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This template is provided for guidance only. The content must be reviewed and edited to accurately reflect the layout, operation, staffing structure, risks and procedures within your venue.

Generic or unedited policies may not reflect actual practice and may not demonstrate compliance with legal or licensing expectations.


Door Staff Briefing Sheet

Date Created:
Date of last review: NB Policies should be reviewed annually.

Expected Standards
There are 4 licensing objectives of equal importance:
· The prevention of crime and disorder
· Public safety
· The prevention of public nuisance
· The protection of children from harm

As a business we value our reputation, want to maintain good relationships with our neighbours, care for our customers and staff and are committed to operating lawfully and responsibly at all times. The role of Door Staff is essential in supporting the licensing objectives, maintaining a safe environment and protecting the reputation of our venue. Door teams are expected to act professionally, remain vigilant and work in partnership with venue management, staff, emergency services and the partner agencies.

This briefing sheet is intended to guide Door Staff through the process, it should be implemented in conjunction with all other policies and completed [Edit at the start of every shift, every time there is a new door staff member etc.] 

All Door Staff must hold a valid SIA licence, display their badge and sign into the door register before beginning their shift. 

We would like Door Staff to: [Edit to fit your venue] 
	Open the door, greet guests on arrival / ‘goodbye’ to each guest on departure

	Be located at front door, exit, outside space, specify locations and numbers

	Collect glasses 

	Direct guests to the designated smoking area, not to hang around the entrance/exits

	Carry out toilet checks – how often?

	Clear external areas - by when?

	Clear the bar - by when?

	Carry out searches – explain who/where

	Monitor and Record Capacity




	BRIEFING ITEM
	CONFIRMED

	Venue Trading times 
	☐

	Fire exits and evacuation procedures explained
	☐

	Evacuation assembly/assembly points identified
	☐

	Terror attack / invacuation / lockdown procedures explained
	☐

	Suspicious behaviour reporting and escalation procedures explained
	☐

	Conflict management expectations discussed
	☐

	Safeguarding procedures explained
	☐

	Vulnerable person procedures explained including Ask for Angela 
	☐

	Crime scene preservation procedures explained
	☐

	Search policy explained
	☐

	Drug/weapons confiscation procedures explained
	☐

	Incident recording procedures explained
	☐

	Use of SentrySIS / DISC / incident logging systems explained
	☐

	Capacity management procedures explained
	☐

	External area monitoring expectations explained
	☐

	Glassware control procedures explained
	☐

	Safe Space / Welfare Area location identified
	☐

	Radios issued and tested
	☐

	Body worn camera expectations explained (if applicable)
	☐

	Toilet check expectations explained
	☐

	Closing procedures explained
	☐




Please do NOT [Edit to fit your venue]
	Smoke, consume food or use mobile phones whilst on the door

	Block doorway or stand with feet up against doorways/walls

	Use discriminatory or inappropriate language

	Leave positions unattended without permission

	Ignore safeguarding or welfare concerns

	Fail to record incidents or security concerns

	Edit and add Any further expectations




Please sign this document to acknowledge that you have understood the Door Staff Induction Sheet and what you are required to do.

Date:						

Trainer’s Name:                                                                    Trainer’s Signature: 
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