
1️⃣ SOP Title
Alcohol Service Compliance SOP – Responsible Serving, Legal Compliance & Risk Control Procedure
2️⃣ Department
Food & Beverage Service
(Co-ordination: Bar, Restaurant, Security, Management, Legal/Compliance)

3️⃣ Purpose
To establish a structured alcohol service compliance procedure to ensure:
· Responsible alcohol service
· Compliance with local laws and licensing regulations
· Prevention of underage drinking
· Control of over-intoxication
· Protection of guests, staff, and business reputation
Alcohol service must always be responsible and legally compliant.

4️⃣ Scope
Applicable to:
· Bar operations
· Restaurant alcohol service
· Banquet events
· Room service alcohol delivery (if permitted)
· Promotional alcohol events
Applies to:
· Bartenders
· Stewards
· Captains
· Supervisors
· Managers
· Security

5️⃣ Responsibility
	Position
	Responsibility

	Server / Bartender
	Verify age & monitor intoxication

	Supervisor
	Support decision to refuse service

	Manager
	Handle escalation cases

	Security
	Assist in difficult situations

	Management
	Ensure licensing compliance



6️⃣ Step-by-Step Procedure

PART A – AGE VERIFICATION

A. Legal Drinking Age Compliance
1. Know the legal drinking age as per local law.
2. Request valid photo identification if age is doubtful.
3. Accept only approved ID types.
4. Refuse service if valid ID not provided.
5. Record incident if refusal occurs.
No ID, no alcohol service.

PART B – MONITORING INTOXICATION

B. Signs of Intoxication
Watch for:
1. Slurred speech
2. Unsteady movement
3. Aggressive behavior
4. Delayed reaction
5. Excessive loudness
Servers must monitor continuously.

C. Controlling Over-Service
1. Serve standard measured quantities.
2. Avoid double servings unless permitted.
3. Slow down service if needed.
4. Offer food and water.
5. Inform supervisor if concern arises.

PART C – REFUSAL OF SERVICE

D. Refusal Protocol
1. Remain calm and respectful.
2. Clearly explain reason: “For your safety, we cannot serve more alcohol.”
3. Do not argue.
4. Inform supervisor immediately.
5. Involve security if required.

PART D – INTOXICATED GUEST MANAGEMENT

E. Handling Intoxicated Guest
1. Stop alcohol service.
2. Offer water or food.
3. Encourage safe transportation.
4. Avoid public confrontation.
5. Document incident.

PART E – ALCOHOL STORAGE & DISPLAY

F. Secure Storage
1. Store alcohol in locked area.
2. Restrict access to authorized staff.
3. Maintain stock register.
4. Monitor high-value brands.

PART F – LEGAL OPERATING HOURS

G. Service Timing Control
1. Serve alcohol only during permitted hours.
2. Stop service at legal cut-off time.
3. Inform guests politely before closing time.
4. Follow licensing conditions strictly.

PART G – PROMOTIONAL CONTROL

H. Responsible Promotions
1. Avoid promotions encouraging excessive drinking.
2. Comply with advertising regulations.
3. Obtain approval for special alcohol events.
4. Monitor guest behavior during promotions.

PART H – EVENT & BANQUET CONTROL

I. Large Group Alcohol Service
1. Monitor consumption carefully.
2. Ensure legal age compliance.
3. Stop service if disorder begins.
4. Inform event organizer if required.

PART I – INCIDENT REPORTING

J. Documentation
Record incidents such as:
1. Refusal of service
2. Underage attempt
3. Aggressive behavior
4. Safety concerns
Include:
· Date and time
· Guest description
· Staff involved
· Action taken

PART J – TRAINING & AWARENESS

K. Staff Awareness
1. Conduct regular responsible service training.
2. Update staff on local legal requirements.
3. Train on conflict management.
4. Review past incidents for learning.

PART K – DOCUMENTATION

L. Records to Maintain
· Alcohol License Copy
· Age Verification Log (if required)
· Incident Report Register
· Daily Sales Report
· Stock Control Log

7️⃣ Do’s and Don’ts
Do’s
✔ Verify age when unsure
✔ Monitor intoxication signs
✔ Serve measured quantities
✔ Document refusal incidents
✔ Follow legal operating hours
Don’ts
✘ Don’t serve underage guest
✘ Don’t overserve intoxicated guest
✘ Don’t argue during refusal
✘ Don’t ignore aggressive behavior
✘ Don’t violate licensing rules

8️⃣ Compliance & Safety Standards
· 100% age verification compliance
· No service beyond legal hours
· Responsible alcohol monitoring
· Proper incident documentation
· Secure storage maintained

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Suspected underage guest
	Supervisor

	Intoxicated guest refusal
	Supervisor

	Aggressive behavior
	Manager & Security

	Legal complaint
	Management immediately

	License inspection
	Management



🔟 Documentation / Records Required
· Incident Report
· Alcohol Stock Register
· License Compliance Record
· Refusal Log
· Daily Sales Summary

1️⃣1️⃣ Common Mistakes to Avoid
· Not checking ID
· Overserving regular guests
· Ignoring early intoxication signs
· Poor documentation
· Weak supervision
· Non-compliance with service hours



