Refusals Register
If a customer fails to produce valid photo I.D which confirms his or her age, the sale must be REFUSED and recorded in this Refusals Register, after the customer has left the premise.
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The register must be kept in a safe place out of sight of the customer. 
The sale must be REFUSED if the customer is unable to prove he or she is:

· 18 or older if the product is TOBACCO, ALCOHOL or a SOLVENT.

All staff should know where this Refusals Register is kept, and should write an entry whenever an age related sale is REFUSED.

The manager will sign off and date each page of the register, which will be kept in a safe place away from customers. The Register may need to be produced in the event that local authority enforcement officers undertake test purchcases or other enforcement activity, or if the law threatens action against the premises’ manager or staff.
Name of Premise:______________________________ Premise Address: ___________________________
Types of Identification that can be accepted:-

· Passport
· Driving Licence
· PASS marked Accredited Proof of Age Card
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All staff need, to be trained on age restricted goods and receive refresher training as necessary, this is especially important to part-time, temporary and young staff themselves who may not be 18 years old.  
The owner, manager AND staff are all liable to conviction and a fine and/or prison for displaying Tobacco Products and/ or for selling age restircted items to those underage.

	Display and Sale of Tobacco Products and Cigarette Lighter Refills

Staff Training Record Sheet 

(To be read and signed by all employees who sell age restricted products. This record should be kept in secure at all times. Refresher training should also be provided and signed off by employees)

	It is an offence to display tobacco products to anyone under the age of 18 years old.

	I understand that it is also illegal to sell tobacco products and cigarette lighter refills to anyone under 18. 

	As it is an offence to display tobacco products, to anyone under the age of 18 years, therefore I must Stop, Challenge and Check proof of age before obtaining the requested tobacco product for the customer.

	I have received training on ___________________________________ ‘s Display and Sale of Age Restricted Products policies and procedures.

	I understand that I must challenge all customers that look to be under the age of 25 / 21 / 18 * 

*delete as appropriate depending on store policy

	I understand that if I am in any doubt about a customer’s age, I must ask for proof of age.  

	If the customer has no ID, I must refuse the sale. Likewise if I believe the ID is not genuine I must refuse the sale.

	I understand that the warning notice "IT IS ILLEGAL TO SELL TOBACCO PRODUCTS TO ANYONE UNDER THE AGE OF 18" must be displayed in a prominent position at the point of sale.  I will ensure that the notice can be clearly seen at all times. 

	I understand that these laws are enforced by the Environmental Health Section of the stores local Council and regular test purchases are carried out to monitor compliance. If I display a Tobacco product or sell an age restricted product, I could be liable to prosecution.

	REMEMBER – it is against the law to display and/or sell tobacco products OR

to sell tobacco related products which includes cigarette papers to a person under the age of 18. You could be prosecuted and fined up to a maximum of £5000 or to a term of 2 years imprisonment or both.

	REMEMBER – it is against the law to sell cigarette lighter refills containing butane to a person under the age of 18 and you could be prosecuted and imprisoned for up to 6 months and fined up to £5000 or both.

	I have been informed that it is an offence to display and/or sell tobacco products and to sell tobacco related products including cigarette lighter refill’s to people under the age of 18 and I will not knowingly display or sell such products to anyone under this age. I will ask for proof of age from anyone whom I suspect to be under the age of 25 / 21 / 18* before I show the product. I am aware that as an employee I am also liable to prosecution and a fine or imprisonment or both. *delete as appropriate depending on store policy

	EMPLOYEE NAME 
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	DATE 
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Example of an Employee Training Record
	Date
	Time
	Product asked for
	Description of person refused
	Comments
	Refused by

	01/12/2014
	11.35am
	10 John Player
	Male, Brown Hair, Approx 16, 5ft 11, slim build
	Tall with young face, no ID when asked
	John Smith

Sales Assistant
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Reviewed by: ___________________________________________ Position:__________________________________  Date:______________   
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