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INTRODUCTION

The   (beverage licensee) owns and manages facilities / property where alcohol consumption  
is permitted under the authority of a liquor license issued through the Provincial Liquor Licensing Authority.

• British Columbia Liquor Control and Licensing Branch

• Alberta Liquor and Gaming Commission

• Saskatchewan Liquor and Gaming Authority

• Liquor, Gaming and Cannabis Authority of Manitoba

• Liquor Control Board of Ontario

The   (beverage licensee) has developed this Alcohol Policy Manual in order to:

• Establish rules for appropriate alcohol consumption in beverage licensee facilities and on beverage licensee 
property.

• Promote responsible, moderate consumption for those who choose to drink alcohol.

• Reduce the risk of alcohol-related occurrences / problems and consequential liability damage.

Although a beverage licensee may not be able to eliminate risk entirely, the development of this Policy is a reflection of 
the beverage licensee taking effective steps to manage and reduce the chances of alcohol-related problems.

A range of problems can occur as a result of alcohol misuse, which affects not only the person or persons misusing, 
but other people who use the facilities and generally, the community at large. 

SUCH PROBLEMS MAY INCLUDE:

• Alcohol-related accidents / injuries

• Liability action / suits

• Increased insurance premiums

• Police being called to beverage licensee property

• Vandalism and destruction of property

• Loss of enjoyment by those who choose not to drink or drink moderately at these licensed establishments and at 
events covered under special occasion licenses
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PREMISES LICENSED TO SERVE ALCOHOL

OPERATORS AND STAFF OF LICENSED ESTABLISHMENTS CAN BE HELD LIABLE IN LAWSUITS FOR 
ALCOHOL-RELATED INJURIES 

Care must thus be taken to:

• Ensure that managers, bartenders and servers are trained in the responsible server / intervention program, as 
prescribed by the Provincial Licensing Branch. (Mandatory that all staff who sell or serve alcohol complete 
the Server Intervention Program as a condition of employment).

• Ensure that no person under the age of 19 (18 in some provinces) is served alcohol on the premises or  
on any Liquor Primary premises, except as permitted by the Provincial Liquor Control and Licensing  
Acts and regulations thereto.

• Create an environment that promotes responsible consumption of alcohol.

• Assess and monitor the consumption of alcohol by patrons.

• Provide food and alternative beverages – non-alcohol or low-alcohol beverages.

• Recognize and deal effectively and safely with intoxicated patrons.

• Keep logs of any incident where a patron is refused service, cutoff from service, or ejected from the premises.

LINKS TO PROVINCIAL SERVER INTERVENTION PROGRAMS

• British Columbia (Serving It Right): www.servingitright.com

• Alberta (Pro Serve): www.proserve.aglc.ca/index.aspx?tabid=5

• Saskatchewan (Serve It Right): industry.tourismsaskatchewan.com/education-and-training/serve-it-right-saskatchewan

• Manitoba (Smart Choices): https://lgamanitoba.ca/social-responsibility/training/smart-choices

• Ontario (Smart Serve): www.smartserve.ca

CONTROLS

CHECKING IDENTIFICATION

All staff on duty should be checking for two (2) pieces of ID (manager, doorperson / host, bartender and server)

• Post a sign at entrance stating admission and identification policies.

• Ask for two (2) pieces of ID from anyone looking under 25 (must have valid ID).

• Check ID against acceptable forms. First piece: must be government issued and include: name, photo, birth date 
and signature. Second piece: name must be imprinted on card and card must contain signature or photo.

• Check ID in a well lit area. 

• Run thumb over ID to check that it has not been tampered with.

• Compare signature to the signature on the ID or ask for their zodiac sign.
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ENVIRONMENT

Create an environment that promotes responsible consumption of alcohol:

• Maintain proper lighting levels.

• Limit the number of patrons entering your premises to avoid overcrowding.

• Staff according to patron volume to ensure more effective service.

• Ensure premises layout provides visibility for servers and bartenders (avoid blind spots).

• Follow responsible alcohol service procedures.

MONITORING CONSUMPTION OF ALCOHOL

• Limit drink orders to two (2) per customer at a time. Confirm that the customer receiving a drink, ordered by 
another patron, actually wants the drink.

• Encourage food as an option or alternative.

• Measure liquor accurately (do not overpour or free pour).

• Keep track of customers’ liquor consumption.

• Interview and assess customers. Chat with customers before taking order.

• Communicate with other staff to avoid customers doubling up on drink orders.

• Advise oncoming shift of customer condition.

• Limit drink orders at last call.

PREVENTING INTOXICATION

• Suggest coffee, espresso, cappuccino, water, or other non-alcoholic beverages as alternatives.

• Stock and promote beer, wine and coolers that are low in alcohol or de-alcoholized.

• Serving food is one of the best ways to lower your risk.

• Develop, post, and enforce a house policy on intoxication.

INTOXICATED PATRONS

• Train your door staff to recognize signs of intoxication and refuse entry to anyone who has had too much to drink.

• Coach staff on techniques for refusing service.

• Discontinue service of alcohol to a patron who shows visible signs of intoxication.

• Suggest a non-alcoholic alternative.

• Provide patron with a reason for your action (law or house policy).

• Enlist a friend of the patron to assist you.

• Communicate to other staff in case back-up is needed.

• Intervene when intoxicated patrons attempt to drive home – confirm that they have a ride from a responsible 
driver; provide a taxi ride; or provide a room for patrons to sleep it off.
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RECOGNIZING INTOXICATION

There are 10 main signs that indicate your patron is becoming drunk. As people become intoxicated, they will 
show more signs. Patrons showing at least three of these signs can almost certainly be considered intoxicated.

1. Inappropriate speech volume

2. Fine motor control deteriorates (reduction in reaction time, coordination)

3. Pace of speech may change from slow to fast etc.

4. Alertness decreases – takes longer to respond or react

5. Inappropriate sweating

6. Red eyes – check if eyes are bloodshot

7. Gross motor control deteriorates (weave, misstep or stumble)

8. Poor enunciation, slurring words

9. Noticeably shallow breathing

10. Fatigue or sleepiness

STRATEGIES TO DEAL WITH PATRONS WHO SHOW SIGNS OF INTOXICATION

One sign of intoxication:

• Become alert for more signs

• Make options available to slow alcohol intake (e.g., food or low-alcohol drinks)

Two signs of intoxication:

• Monitor the patron carefully

• Move the patron to low-alcohol or non-alcohol drinks

• If possible, serve food to decrease rate of drinking

Three signs of intoxication:

• Serve no more alcohol to this patron under any circumstances

• Reduce likelihood of injury or damage (i.e., ensure patron has a safe ride home, a room to sleep over or call 
police if necessary)

DESIGNATED DRIVER POLICY

• Identify the designated driver upon arrival through registration, button or other identification item.

• Offer free non-alcoholic drinks to the designated driver.

• Offer free or discounted food to drivers as this encourages other members of the party to eat.

• Promote the program internally with signage.

• Advertise the program publicly.
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STAFF OFF-DUTY DRINKING

• No staff may drink alcoholic beverages while on duty.

• Staff must be out of uniform when enjoying a drink off-duty, “as a customer”.

• Off-duty staff may not serve themselves or enter workstations.

• All other principles of responsible alcohol service will apply with staff.

LOGS

Documentation is the key to a strong defense of liability claims:

• Maintain logs of all incidents including any underage patrons refused entry / service; any patron refused service or 
cut off from service; and any patron ejected from the premises. 

• Maintain logs of any injuries that occur on or around the premises (including the entrances and parking lots).

• Retain all sales slips pertaining to the incident.

• Incident reports should include: time, place, date, nature of incident, action taken, witnesses, whether police 
and / or ambulance were called, and any other pertinent information.

• Complete Daily Log of weather conditions, staff on duty and a description of the day’s events.

• Maintain regular Inspection Logs for furnishings and equipment to ensure they are in good condition.

• Remove or prevent the use of equipment that needs repair.

• Maintain logs of intoxicated patrons who are sent home by taxi or with another driver. Record license plate numbers.

Sample Incident Log and Daily Log Book can be found at the end of this booklet.

SECURITY OF THE ESTABLISHMENT

• Security staff is responsible to monitor the flow of customers at entrance and exits points. (This duty may fall on 
managers or serving staff if security staff are not used).

• Security staff has the authority to request proof of age from patrons. Anyone who appears to be under the 
age of 25 should be asked for two (2) pieces of ID and anyone failing to produce proper proof of age should be 
refused entry into the premises.

• Security staff may challenge customers and after receiving permission from the patron, may search bags and 
pieces of clothing.

• In some cases security staff may deny customer entry and may turn customer over to police or other authorities.

• All security positions are required to monitor customers’ behaviour to ensure that the venue remains safe and 
enjoyable. Unruly customers could cause injury to other customers as well as staff.

• If a customer becomes intoxicated and engages in aggressive behaviour:

 » Security may advise the customer to refrain from such behaviour.

 » If customer fails to comply, security is responsible to ensure that the customer is removed from the property.

 » Ensure customer is placed in the care of a responsible adult or, if necessary, turned over to police.

 » Care must be taken to avoid the use of excessive force and to obtain the identity of the responsible adult 
that takes custody of the customer.

• A customer who appears to be intoxicated should be given a taxi ride home to ensure that he / she does not 
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drive, the taxi driver should be instructed to not return the customer to the parking lot. The name and number of 
the taxi should be noted in the Log Book.

• All security staff must be trained and licensed as required by the Provincial Security Act, and comply with the 
provisions of that Act and its regulations (see list of Provincial Security Acts on next page).

PROVINCIAL SECURITY ACTS:

• British Columbia Security Services Act

• Alberta Security Services and Investigations Act

• Manitoba Private Investigators and Security Guard Act

• Saskatchewan Private Investigators and Security Guard Act

• Ontario Private Security and Investigative Services Act

VIDEO SURVEILLANCE SYSTEMS

In addition to acting as a deterrent against acts of vandalism, theft or arson, video surveillance plays an 
important role in the defense of liability claims, and the prosecution of criminals.

Location of these systems is key to the prevention of losses, as well as capturing incidents that have occurred. Cameras 
should be located strategically throughout the premises to ensure that all areas are covered such as, but not limited to, all 
serving areas, hallways, VLT’s or gaming areas, general seating area, etc. Additionally cameras should also be installed on 
the exterior to ensure coverage of all sides of the building, outside patios and the parking lot.

Video surveillance is critical to preserving evidence. The use of digital video recorders (DVRs) provide far superior 
coverage, better images and ease in identifying incidents easily in comparison to older systems.

DVRs should maintain memory for a minimum of 30 days. Copies of all incidents need to be burned onto DVD’s and 
preserved for evidence immediately following the incident. (Include 2 hours prior and 2 hours post incident to ensure  
it is captured in its entirety).

Note: The preservation of evidence becomes key in defense against allegations of negligence. Although most claims are 
reported within 90 days of occurrence, most provinces allow an individual up to 2 years after the incident to present a 
claim. Some provinces are extending this limitation period even further.

When notifying Western Financial Group of a claim, please ensure that any video surveillance that is available has been 
preserved on a DVD for use in the investigation. This may provide valuable evidence which includes additional details of 
the claimant’s activities pre and post incident and could play a vital role in a defense against allegations of negligence.
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DOOR MONITORS

May observe and consequently intervene when:

• Customers appear to be intoxicated upon arrival. Intervention options:

 » Denying entry to customer.

 » In case of questionable sobriety, alert security for closer observation and follow up.

• They witness the concealment of contraband intended to be brought into a public venue. Intervention options 
may include referral to security for seizure and subsequent follow-up.

• Departing customers appear to be intoxicated. Monitors should intervene in the customer’s departure, ensuring the 
customer is in the care of a responsible adult or will arrive safely at his / her home without operating a motor vehicle.

SECURITY STAFF / DOOR MONITORS 

Where security staff and / or door monitors are used, the following information is to be confirmed:

• All security staff must be trained and licensed as required by the Provincial Security Act, and comply with the 
provisions of that Act and its regulations (see list in section 2.11).

• Written communication to these staff on acceptable / unacceptable behaviour during an incident including details 
on acceptable use of restraint.

• Confirmation of insurance to be obtained from any third party contractor used to provide security and / or door 
monitoring activities.

Confirmation of existence and communication of:

• Clear written policy on actions following sale, possession or use of drugs on premises.

• Clear communication on responsibilities for safety of customers in event of: Liquor liability incident, Fire, and 
Fighting / violence on or outside premises

NIGHTCLUBS / LIVE MUSIC

Where a beverage licensee premises is used as a Nightclub or Entertainment Facility (i.e., for concerts, live music, disco, 
and similar types of activities) additional precautions need to be taken:

• The use of pyrotechnics must be strictly prohibited.

• Fire routes and escapes must be kept clear of obstructions and identified with illuminated exit signs.

• Fire exit doors must be maintained in good working order and must not be locked in any manner that prevents 
the doors from being opened from the inside during an emergency.

• Ensure that paths outside the exit doors are clear of obstructions or debris.

• Fire alarms must be installed and maintained in good working order. Annual testing required.

• Staff must be fully trained in fire evacuation procedures.
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CANNABIS LIABILITY

The legalization of cannabis in Canada presents a unique liability risk for bars, pubs and other hospitality establishments 
where alcohol is served. In response to the legalization of cannabis, some provincial regulatory bodies have began to 
update their courses on responsible service of alcohol to include sections on cannabis impairment. Much like serving 
alcohol, it is important that owners and their staff take steps to ensure a safe environment and to mitigate their risks and 
liability.

It is important that staff are able to recognize signs that the person may have consumed cannabis. Some signs to be 
aware of that could indicate that the person has consumed cannabis includes:

• Red eyes

• Poor muscle coordination

• Delayed reaction times

• Increased appetite

• Sudden shift in mood from tense to relaxed

• Abrupt symptoms of anxiety, panic and/or hallucinations

• Distinctive smell (usually described as skunk like) on the person’s hair or clothing

If you suspect that the patron has consumed cannabis you should refrain from serving them alcohol. This should also 
be communicated with all staff so that they are aware and will not serve alcohol to the patron either. Keep an eye on 
the patron to ensure that they do not attempt to drive home – confirm that they have a ride from a responsible person; 
provide a taxi ride; or provide a room for the patron to sleep it off.

Documentation is the key to the defense of liability claims and all incidents of patrons refused service or cutoff from 
service should be documented. Additionally, logs of patrons who are sent home by taxi or with another driver should 
also be maintained including the recording of license plate numbers.
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PREMISES / PROPERTY UNDER A SPECIAL OCCASION LICENSE

If you are suspending your liquor license and renting your space to a special occasion license holder  
the following applies.

RENTED FACILITIES

When renting or otherwise using beverage licensee facilities / property for an event under a special occasion license 
issued by the Licensing Branch, the occupier* (licensee) can also be held liable in a lawsuit for alcohol-related injuries. 

This policy is intended to support legal and responsible drinking and the regulations set-out under the Provincial Liquor 
Control and Licensing Act. 

The Alcohol Policy Manual provides a framework for effectively managing and reducing the liability risks of the premises. 
In so doing, the chance that guests attending the event will become involved in alcohol-related mishaps and / or 
accidents will be reduced.

Appendix A outlines the beverage licensee facilities / properties which are designated as suitable for special occasion 
license events. Note: The beverage licensee to develop and attach list – Appendix A.

CONTROLS

In order to be eligible to rent or otherwise use a beverage licensee facility / property for a special occasion licensed-event, 
the individual responsible for the event must demonstrate to the satisfaction of the   
or his / her designate, that there will be sufficient controls in place to prevent foreseeable harm related to alcohol-related 
incidents. In addition to the terms of this Policy set out below, the license is required to adhere to any other regulations 
set out in the special occasion license as issued by the Licensing Branch.

MINORS

Minors (i.e., persons under the age of 19; 18 in some provinces) are prohibited from purchasing, handling,  
serving or consuming liquor.

Any guest who is youthful-looking (e.g., who appears to be 25 years of age or younger) and wants to buy drink 
tickets or consume liquor will be asked to produce proof of age by the seller of the drink tickets and / or by the server 
(bartender). Two (2) pieces of valid identification are to be provided by the guest. The first piece must be government 
issued and include name, photo, birth date, and signature (e.g. Driver’s License or passport). The second piece must have 
an imprinted name and include a photo or a signature. 
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Minors are not allowed to serve, help clean up empty / leftover liquor glasses, bottles, cans, etc.

The licensee and any paid or unpaid managers and any paid servers / bartenders at the event must have their Provincial 
Server Intervention Certificate.

No alcohol used for the Special Occasion licensed event may be purchased through the beverage licensee’s liquor license 
number(s). All alcohol must be provided by the special occasion licensee. 

LIQUOR SALES / SERVICE

• Liquor service is to be limited to two (2) drinks to any one person at a time.

• A maximum of four (4) drink tickets may be sold to / purchased by one person at any one time.

• Non-alcoholic beverages and food are to be available at all times. Food service is to be provided as stated on the 
application for a special occasion license and in sufficient quantity for the number of people attending.

• No liquor other than that authorized under the special occasion license is to be brought to, served and / or 
consumed at the event. It is recommended that 50% of the beer allowable for purchase be of  
low-alcohol content (lite).

• Liquor is only to be sold / served between the hours specified on the special occasion license. Liquor may be 
consumed for an additional 30 minutes following the sold / serve termination time.

• All liquor is to be removed from the tables within 30 minutes following the sold / serve termination time.

• Marketing practices, which encourage increased consumption (e.g., double shots, drinking contests, volume 
discounts) are not permitted.

• Alcohol is not to be offered or given as a prize in a contest.

• Liquor is not to be removed from the facility / property by guests attending event.

• Liquor is to be served by a bartender who has taken the Provincial Server Intervention Course.

INTOXICATION

• Drunkenness and disorderly conduct are not permitted.

• If an individual does however become intoxicated at the event, the licensee and / or event workers must take 
appropriate action to prevent the guest from driving, and must arrange for safe transportation.

• The licensee has the right to refuse admittance to guests who appear intoxicated.

• Alcohol is not to be sold and / or served to a guest who appears to be intoxicated.
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LICENSEE, EVENT WORKERS / VOLUNTEERS – SECURITY GUARDS, BARTENDERS, SERVERS, TICKET SELLERS, ETC.

• The licensee under a special occasion license must be in attendance at the event at all times.

• The licensee is responsible for decision-making during the event, and therefore must be available to oversee the 
service of alcohol at all times and must refrain from consuming alcohol during the event (for example, the bride 
cannot be the licensee at a wedding).

• Event workers will regularly pick up empty containers / glasses, etc. from tables and clean up spills promptly.

• Event workers must be 19 years of age and older (18 in some provinces) and all managers and paid 
servers / bartenders must have a Provincial Server Intervention Certificate. 

• Event workers are required to make responsible decisions during the event, they must refrain from consuming 
alcohol during the event.

• All entrances and exits to the event are to be supervised at all times.

• A minimum of two (2) security guards are to be in attendance at the event at all times (does not apply to 
weddings, anniversaries and family reunions).

PREMISES

A beverage licensee official (or designate) will be available to supervise and the licensee will be available to assist with the 
application and interpretation of this Policy, and the licensee’s use of the facility / property.

The facility / property is to be vacated by the licensee and all guests no later than  /  (date / time), this includes 

the removal of all privately purchased alcohol.

The facility / property is subject to inspection by other officials (or designates), the police and Licensing Branch inspectors 
at any time, any of whom can intervene to address a perceived violation of this Policy or relevant legislation and 
regulations.

The licensee assumes responsibility for any unnecessary damage to the facility / property and agrees to pay for any such 
damage.

OTHER CONSIDERATIONS
When planning an event requiring a special occasion license, the licensee / event organizers may want to consider the following:

• Adopt a “safe transportation plan” such as a designated driver program for the event.

• Serve shots in large beer glasses to allow for additional mix.

• A place to clearly display the special occasion license. 
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SIGNAGE

Signs containing the following information should be prominently displayed on the premises:

Sign A: Provides guests with information as to where they can direct any concerns. It includes:

Name of Permit Holder:  

Event Sponsor (if applicable):  

Beverage Licensee Name:  

Beverage Licensee Office Address and Phone Number:  

Local Police / RCMP Detachment Address and Phone Number:  

Provincial Liquor Control and Licensing Branch Address and Phone Number:  

Sign B: Alert guests to the following regulations servers must abide by. It is against the Provincial Liquor Control  
and Licensing Act: 

• To serve anyone to the point of, or who is, intoxicated.

• To serve anyone alcohol who is under the age of 19 years (18 in some provinces). Two (2) pieces of valid ID will 
be required on request (poster to be displayed).

ENFORCEMENT

A violation of this policy may occur when the occupier / licensee fails to comply with the conditions of the Liquor Control 
and Licensing Act or the Alcohol Policy Manual.

When such a violation occurs, a member of the event-organizing group (the special occasion licensee and / or event 
workers) shall intervene by informing the offending individual / guest of the Policy violation and ask that the violation be 
stopped or remove the problem patron.

An official (or designate) will intervene whenever he or she encounters a violation of the Policy. Depending upon the 
severity of the violation, the official (or designate) may ask the licensee or event workers to stop the violation; or the 
official may close down the portion of the event covered by the special occasion license; or the official may close down 
the event entirely and have the facility / property vacated – without refund. If the licensee fails to comply, officials (or 
designates) may call the police for assistance.

Depending on the severity of the Policy violation and having been warned by an official (or designate) of the violation, 
the licensee may be sent a written follow-up notice, advising of the violation and warning that no further  
violations will be tolerated.

Should the licensee violate the Policy within one year of receiving notice of their first violation, the licensee will be 
suspended from the privilege of holding special occasion licensed-events at all beverage licensee facilities / property  
for a period of one year.
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POLICY REVIEW

This Policy will be reviewed annually by the beverage licensee management. Changes / revisions to the Policy will be made 
only where explicitly agreed by the beverage licensee management.

APPLICATIONS

Applications for a special occasion license are approved and issued by the Provincial Licensing Branch. Applications can 
be obtained by contacting your local Liquor Store, or visiting the Licensing Branch website (see list below).

SPECIAL OCCASION LICENSE / PERMIT:

• British Columbia: www2.gov.bc.ca/gov/content/employment-business/business/liquor-regulation-licensing/
liquor-licences-permits/applying-for-a-liquor-licence-or-permit/special-event-liquor-permit

• Alberta: www.aglc.ca/liquor/liquor-licences/applying-licence/liquor-licences-private-special-events

• Saskatchewan: www.slga.com/permits-and-licences/liquor-permits/special-occasion-permits

• Manitoba: www.lgamanitoba.ca/liquor-gaming-applications/social-occasion-permit/

• Ontario: www.agco.ca/alcohol/special-occasion-permits-private-event

Unless otherwise authorized by the Licensing Branch, advertising of the event is prohibited except in accordance with the 
Liquor Control and Licensing Act and its regulations (e.g., for a wine tasting held under a public special occasion license).

All individuals / groups wanting to use beverage licensee owned facilities / property for an event subject to a special 
occasion license must also obtain the approval of the official (or their designate).

Applications can be obtained by contacting:  
(To be filled in by the beverage licensee.)

INSURANCE (LICENSEE)

Individuals or groups sponsoring a special occasion licensed event at a facility listed in the Alcohol Policy Manual, where 
liquor shall be sold for profit or attendance exceeds 150 persons, shall show proof to the official (or designate) at least 
two (2) weeks prior to the event, that they have a minimum of $2,000,000 Comprehensive General Liability insurance 
coverage and that the beverage licensee     is named as an additional insured.

The licensee will indemnify and save the beverage licensee     harmless from all claims arising 
from the license or function.

Individuals holding small functions such as anniversaries, 75th birthdays, or wedding showers may, at the discretion of 
the official or designate, be exempt from the mandatory insurance requirement; however, insurance coverage is strongly 
recommended to protect the licensee and event organizers from liability claims.
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SPECIAL OCCASION LICENCE AGREEMENT

Name of Licensee:  

Sponsor (If applicable):  

Certification: 

The Licensee has received and reviewed a copy of the Alcohol Policy Manual.

The Licensee agrees to adhere to the conditions of the Policy and to the provisions of the Provincial Liquor Control and 
Licensing Act and any regulations passed thereto, and to the policies of the Licensing Branch.

The Licensee understands that he / she can be held liable for injuries and damages arising from failure to adhere to the 
terms of the special occasion license, or of the Liquor Control and Licensing Act and its regulations, or from otherwise 
failing to take action that prevents foreseeable harm from occurring.

The Licensee understands that the police and / or a Licensing Branch inspector can lay charges for violations of the Liquor 
Control and Licensing Act or other relevant legislation.

A copy of the special occasion license is provided to the beverage licensee prior to the start of the event. 

Signature (Licensee):  

Address:  

Phone Number:  

OFFICE USE ONLY

Received by:  

Date:  
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PREMISES / PROPERTY RENTAL AGREEMENT

Premises / Property:  

I / We the undersigned agree to rent the above named facility / property on  

from     to     for the event of  

I / We further agree to abide by and comply with the rules and regulations associated with the special occasion license as 
issued by the Provincial Licensing Branch, and with the terms of this Alcohol Policy Manual.

The amount of rent to be paid is  and includes fees for: 
 

Beverage licensee to insert other information as required / appropriate.

Dated this    day of     20  

Facility / Property Designate: 

APPENDIX “A”

Appendix A outlines the beverage licensee facilities / properties which are designated as suitable for special occasion 
license events.

Note: The beverage licensee to develop and attach list – Appendix A.
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SAMPLE INCIDENT LOG

DAILY LOG  Date:  ______________________________________________________

Incident #  
and Time

Action 
Taken

Patron’s 
Name / Description Reason Patron Departure Initials

1. Time: 

    _________

    q  a.m.  
    q  p.m.

q  ID checked

q  Refused  
    service

q  Cut off  
    service

q  Ejected  
    from  
    premisies

q  No ID   q  Minor

q  Intoxicated

q  Other:_____________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________

q  Left alone

q  Left with friends

q  Taxi   q  Police

q  Unknown

q  Other:___________ 

__________________ 

__________________ 

2. Time: 

    _________

    q  a.m.  
    q  p.m.

q  ID checked

q  Refused  
    service

q  Cut off  
    service

q  Ejected  
    from  
    premisies

q  No ID   q  Minor

q  Intoxicated

q  Other:_____________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________

q  Left alone

q  Left with friends

q  Taxi   q  Police

q  Unknown

q  Other:___________ 

__________________ 

__________________ 

3. Time: 

    _________

    q  a.m.  
    q  p.m.

q  ID checked

q  Refused  
    service

q  Cut off  
    service

q  Ejected  
    from  
    premisies

q  No ID   q  Minor

q  Intoxicated

q  Other:_____________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________

q  Left alone

q  Left with friends

q  Taxi   q  Police

q  Unknown

q  Other:___________ 

__________________ 

__________________ 

4. Time: 

    _________

    q  a.m.  
    q  p.m.

q  ID checked

q  Refused  
    service

q  Cut off  
    service

q  Ejected  
    from  
    premisies

q  No ID   q  Minor

q  Intoxicated

q  Other:_____________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________

q  Left alone

q  Left with friends

q  Taxi   q  Police

q  Unknown

q  Other:___________ 

__________________ 

__________________ 

5. Time: 

    _________

    q  a.m.  
    q  p.m.

q  ID checked

q  Refused  
    service

q  Cut off  
    service

q  Ejected  
    from  
    premisies

q  No ID   q  Minor

q  Intoxicated

q  Other:_____________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________

q  Left alone

q  Left with friends

q  Taxi   q  Police

q  Unknown

q  Other:___________ 

__________________ 

__________________ 

Additional Notes:  _________________________________________________________________________________________________
 _____________________________________________________________________________________________________________

 _____________________________________________________________________________________________________________
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ACCIDENT / INJURIES 

Incident #  
and Time

Part of Body 
Injured

Reason Injury 
Incurred Description of Incident Action Taken Initials

1. Time: 

    _________

    q  a.m.  
    q  p.m.

q  Refused Assistance

q  Administered First Aid

q  Phoned Ambulance

q  Phoned Police

q  Completed Incident Reports

q  Reviewed Incident with Manager

q  Notified Lawyer

q  Notified Insurance Company

q  Other:____________________ 

____________________________

2. Time: 

    _________

    q  a.m.  
    q  p.m.

q  Refused Assistance

q  Administered First Aid

q  Phoned Ambulance

q  Phoned Police

q  Completed Incident Reports

q  Reviewed Incident with Manager

q  Notified Lawyer

q  Notified Insurance Company

q  Other:____________________ 

____________________________

3. Time: 

    _________

    q  a.m.  
    q  p.m.

q  Refused Assistance

q  Administered First Aid

q  Phoned Ambulance

q  Phoned Police

q  Completed Incident Reports

q  Reviewed Incident with Manager

q  Notified Lawyer

q  Notified Insurance Company

q  Other:____________________ 

____________________________

Follow-up / Recommendations:  _____________________________________________________________________________________
 _____________________________________________________________________________________________________________

 _____________________________________________________________________________________________________________

Supervisor’s Signature:  _____________________________________________  Date:  ______________________________________________
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DAILY LOG BOOK

Date:  __________________________________________________________________________________________________________________
Weather (temperature and conditions, e.g., rain, snow, hail):  ___________________________________________________________

Daily Diary (brief description of today’s events)

Staff Names Time On Shift Time Off Shift

REQUIRES ATTENTION

Furnishings Equipment Supplies

Sales ($) Over / Short (+ / -)

Liquor:

Food:

Other:

Total:

Reviewed By: Review Date:

Actions:
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