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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.


	Checking ID - The FLARE System

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

Only original, valid photographic ID should be accepted. Photocopies, screenshots, images on phones or expired ID must not be accepted.

FEEL
· Have the person remove ID from their wallets or holders.
· Feel for raised surfaces, tampering, cut-and-paste sections or peeling layers/holograms.
· Check whether lettering, laminate or security features appear damaged, altered or scratch off.

LOOK
· Check recognised security features such as PASS holograms or driving licence security markings.
· Compare the photograph carefully with the customer, focusing on facial structure (for example nose, ears and chin), recognising that hairstyles, makeup and facial hair may change.
· Check the date of birth and ensure the customer meets the relevant age requirements.
· Check expiry dates and refuse expired ID.
· Be aware that UV markings alone do not prove ID is genuine.

Staff may use the PASS Card Verify app to assist in checking physical PASS cards (including CitizenCard) where available. Verification does not replace staff judgement or Challenge 25 checks.


ASK
· Ask the customer questions to confirm details shown on the ID, such as date of birth, middle name, postcode or address.
· Where appropriate, ask a companion simple corroborating questions.
· Ask the customer to confirm or sign their name if concerns remain.
· Request supporting identification (for example a bank card in the same name), noting this does not replace valid photographic ID.

REFUSE SALE/ENTRY
If staff are not satisfied that the ID is genuine or belongs to the customer, alcohol must not be sold and/or entry refused in line with the premises age verification policy.

REFUSAL LOG / RECORD KEEPING
Record refusals in the refusal register, EPOS system or other recording process, including:
· Date and time
· Name/description of person (where appropriate)
· Reason for refusal of entry (suspected fake ID, expired ID, No ID)
· Staff member making refusal

By signing below, staff confirm that they have read and understood the Checking ID – Flare system and agree to act in accordance with its contents.

Name: 

Role:

Signature:

Date:
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