
 

 

1 Responsible Service of Alcohol, Licensing and Compliance Policy 

1.1 Objectives 

Everyone including management team, and Team Members are responsible for ensuring that 
this document is read and understood by all Team Members. 

This document is to be read in addition to the relevant NT Government Laws and Codes of 
Practice.  It contains essential knowledge for Team Members to: 

 understand their legal obligations regarding Liquor Laws; 

 comply with Cazalys Palmerston Club Responsible Service of Alcohol (RSA) guidelines 
and community expectations and standards; 

 train new Team Members; 

 deliver consistent and successful service; and 

 meet the licensing and compliance requirements of Cazalys Palmerston Club. 

1.2 Liquor Laws 

The purpose of this document is to guide Team Members through the basic fundamentals of a 
successful and compliant licensed liquor premises.  Use it as a working reference to assist in 
the day-to-day operations of the Licensed Premises, and as a reference and training tool.  
Should you require any further information, or clarification of an issue, contact the General 
Manager. 

The sale and supply of liquor within the NT is governed by Northern Territory of Australia 
Liquor Act.  Liquor Laws control: 

 the sale, supply and promotion of liquor; 

 trading restrictions; and 

 gambling. 

Liquor Laws govern how and when liquor is available.  They aim to reduce the harm and 
prevent both misuse and abuse of alcohol in the community. 

At Cazalys Palmerston Club, we recognise the importance of minimising alcohol related harm 
and have developed this document to provide our Team Members with an understanding of 
Liquor Laws and their obligations.  We take both alleged and actual breaches of Liquor Laws 
very seriously. 

Penalties can be imposed on Team Members, the Duty Manager, and the General Manager/ 
Licensee for failing to comply with these requirements.  Serious breaches will result in 
termination of employment.   

1.3 Key Obligations 

A Licensed Premises must: 

 have a liquor licence in order to sell or supply liquor; 

 trade only within its approved hours; 



 

 

 only sell or supply liquor within its approved area; and 

 comply with any conditions on its liquor licence. 

Team Members must: 

 comply with Liquor Laws at all times; 

 be over the age of 18 years (exceptions may apply); 

 not allow liquor to be sold, supplied to or consumed by a person who is under 18 years of 
age (“a minor”);  

 never sell or serve alcohol to a person they suspect of supplying it to a minor (including 
the minor’s parents); 

o always ask customers/patrons who they believe to be under 25 years of age for 
acceptable Identification or Proof of Age documents (“ID”) and check the ID of all 
people if more than one; 

o not permit a minor on the Licensed Premises at any time unless the minor is 
accompanied by a responsible adult such as their parent or guardian, is eating a meal, 
attending a function or conducting business (eg an apprentice); 

 not sell or supply liquor to an intoxicated, disorderly or quarrelsome person; 

 not permit drunken, disorderly or quarrelsome persons to be on the Licensed Premises; 

 not sell or serve alcohol to any person outside the approved area of the Licensed 
Premises; 

 record all incidents of service refusal in the Licensed Premises Incident Register; 

 complete Responsible Service of Alcohol training and keep up to date with their 
obligations; 

 engage in practices that encourage the responsible consumption and promotion of alcohol; 

 not sell or supply liquor in return for anything except in accordance with normal selling 
procedures; 

 not consume liquor on the Licensed Premises; 

 co-operate with their Manager / Licensee / Liquor Licensing Regulator and Police at all 
times; and 

 report any contact from the Liquor Licensing Regulator to the General Manager. 

1.4 Customer Service 

1.4.1 Introduction 

Our customers and patrons are our key priority.  Fulfilment of their expectations is a Cazalys 
Palmerston Club policy and is backed by a focused consistent attitude in the provision of 
service.  Good customer service can often prevent issues arising. 



 

 

1.4.2 At the Club 

Team Members should: 

 immediately acknowledge customers/patrons at the bar.  If you are busy serving others 
most people will not mind waiting as long as they have been acknowledged; 

 play music at a volume appropriate to the time of day.  Music should not disturb 
conversation or be so quiet as to detract from the atmosphere; 

 remove all unnecessary items from bars/tables, including empty glasses; 

 keep furniture clean and tidy, wipe all tables regularly; 

 keep toilet facilities clean, well-stocked and fully operational.  Check hourly and report 
faults; 

 set lighting at a comfortable level and maintain; 

 keep service counters clean, clear and accessible; and 

 ensure customers/patrons are farewelled when leaving. 

1.5 Team Member Obligations 

1.5.1 Team Members 

Team Members must ensure that they: 

 comply with relevant Liquor Laws at all times; 

 know their obligations in relation to the Responsible Service of Alcohol (“RSA”) and 
adhere to them; 

 do not sell alcohol to any person they believe to be under 25 who does not have 
acceptable ID; 

 are aware of the Licensed Premises: 

o Nominee/General Manager; and 

o approved trading hours and license conditions;  

 report any licensing inspections or RSA issues to their Manager 

1.5.2 Minors 

The sale or supply of liquor to a person under 18 years of age (“a minor”) is prohibited at all 
times.  There are varying restrictions as to minors being on Licensed Premises. 

It is Cazalys Palmerston Club’s policy that all Team Members must: 

 refuse to supply liquor to any minor; 

 ask for ID if the person looks under 25 years of age; 

 when a person is purchasing for a group, ensure all members of the group who look under 
25 years of age must have their ID checked; 

 accept only current and approved forms of ID; and 



 

 

 refuse to supply liquor to any person you suspect may be purchasing the liquor for a 
minor. 

1.5.3 Secondary Supply 

It is an offence to sell or supply liquor to a person who a Team Member has a reasonable 
suspicion of intending to supply either: 

 a minor; 

 an intoxicated person; or 

 a disorderly person; 

and service must be refused. 

Secondary Supply is a breach of Liquor Laws.  Secondary Supply also applies to parents or 
guardians of minors, ie a Team Member cannot sell alcohol to a parent who they reasonably 
suspect is going to supply the alcohol to a minor, even if the minor is their child. 

All incidents of service refusal must be recorded in the Licensed Premises Incident Register.  

1.6 Identification 

All customers/patrons should be monitored when they enter a Licensed Premises. 

1.6.1 Checking ID  

The following is provided as a guide to assist Team Members. 

When determining the age of a person look for: 

 physical characteristics, does the person look under 25 years of age; 

 nervous and/or erratic behavior; 

 aimless wandering, avoidance of eye contact; and 

 minors loitering around or outside the premises. 

When asking for ID: 

 approach the person; and 

 politely ask for ID. 

When you receive the ID: 

 check the photo – is it the same person? 

 check the birth date – is the person over 18? and 

 check the valid to/expiry date – expired ID is not acceptable. 

All Team Members have the right to refuse service even if they are provided with ID and 
should be aware that minors often attempt to use fake ID. 

Takeaways - Use the ID Scanner to record the ID and proceed with the sale. 



 

 

If the customer does not have any or adequate ID: 

 politely inform the customer that you cannot serve them – “I am sorry, due to licensing 
regulations, I am not able to serve you”; 

 notify your Manager immediately; and 

 record the refusal in the Licensed Premises Incident Register. 

1.6.2 Acceptable Forms of Identification 

It is against the law to sell or supply liquor to a minor.  The only defense for a Team Member 
is if they can prove (by the ID Scan) that they have sighted acceptable ID.  Identification 
must: 

 include a photograph of the person; 

 include a date of birth and signature; 

 show no evidence of alteration; and 

 be in English (even if issued overseas ie Italian Drivers Licence). 

The following table is a guide to the common forms and characteristics of ID found in the 
Northern Territory. 
Common Forms of ID Characteristics 

Passport Photograph, date and place of birth, not expired. 

Northern Territory 

Drivers Licence 
- Post 2006 

Digital card, photo, Sturt Desert Rose logo, date 
of birth centred below coloured bar, coloured 
bar indicates type of licence, conditions on 
reverse. 

Drivers Licence 
- July 01 – Jan 06 

Digital card, photo, Sturt Desert Rose logo, 
green coloured bar across top, date of birth in 
large font on front and reverse.  

Evidence of Age Card  

1.6.3 Seizing False Identification 

In the Northern Territory suspected fake, defaced or falsely presented ID must be 
confiscated (if safe to do so without inflaming the situation) and forwarded to the Liquor 
Licensing Regulator with an ID Confiscation Report. 

1.7 Intoxicated, Disorderly or Quarrelsome Customers/Patrons 

1.7.1 Introduction 

It is against Liquor Laws in the Northern Territory to sell liquor to an intoxicated, disorderly 
or quarrelsome customer/patron. Liquor Laws require a Team Member to reasonably believe 
that a customer/patron is intoxicated due to the consumption of alcohol. 

Team Members must refuse service if they believe that a customer/patron is:  

 intoxicated; 



 

 

 disorderly; 

 quarrelsome; or 

 offensive. 

1.7.2 Signs of Intoxication 

It is often difficult to ascertain intoxication.  Some medical conditions, disabilities or the use 
of drugs (for medical treatment) may make a person appear to be intoxicated as a result of 
alcohol consumption. 

A Team Member who refuses services must be sure of the reasons for refusal and ensure they 
are not discriminatory, (eg race, sex, medical condition or disability). 

The following table is a guide to some of the characteristics an intoxicated person may 
display. 
Characteristics Examples 

Speech  Slurring words 
 Rambling conversation 
 Loud, fast or slow speech 

Coordination  Spilling drinks 
 Swaying, staggering, bumping into objects 
 Fumbling money 

Behaviour  Tired and sleepy 
 Loud, boisterous, disorderly and argumentative 
 Aggressive and violent 
 Annoying other customers/patrons 
 Loss of inhibition, inappropriate sexual behaviour 
 Using offensive language 

1.8 Actual or Alleged Breaches and Inspections 

1.8.1 Introduction 

Liquor Licensing Inspectors and the Police are entitled to attend and inspect a Licensed 
Premises at any time.  They may have received notice of an alleged breach, received a 
complaint from a member of the public, or be conducting a random inspection.  

During such an inspection, the Inspector or Police Officer may: 

 enter, inspect and examine the premises, regardless of how busy the Club is; 

 request that documents be produced, for example the Incident Register, RSA Certificates 
and the Licensed Plan; 

 interview Team Members in respect of the operation of the Licensed Premises or any 
alleged compliance matters; and/or 

 issue on the spot penalty notices.  



 

 

1.8.2 Licensing Inspections  

During an Inspection 

All Team Members must fully co-operate in a friendly and professional manner and provide 
their name and address if requested. 

A Team Member should: 

 ask the Inspector or Police Officer (if appropriate, ie undercover clothing) to provide ID; 

 ask how they can help; 

 provide the Licensing Folder; and 

 provide any requested information (eg records, CCTV footage). 

Team Members can be fined or prosecuted for preventing or hindering questions. 

After an Inspection 

Team Members must notify the General Manager immediately and in writing after a licensing 
inspection takes place. 

1.9 Refusing Service 

1.9.1 Introduction 

It is both a requirement under the Liquor Laws and Cazalys Palmerston Club Policy that if a 
person is: 

 a minor (or suspected); 

 engaging in secondary supply; or 

 intoxicated, disorderly or quarrelsome 

service must be refused. 

When refusing service, you must: 

 be calm, polite and tactful; 

 politely explain the reason for the refusal; 

 if challenged, repeat firmly, that you are not permitted to sell or supply liquor; 

 notify your Manager immediately; 

 record the incident in the Licensed Premises Incident Register; and 

 use the duress alarm if the person becomes threatening or aggressive. 

When refusing service, you must not: 

 make value judgments or jump to conclusions; 

 argue with the person; 

 embarrass the person or use derogatory names; or 



 

 

 take the situation personally and become emotionally involved. 

1.10 Northern Territory 

The Northern Territory has very specific and strict Liquor Laws.  From 1 July 2011, some key 
changes have been introduced: 

 the Banned Drinkers Register; 

 the introduction of ID Scanners; 

 the introduction of on-the-spot fines for any person breaching Liquor Laws; and 

 increased penalties and fines. 

1.10.1 Banned Drinkers Register 

The Banned Drinkers Register is an electronic identification system that will maintain 
essential information about the identity of banned drinkers.  A Banned Drinker is someone 
who has been issued with a banning or treatment notice and order. 

If a person is on the Banned Drinkers Register they are prohibited from buying, possessing or 
consuming alcohol. 

1.10.2 Identification Scanners 

ID Scanners will be installed in all Licensed Premises and must be used during every 
purchase from 1 July 2011. 

Prior to a sale occurring, the customers ID must be scanned.  If the customer is not on the 
Banned Drinkers Register Team Members can continue with the sale. 

If the customer is on the Banned Drinkers Register, the Team Member must refuse service 
and record the incident in the Licensed Premises’ Incident Register. 

1.10.3 Additional Identification Requirements 

Identification requirements are detailed above.  

Team Members should note that in Northern Territory overseas drivers licenses cannot be 
accepted.  Community based cards (eg Larrakia, Tangentyere) and Seniors Cards are also not 
acceptable.  

1.10.4 Offences and Penalties 

The Northern Territory Government can issue on-the-spot fines to any person, including 
Team Members, Store Managers, Delivery Drivers and members of the public who breach 
Liquor Laws.  The penalties are higher than those in other jurisdictions and as follows: 

 up to $13,700 or 6 months prison for a Team Member, Delivery Driver or member of the 
public; and 

 up to $34,250 or 12 months for a Licensee/Store Manager. 



 

 

1.11 Home Deliveries 

1.11.1 Northern Territory 

The Northern Territory has very strict identification requirements and therefore extra care 
must be taken during the home delivery process. 

When an order is received: 

Team Members must: 

 obtain acceptable ID from the customer; 

 manually input the ID into the ID Scanner; and 

 ensure that the person is not on the Banned Drinkers Register and refuse the sale if they 
are. 

When a delivery is made: 

Delivery Drivers must: 

 ensure that the person receiving the order is the customer who placed the order; and 

 ensure that they are not supplying liquor to a person on the Banned Drinkers Register. 

1.12 Product Tastings 

Some Licensed Premises are permitted to conduct product tastings provided that: 

 tastings are only conducted during approved training hours; 

 the sample poured is no more than 30ml; 

 the tasting area is set up within the Licensed Premises’ designated tasting area (and away 
from entry and exit points); 

 the person conducting the tasting has completed RSA training (ask to see their certificate 
if external provider); 

 customers/patrons do not leave the site with samples; and 

 minors, intoxicated or disorderly persons are not served. 

Team Members are permitted to taste product for educational purposes or to check product. 

Northern Territory 

Tastings can only be held if the Licensed Premises’ Liquor Licence specifically permits 
tastings. 

1.13 Barring Persons 

Customers/patrons can be barred from a Licensed Premises if they commit an offence or 
behave in an offensive and disorderly manner either on or near the Licensed Premises. 



 

 

1.14 Drink Spiking 

1.14.1 Introduction 

Drink spiking occurs when someone slips either alcohol (most commonly) or drugs into a 
patron’s drink without their knowledge.  Drink spiking can occur wherever drinks are served 
at hotels, clubs, restaurants and functions. 

It is illegal and has been linked to crimes such as sexual assault and robbery with those 
involved charged, fined and often jailed. 

1.14.2 Common Symptoms 

Symptoms depend on many factors such as the substance used, dose, size and weight of 
victim and if they have already consumed alcohol. 

Team Members should be aware if patrons complain of or exhibit the following: 

 dizziness or faintness; 

 feeling sick or sleepy; 

 feeling drunk, yet not drinking any or much alcohol; and 

 memory blanks and/or passing out. 

1.14.3 Responsibilities 

Team Members 

As a Team Member it is your responsibility to provide a safe environment for patrons.  You 
should ensure that you: 

 are aware of the common symptoms of drink spiking; 

 are aware of your RSA obligations; 

 are able to identify incidents and that you know what to do when they occur; and 

 drink spiking risks. 

If you suspect a drink spiking has occurred 

You should report the incident immediately to the Duty Manager and then: 

 talk to the victim and try to establish the events; 

 offer assistance, try to find a trusted friend of the victim; and 

 call an ambulance and the police. 

1.15 Advertising, Marketing and Promotions 

1.15.1 Introduction 

It is Cazalys Palmerston Club policy that the advertising and promotion of liquor does not: 

 encourage consumption of alcohol in an irresponsible, rapid or excessive way; or 



 

 

 appeal to minors or other vulnerable persons; and 

 breach any jurisdiction specific advertising laws. 

1.15.2 Advertising  

Advertising includes: 

 both written and oral statements; 

 external signage; 

 the handing out of flyers; 

 radio, television and internet adverts; 

 newspapers or magazines adverts; and/or 

 SMS or direct mail. 
 


