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Alcohol licences are site specific 

This means that an alcohol licence is issued for a 
particular location such as a premises or an event. 
These are non-transferable between locations.  
Special licences are also site specific, allowing for 
the sale or supply of alcohol at a specific event or 
location.  

On-licence: Issued for a specific premises, like a tavern, 
restaurant or bar, allowing alcohol to be sold for 
consumption on those premises.  
 
Off-licences: Issued for a specific premises, like a 
bottle store or supermarket, allowing the sale and 
delivery of alcohol for consumption off-site.  
 
Club licences: Issued for a specific club premises such 
as a golf, hockey, rugby club etc. This allows the sale of 
alcohol to club members and their guests on the 
premises.  
 
Special licences: Issued for a specific event or series of 
events at a location, allowing the sale or supply of 
alcohol for consumption at that event or location.  
 
Conveyance on-licence: Your premises is a moving 
conveyance such as a bus or boat.  
 

Displaying your licence 
Alcohol licences are to be prominently displayed, 
at the principal entrance of a licensed premises. It 
states on your licence exactly where it should be 
placed. This ensures it is clearly visible and 
compliant with the Sale and Supply of Alcohol Act 
2012.  

The licence itself is to be displayed, not the renewal 
notice. If you have put in your renewal application for 
your alcohol licence, you will continue to operate on 
your existing licence past the expiry date, until the new 
licence is determined.  
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Staff training records and 
refreshers  
All staff must receive training on host 
responsibility practices and general compliance 
with the Sale and Supply of Alcohol Act 2012. 

When the District Licensing Committee (DLC) 
determines whether the licence is issued, it is required 
to ensure the applicant has the appropriate systems, 
staff, and training to comply with the law. It is 
therefore essential you keep records to cover these 
areas. A licensing inspector can request to see what 
systems and training will be in place if a new 
application or check when onsite undertaking routine 
compliance inspections or on renewal visits.  

Some examples of training ideas:  
• Using a copy of your licence and your host 

responsibility policy, discuss these with staff and 
ensure it is signed off as being received, read and 
understood, 

• Using your premises toolkit, talk through the 
different areas with staff and sign off on 
completion, 

• Using resources from the Health Promotion Agency. 
Order them here: 
Go to the Heath Promotion Agency website 
See tools such as: 
- Host Responsibility Guide 
- The Managers Guide  
- Intoxication Assessment Tool 
Keep records on file of what staff have completed, 

• Hold regular team meetings, going over any 
incident logs, problems etc, 

• Many organisations have their own in-house 
training packages that all staff must 
complete/attend on a regular basis,  

• Complete external trainings that do online 
courses/seminars and provide certificates of 
attendance, 

• You could get all staff to complete and hold the 
Licence Controller Qualification, even if they do not 
want a manager’s certificate, 

• And many more.  

HANDY TIP: Keep copies of your staff training 
records within the toolkit, under staff training 
register. Or keep online records to be paper free.  

 

Notification of management 
change 
You must notify the DLC and Police when you: 

• Appoint a new certified manager, 

• Cancel or terminate a certified manager, 

• Hire a temporary or acting manager.  
 
Use the Notice of Management Change form via the 
link below to notify both the DLC and police. 
 
The DLC may, within five working days of receiving this 
notice, inform the licensee that it does not approve the 
appointment. 
Go to our Notice of Management Change form page 
 

We don’t respond to these notifications, unless there 
is an issue.  
 

HANDY TIP: Keep records of your managers 
register within the toolkit under certified 
managers register and temporary and acting 
managers register. This may be checked on 
inspections.  
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How young is too young too 
See this useful tool to use regarding how and where minors may be on licensed premises 

Caselaw 
New Zealand’s alcohol licensing case law is formed by the Alcohol Regulatory Licensing Authority (ARLA) and District 

Licensing Committees (DLC) decisions which interpret the Sale and Supply of Alcohol Act 2012. It sets precedents for 

future licensing applications and enforcement actions.   

We thought it would be beneficial to show our licensees different caselaw examples in each of our alcohol 

newsletters going forward.  

The case below reinforces the requirements around having an appropriate manager on duty, the requirement to let 

us know of the appointment of a temporary manager and keep up to date records of managers working at the 

premises. 

 [2024] NZARLA 38 – Evans v Golden Space Ltd 

The On Licence was suspended by ARLA for 5 days with notice that any further proceedings or non-compliance issues 

would likely result in cancellation of the licence.  The reasons for this decision were that the licensee: 

• Failed to ensure a manager was on duty as the person appointed as a temporary manager hadn’t applied for 
their Managers Certificate within two days of appointment 

• Failed to give notice to Council and Police of the appointment of a Manager 

• Failed to keep an up-to-date record of managers working in the premises 

• Supplied spirits in vessels exceeding 500mL 

• Failed to make drinking water available 

• Failed to keep an incident register (as per licence conditions) 

• Failed to make food menus available (as per licence conditions)
 
 
If you would like a copy of this decision, please email us.  
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Local Alcohol Policy (LAP)  
Thank you to those licensees that came along to the LAP breakfast meeting, it was a great opportunity to 
discuss what is in the draft LAP for those that could be affected - was an awesome turnout.  

The LAP details proposed changes to licensing hours, one way door requirements and a limit to new bottle 
store off licences.  

Please remember, submissions on the policy close 30th May 2025. This is the time to have your say. All 
submissions are welcome, both positive and negative so please take every opportunity to have your say on 
the draft local alcohol policy. 

Have your say 

Submission Form 
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