(Name of Licensed Premises)

(Address of Licensed Premises)

	Employee Name:


	

	Employee Number:


	

	Date Joined:


	

	Current Role:


	

	Personal Licence:
	YES / NO

Licence Number:

Licensing Authority:

Expiry Date:

	SIA Licence:
	YES / NO

Type:

Licence Number:

Expiry Date:

	Other Licence:

For example BIIAB


	

	Date Joined:


	

	Current Role:


	

	Initial Training / Induction Provided:


	


It is your responsibility to ensure you are fully trained for the role you are employed for, initial training will be given within 6 weeks of your employment, refresher training must be completed every 4 months or whenever the management advise you of changes to the legislation.

Initial/Induction Training must contain (a) the licence/club premises certificate conditions relevant to the licensed premises (b) who is the licence holder and who is the designated premises supervisor (if relevant) or secretary (if relevant) (c) where the licence / certificate is stored and where the summary is on display (d) authorisation of selling or supplying alcohol.

Training Record

	Training Undertaken
	Date Taken
	Signature of Trainee
	Signature of Secretary/Licensee

	For example: Age Verification Policy


	
	
	

	For example: Licence Conditions


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


