substances (or a 
combination of 2 or all of those things) to such a degree that 2 or more of the 
following are evident: 

(a) appearance is affected: 
(b) behaviour is impaired: 
(c) co-ordination is impaired: 
(d) speech is impaired” 
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Alcohol affects people differently, but there are observable signs of impairment that are 
commonly displayed by someone who is intoxicated. These are outlined in the SCAB 
intoxicaƟon assessment tool. Created as a collaboraƟve effort between agencies, this has 
become the best pracƟce reference for anyone assessing if a person is under the influence or 
intoxicated as defined in the Act.   

The first quesƟon that must be considered is: has this person consumed alcohol or another 
substance? Some medical condiƟons, such as diabetes, can display indicators similar to 
intoxicaƟon, even if no alcohol has been consumed. Don’t make presumpƟons, always being 
respecƞul and careful before pronouncing a customer intoxicated. Get a second opinion if you 
are unsure. 

The SCAB tool is available in a pocket or poster version from the Health PromoƟon Agency 
website. If you require a hardcopy for your premise or training, contact the Alcohol Licensing 
Officer.  

 

AddiƟonally, the HPA have produced The Managers Guide (pages 38 and 39) which further 
explains both customer behaviour and the server’s role. If you require a hardcopy of the guide, 
contact Council’s Alcohol Licensing Officer. 

Suggested Training Exercise: Roleplay the varying stages from sober to intoxicaƟon to assess 
how these would be managed at your premises. Think about how you would deal with these 
customers. Consider: Where is your place of safety? What happens if they refuse to leave or 
become aggressive? Would you fill out an incident report?  
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Intoxicated individuals can be vulnerable targets as well as problemaƟc offenders. They need to 
be managed carefully and may need to be monitored in a designated ‘place of safety’ unƟl they 
can be removed safely from the premises.  

As far as the law is concerned, the cause of intoxicaƟon doesn’t maƩer. Anyone who is 
intoxicated, by either drugs or alcohol, must be denied service and removed from the premises.  

Mandatory Signage 

To comply with the Sale and Supply of Alcohol Act, the District Licensing CommiƩee requires all 
licensed premises to display specific signage. While requirements vary slightly between licence 
types (On, Off, and Club), the following must be displayed prominently and be easily readable 
by customers: 

All licence holders must display: 
 The original alcohol licence 
 The name of the Duty Manager  
 A copy of the Host Responsibility Policy 
 Signage outlining the statutory restricƟons on the supply of alcohol to minors and the 

complete prohibiƟon on sales to intoxicated persons 
 

AddiƟonal signage requirements by licence type: 
 On and Off Licences: Trading hours must be displayed at the main entrance 
 On and Club Licences: Clear, accurate informaƟon about available transport opƟons 

must be provided. 

 

You may use signage provided by the HPA (examples below) or design your own. If you need 
replacement HPA signage, contact the Council’s Alcohol Licensing Officer. 

Suggested Training Exercise: IdenƟfy where at your premise signage is located. Are all staff 
aware of its locaƟon? Consider if this is the most appropriate or visible spot for customers. 
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For Off Licences:
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For On/Club Licences:
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Club Licence Resources 

Authorised Customers 

If you hold a Club Licence, the Act is clear that only authorised customers may be served alcohol. 
Authorised customers do not include the general public in any way.  

Authorised customers include: 

 club members (a person who has expressly agreed in wriƟng to comply with the Club’s 
rules, and is recognised as a member of the club by those rules)  

 genuine guests of club members (any guest must be known, invited, and accompanied 
by the sponsoring member at all Ɵmes, and they must leave when the member leaves) 

 members of clubs with reciprocal visiƟng rights (these clubs should be named in your 
Club rules, or your consƟtuƟon, or administered by Clubs NZ) 

 

Note, this only relates to the sale and supply of alcohol in a club. Members of the public can 
legally come onto club premises at any Ɵme to take part in acƟviƟes and they can be sold food 
and non-alcoholic drinks.  

Therefore, staff must ensure they only sell alcohol to authorised customers, otherwise the club 
is at risk of prosecuƟon and could lose the ability to sell alcohol. The HPA have created signage 
(example below) that can be displayed to act as a reminder for staff working at the club. 
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Both of the Game Plan resources produced by the HPA are useful tools that could be used as 
material for your training – with a guide catered to both Bar Staff, as well as the CommiƩee. 
Digital versions are available from the HPA website, or if you require a hard copy, you can 
contact the Alcohol Licensing Officer.  

Reciprocal VisiƟng Rights 

It is up to each club to determine its rules around reciprocal rights in line with the Sale and Supply 
of Alcohol Act 2012. However, both HPA and Clubs NZ have created guidelines and templates to 
help foster consistency across New Zealand.  

It is important to have clear rules, and for both clubs entering into an agreement to acknowledge 
these. If you have an agreement with other clubs, this must be formally documented and raƟfied 
by both clubs. A list of clubs with reciprocal rights should be kept in your toolkit. 

It is important to remember, even if reciprocal rights are established, individual clubs have the 
right to control entry and can deny or remove individuals from the premises. 

Special Licences 

If you wish to hire out your club premises, or host an event that includes unauthorised customers 
or the public, a special licence is required.  

ApplicaƟons for a special licence must be submiƩed at least 20 working days prior, to allow for 
the regulatory agencies the legislated Ɵmeframe to enquire and report.  

If you are unsure, there is a wealth of informaƟon on the Tararua District Council website, or you 
can contact the Alcohol Licensing Officer for advice.  

 

 

 

 

Examples: 

A) A club is holding a quiz night event as a fundraiser. The event is advertised on 
social media and on posters across town. However, because this event is not 
exclusively for club members, a special licence must be applied for. 

B) A club has been approached by someone to hire their facilities and hold a 
birthday party. As this falls outside the usual club functions, this requires a 
special licence. Note – whomever is receiving the money from the sale of alcohol 
will need to apply for the special licence. If the applicant for the licence is not the 
club, then the owner of the property will need to write a letter of 
permission/agreement to accompany the licence application.  
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Incident ReporƟng 

Why is it required? 

Any agency who visits your premises will want to see a log of the incidents you have dealt with, 
and it is anƟcipated that regardless of the controls in a premises, or how well it is managed, 
there will be incidents from Ɵme to Ɵme. It is an unfortunate aspect of the industry. 

As a licensee, it is your obligaƟon to maintain a register of all alcohol related incidents. How you 
choose to do so is up to you, though the toolkit is a commonly used resource. 

Furthermore, a good wriƩen record is vital for renewal applicaƟons to prove and establish that 
you have effecƟve processes for staff to manage these in a way that ensures both staff and 
customers safety.  

When to report? 

As part of your incident management process, you must note any incident that occurs at the 
premises however significant or not. It is parƟcularly important to do so where alcohol has 
been a contribuƟng factor, or when an offence under the Act could have occurred.  

Examples of incidents could include: 
 Minors found on premises or aƩempƟng to enter a restricted area  
 Unauthorized people aƩempƟng to purchase alcohol 
 IntervenƟons your staff make with intoxicated patrons  
 Asking intoxicated or disorderly people to leave or removing them from the premises  
 Underage people aƩempƟng to buy alcohol  
 PresentaƟon of suspected or fraudulent ID 
 FighƟng on the premises 
 Customers or staff being threatened 
 IntenƟonal property damage by a customer 
 Suspected drink spiking or drug consumpƟon 
 Trespass noƟces issued or customers forcibly evicted from the premises 
 InspecƟons by an agency such as Council, Police, Health, or FENZ  
 Any Ɵme an external agency (e.g. Police, Emergency Services, Maori Wardens, Security) 

is contacted 
Note: This list is not exhausƟve. 

In certain situaƟons, it is also good to note when there have not been any incidents. 
For instance, some premises are at a lower risk than others and therefore may not have as 
frequent or significant incidents to report. In this case, it is recommended to regularly reflect on 
whether any incidents have occurred and make a report that demonstrates your consideraƟon 
of alcohol management.  
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Templates 

Included in the following pages are basic tools or guides, aimed to be used alongside the more 
detailed incident reporƟng templates in the toolkit. You are encouraged to use them as is or 
adapt to what suits your operaƟon best.  

Incident Log Template – a generic template that can easily be printed in mulƟples and inserted 
into your toolkit   

Incident Log – Monthly ReflecƟon Template – ideal for Clubs or low risk premises that rarely 
have incidents, or do not operate all year around 

If these are unsuitable you could try: 

- Discuss incidents in team or commiƩee meeƟngs (if minuted). Ensure these minutes are 
available for agencies to view, or a copy is kept in the toolkit. 

- Keep note in a bar book, diary, or notebook at the premises. It is important that 
everything is dated and signed.  

 

 

 

 

 

 

 

 

 

Example: 

A sports club has a tournament where they hosted another local club with reciprocal visiƟng 
rights. The event was a huge success. Everything went smoothly, and everyone had a great 
day. Staff on the bar ensured that team signed their visitor book before purchasing alcoholic 
drinks. They checked a few IDs. No one became intoxicated. When Ɵdying up and closing the 
bar at the end of the day, the Duty Manager makes a quick note of this in their bar book or 
toolkit and signs and dates the report.  



  
 

  Alcohol Licensing Toolkit                                                                                                                                                            16 
 

 

In
ci

de
nt

 L
og

 

U
se

 th
e 

in
ci

de
nt

 lo
g 

to
 re

co
rd

 a
ny

 in
ci

de
nt

s 
th

at
 o

cc
ur

 a
t y

ou
r p

re
m

is
e,

 w
he

th
er

 si
gn

ifi
ca

nt
 o

r n
ot

. 

D
at

e 
Ti

m
e 

In
ci

de
nt

 
Ac

Ɵo
n 

Ta
ke

n 
Si

gn
at

ur
e 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
Ch

ec
ke

d 
by

 (L
ic

en
se

e 
Si

gn
at

ur
e)

: 
Da

te
: 



  
 

  Alcohol Licensing Toolkit                                                                                                                                                            17 
 

 

In
ci

de
nt

 L
og

 –
 M

on
th

ly
 R

efl
ec

Ɵo
n 

O
nc

e 
a 

m
on

th
, r

efl
ec

t o
n 

w
he

th
er

 y
ou

r 
pr

em
is

es
 h

ad
 a

ny
 in

ci
de

nt
s.

 If
 y

ou
 a

re
 a

 C
lu

b 
w

hi
ch

 d
oe

s 
no

t 
op

er
at

e 
al

l y
ea

r 
ar

ou
nd

, c
ro

ss
 o

ut
 

irr
el

ev
an

t m
on

th
s.

 

M
on

th
 

D
at

e 
Re

vi
ew

ed
 

N
um

be
r o

f I
nc

id
en

ts
  

(If
 m

or
e 

th
an

 ze
ro

, l
ist

 th
e 

ty
pe

s)
 

N
am

e 
of

 D
ut

y 
M

an
ag

er
 

Si
gn

at
ur

e 

Ju
ly

 
 

 
 

 

Au
gu

st
 

 
 

 
 

Se
pt

em
be

r 
 

 
 

 

O
ct

ob
er

 
 

 
 

 

N
ov

em
be

r 
 

 
 

 

D
ec

em
be

r 
 

 
 

 

Ja
nu

ar
y 

 
 

 
 

Fe
br

ua
ry

 
 

 
 

 

M
ar

ch
 

 
 

 
 

Ap
ril

 
 

 
 

 

M
ay

 
 

 
 

 

Ju
ne

 
 

 
 

 

 
Ch

ec
ke

d 
by

 (L
ic

en
se

e 
Si

gn
at

ur
e)

: 
D

at
e:

 



  
 

  Alcohol Licensing Toolkit                                                                                                                                                            18 
 

Resource 1: Helpful Links and InformaƟon 

Below is a list of various places to go for more informaƟon and training: 

Tararua District Council Website: hƩps://www.tararuadc.govt.nz/services/alcohol-licensing 

Tararua District Council Licensing Inspector: Alcohol-Licensing@tararuadc.govt.nz 

Tararua District Council (Secretary of the DLC, Health and Food Licensing, Planning 
Department, Building Department): info@tararuadc.govt.nz 

Sale and Supply of Alcohol Act 2012: 
hƩps://www.legislaƟon.govt.nz/act/public/2012/0120/latest/DLM3339333.html 

Sale and Supply of Alcohol RegulaƟons 2013: 
hƩps://www.legislaƟon.govt.nz/regulaƟon/public/2013/0459/latest/DLM5736956.html?src=qs 

Sale and Supply of Alcohol (Fees) RegulaƟons 2013: 
hƩps://www.legislaƟon.govt.nz/regulaƟon/public/2013/0452/latest/whole.html#DLM5708114 

Sale and Supply of Alcohol (Community ParƟcipaƟon) Amendment Act 2023: 
hƩps://www.legislaƟon.govt.nz/act/public/2023/0060/latest/whole.html 

Ministry of JusƟce: hƩps://www.jusƟce.govt.nz/tribunals/arla/ 

Servewise: hƩps://servewise.alcohol.org.nz/login/index.php 

Health New Zealand: hƩps://resources.alcohol.org.nz/alcohol-management-laws/managing-
alcohol 

Health New Zealand - Health PromoƟon Agency (HPA) Alcohol Resources: 
hƩps://order.healthpromoƟon.govt.nz/collecƟons/alcohol 

Health PromoƟon Agency (HPA) – The Managers Guide: 
hƩps://cdn.shopify.com/s/files/1/0897/7910/files/8.4_AL575_The_Manager_s_Guide_Sep_202
4_text.pdf?v=1753325711 

Police: hƩps://www.police.govt.nz/advice-services/drugs-and-alcohol 

Smokefree NZ: hƩps://www.smokefree.org.nz/our-community/get-involved/smokefree-spaces 

Clubs NZ: hƩps://www.clubsnz.org.nz/ 

Hospitality NZ: hƩps://hospitality.org.nz/ 

Resource 2: Sample Licences 

See the following pages for a series of sample licences that can be used for training purposes.  
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Resource 3: Host Responsibility Exercise 

Name:                                                                                                                                                                 Date:  

For each of the following, list how your premise ensures these are implemented and managed: 

 1. Staff training 

 

 

2. PrevenƟng intoxicaƟon 

 

 

3. Denying service to minors 

 

 

4. Responsible promoƟon of alcohol 

 

 

5. Offering low and non-alcoholic opƟons 

 

 

6. Providing food (On and Club licences only) 

 

 

7. Helping customers with transport opƟons (On and Club licences only) 

 

 

8. Any other strategies you use to create a safe drinking environment or minimise harm?  
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Resource 4: Staff Training Plan  

Having a plan prepared will help you meet your requirements for training staff (and/or 
commiƩee members) and clearly outline your expectaƟons regarding this.   

Evidence of training is required at every renewal – covering the enƟrety of the last licensing 
period. This plan can accompany your next renewal applicaƟon for the agencies to assess 
compliance with s105(j) of the Sale and Supply of Alcohol Act 2012. 

105 Criteria for issue of licences - 

(1) In deciding whether to issue a licence, the licensing authority or the licensing commiƩee 
concerned must have regard to the following maƩers: 

(j) whether the applicant has appropriate systems, staff, and training to comply with the 
law 

 

LICENSEE NAME  

PREMISES TRADING NAME  

WHO PREPARED THIS PLAN  

DATE CREATED  
PERIOD COVERED BY PLAN 
(e.g.2025-2028)  

FREQUENCY OF TRAINING 
(e.g. monthly, annually)  

What resources will you use in your training? 

 
 
 
 
How will you record training? 

 
 
 What topics will you cover in your training? 

 

 

 
 
How will you ensure that all staff/commiƩee members receive training? 
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Resource 5: Health PromoƟon Agency Resources 

If you are needing access to resources that are provided by the Health PromoƟon Agency, please 
let our Alcohol Licensing Officer know by filling out the form below.  

Premises  

Contact person  

Phone/Email  

 

Item Description Quantity 

AL575 The Managers Guide  

AL452 Host Responsibility Guide  

AL804 SCAB IntoxicaƟon Assessment Tool  

AL968 D.O.B Wallet Card  

AL629 Alcohol IntoxicaƟon Signage  

AL630 Alcohol Minor Signage  

AL425 ID Signage  

AL987 The Law – Off Licence Signage  

AL984 The Law – On Licence Signage  

AL1098-A Club Customers  

AL1073 Club – Game Plan – CommiƩee  

AL1074 Club – Game Plan – Bar Staff  

AL1129 CPTED Principles – On Licence  

AL1130 CPTED Principles – Off Licence  

 Club Toolkit  

 On Licence Toolkit  

 Off Licence Toolkit  
 

Please noƟfy which Council Service Centre you would like these delivered to for you to collect. 
AlternaƟvely, some resources (A4 posters and cards) can be posted to you at no cost. Write the 
address below: 
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