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Club Licence Toolkit  
This resource, designed by Health New Zealand is to 
help clubs ensure they operate responsibly and in 
compliance with the Sale and Supply of Alcohol Act 
2012.  

 Key Benefits for Your Club or Business: 

Centralised Compliance Documentation 
The toolkit provides a structured way to organize all 
required documents (e.g. licence, manager certificates, 
training records) in one place, making it easy to present 
during compliance checks. 
 
Guidance on Legal Obligations: 
It outlines your responsibilities under the law, including: 

• Who can be served alcohol,  

• Host responsibility practices, 

• Incident recording and emergency management, 

• Staff training and certified manager requirements. 
 

Templates and Forms 
Includes ready-to-use templates such as: 

• Host Responsibility Policy, 

• Incident Logs, 

• Staff Training Registers, 

• Trespass Notices, 

• Alcohol Management Plans, 

• Emergency Contact Lists. 
 
Staff Training and Induction 
Acts as a training tool for bar staff and volunteers, 
ensuring they understand their responsibilities and how 
to handle alcohol service safely and legally. 
 
Operational Readiness 
Helps you stay prepared for: 

• Licence renewals, 

• Refresher training, 

• Compliance inspections by Police, Licensing 
Inspectors, or Medical Officers of Health. 
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Risk Management 
Encourages proactive management of alcohol-related 
harm, amenity issues, and serious incidents, helping 
protect your club’s reputation and licence. 
 
Living Document 
Designed to be updated regularly with new policies, 
procedures, and compliance records, ensuring your club 
stays current with legal and operational standards. 
 
You can order or download the full toolkit and templates 
from here or contact us for a free copy.  
 
 

 
 

Systems, Staff and Training  
As a holder of a Club Licence under the Sale and 
Supply of Alcohol Act 2012, you are required to 
maintain specific systems, staff protocols, and 
training standards to ensure compliance with the 
Act, your licence conditions and to promote 
responsible alcohol service.  

Systems You Must Have in Place 

• Sign-in book: for non-members (guests), 

• Signage: Clearly display signs about the prohibition of 
alcohol sales to minors and intoxicated persons at all 
points of sale,  

• Till Prompts: Use POS systems that prompt staff to 
check ID or confirm age before completing a sale,  

• Intoxication Assessment Guidelines: Provide staff 
with visual guides to help identify signs of 
intoxication, 

• Incident Logs: Maintain a log of any incidents 
involving intoxicated patrons or refusals of service. 
 

Staff Requirements 

• You must have appointed a manager that holds a 
manager certificate. 

• Have someone appointed as Club secretary and 
update us of any change.  

• Manager’s Register: Keep a detailed register of all 
certified, acting, and temporary managers, including 
their certificate numbers, appointment dates, and 
any changes.  
 

Staff Training Obligations 
Initial and Ongoing Training: All staff and volunteers 
must be trained in: 

• Host responsibility practices, 

• Recognizing and managing intoxication, 

• Checking and verifying ID, 

• Understanding the club’s alcohol licence conditions.  
 
Training Frequency: Training should be refreshed at 
least every 6 months and documented. 
Ideas for Training Content: 

• How to refuse service to intoxicated persons, 

• How to handle minors on the premises, 

• Encouraging food and non-alcoholic drink 
consumption, 

• Providing safe transport options for patrons, 

• How to report incidents. 
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Signing in  
Under a Club Licence, the rules around signing in 
guests are clearly defined by the Sale and Supply of 
Alcohol Act 2012. Here's what you need to know: 

Who Can Be Served Alcohol Under a Club Licence? 
Only the following groups are legally allowed to be 
served alcohol: 
Club Members 

• Must be officially registered and recognized under 
the club’s constitution or rules. 

Guests of Members 

• Must be accompanied by the sponsoring member at 
all times, 

• Must leave the premises when the member leaves.  
Members of Reciprocal Clubs 

• These are members of clubs that have a formal 
reciprocal visiting agreement with your club, 

• These clubs should be named in your club’s rules or 
constitution.  

 
Sign-In Requirements for Guests 
All non-members (guests) must: 

• Complete a sign-in slip/book upon arrival, 

• Be accompanied by their sponsoring member at all 
times, 

• Be clearly identified in the club’s guest register or 
logbook. 

 
Bar staff must: 

• Sight a current membership card or reciprocal club 
card before serving alcohol, 

• Refuse service to any person who is not a member, 
guest of a member, or reciprocal club member, or 
risk breaching their licence conditions. 
 
 

 

 

Reciprocal Rights  
Reciprocal rights mean that: 

• A club member can visit another club that has 
a reciprocal agreement in place. 

• They can purchase and consume alcohol at 
that club as if they were a member. 

• This is only legal if both clubs have a formal 
reciprocal visiting arrangement documented 
in their rules or constitution.   
 

You must be able to provide clear, documented 
proof of valid reciprocal visiting rights arrangements. 
Here's what is typically required:  

Club Constitution or Rules 
Your club’s constitution or rules must explicitly state: 

• That your club recognizes reciprocal visiting rights. 

• The names of other clubs with which you have 
these arrangements. 

This document is often requested during licence 
applications or renewals  
 
Formal Agreement or Charter 
If your club is part of a national body (e.g., Clubs New 
Zealand), the Club Charter may serve as evidence of 
reciprocal rights. 
This charter should outline: 
• The terms of reciprocal access. 
• The expectations for visiting members. 
• Any limitations or conditions on those rights  
 
Membership Verification Process 
You must have a system in place to verify that a 
visiting person: 
• Is a current financial member of a reciprocal club. 
• Presents a valid membership card or letter of 

introduction. 
Staff should be trained to check and record this 
information before serving alcohol.   
 
Compliance During Inspections 
During an inspection, a Licensing Inspector may ask to 
see: 

• Your club rules or constitution. 

• A copy of the reciprocal agreement or charter. 

• Your visitor sign-in register. 

• Evidence that staff are trained to enforce these rules. 
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Incorporated Societies Act 2022 
This is a reminder to ensure your club registers 
under the Incorporated Societies Act 2022 by  
05 April 2026. After this date, any society that has 
not re-registered will be automatically dissolved. 
 
Find more information on these changes via NZ 
Companies Office or Sport NZ. 

Club Case Law  
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.    

The case below reinforces the requirements around 
managing intoxication, inadequate systems and training, 
lack of action and ensuring disciplinary action.  

In a recent DLC decision, case 49D/2025/NZDLC/363 the 
renewal of a Clubs alcohol licence was declined.  

Background of the Case 
• A club member consumed alcohol at the club during 

a presentation event. 
• Later that night, the member drove while intoxicated 

and struck a person who died from the injuries. The 
member had a breath alcohol level of 993mcg, nearly 
four times the legal limit. 

• The member pleaded guilty to manslaughter, reckless 
driving, and failing to stop after the crash. 
 

Key Findings of the DLC Decision 
Failure to Manage Intoxication 
• The DLC found it “extremely concerning” that the 

members level of intoxication went undetected by 
staff. 

• Staff had not received formal training in identifying 
intoxication since the incident. 

Lack of Immediate Action 
• The club took 10 months to implement changes, and 

only after the licensing inspector opposed the 
renewal. 

• The DLC criticized the club for not taking “direct and 
immediate steps” to prevent future harm. 

Inadequate Systems and Training 
• The club lacked appropriate systems, staff training, 

and host responsibility practices. 
• The executive committee was found to not fully 

understand the seriousness of the issues raised. 

No Suspension or Expulsion 
• The member retained their club membership, and no 

disciplinary action was taken against the member by 
the club. 

Decision Outcome 
• The DLC declined the renewal of the club’s alcohol 

licence. 
• The club was allowed to continue trading for three 

months (until June 4, 2025) to wind down operations  
 

Legal and Operational Implications 
This case underscores the importance of: 
• Proactive host responsibility and staff training 
• Immediate and transparent responses to alcohol-

related incidents 
• Maintaining a culture of accountability within 

licensed clubs 
 
It also sets a precedent that failure to manage 
intoxication and delayed corrective action can result in 
the loss of a club licence, regardless of a club’s history or 
community standing. 
 

 

 

It is important to remember we are able to 
complete alcohol inspections or conduct controlled 
purchase operations at any time. These checks will 
ensure the Club is complying by the Club Licence 
and the Sale and Supply of Alcohol Act 2012.  

Don’t hesitate to contact 
the Alcohol Licensing 
Team for any enquiries 
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