
Caryford Hall bar and stock policy and procedure 
 
Document History: 

Draft 2 received from TC 13.02.18; revised by RM 28.02.18; discussed at MC 08.03.18; agreed wording to be 

ratified at MC 12.04.18. 

 

 

§1. Alcohol at Caryford 

 

1.1 The monitoring of the safe consumption of alcohol on the premises is a shared 

Management Committee responsibility now that the mandatory requirement for a Designated 

Premises Supervisor (DPS) has been removed (confirmed by Anita Legg, Licensing Officer 

for SSDC on 08.03.18).    To facilitate this, a standing item will be added to the agenda of the 

monthly Management Committee meetings - ‘Bookings with alcohol’. 

 

1.2 Members of the Management Committee take responsibility for ensuring adherence to 

the terms of the Licence agreement. They will ensure that hall hirers and bar staff are aware of 

these conditions through the standard conditions of hire document; the alcohol at your event 

form; and the hire agreement. These documents are attached as appendices to this document 

and will be reviewed annually.     

 

 

§2. Hire of hall, alcohol and conditions of premises licensing 
 

2.1 As part of the process of hiring the hall, hirers are asked to read the Caryford Hall 

standard conditions of hire and complete the hire agreement. This asks hirers intending to serve 

alcohol – whether it is for sale or not – to read, fill in, sign and return the ‘Alcohol at your 

event’ form. This gives information about the conditions of the Caryford Premises License and 

stipulates Caryford Hall’s requirement that these conditions are met. For example, one of the 

conditions of hire concerns ‘Drunk and disorderly behaviour and supply of illegal drugs’. This 

states that: 

 

The Hirer shall ensure that in order to avoid disturbing neighbours to the hall 

and to avoid violent or criminal behaviour; care shall be taken to avoid excessive 

consumption of alcohol. No illegal drugs may be brought onto the premises. 

Drunk and disorderly behaviour shall not be permitted either on the premises or 

in its immediate vicinity. Any person suspected of being drunk, under the 

influence of drugs or who is behaving in a violent or disorderly way shall be 

asked to leave the premises in accordance with the Licensing Act 2003. 

 

§3. Sale of alcohol 
 

3.1 When alcohol is being sold the poster giving tips on the sale of alcohol should be 

pointed out to anyone running the bar so that they fully understand their responsibilities under 

the Licensing Act. The poster warning people that they will be asked to provide proof of age if 

they appear to be under 25 needs to be on display for people coming to the bar and those 

running the bar.     
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§4. Where we are running the Bar as a fundraising event 
 

4.1 Where the Hall Committee is running a bar the objective is to provide Hall users with 

good-quality products at a competitive price, whilst at the same time maximising income to the 

Hall.  

 

4.2 It was agreed that we run down the existing stock and operate a hybrid model of a small, 

narrow stock of products combined with, where appropriate, additional products relevant to a 

particular event which will always be on a sale or return basis. 

 

4.3 The key principles are: 

 

1. Caryford Hall is not trying to replicate a pub/club and only offers a limited range 

of products.    For many, wine plus a soft drink will suffice; for others this can 

be supplemented by one type of beer, lager or cider.    We don’t offer spirits as 

they pose immediate problems in requiring mixers and estimating/storing 

opened bottles. 

2. The Caryford Premises License stipulates that no alcohol is stored on the 

premises. Accordingly, following an event any unsold alcohol must be removed 

from the hall straight away and returned to the stock holder (currently the 

Treasurer) as soon as possible.     

3. At the end of an event, any opened bottles can be offered to helpers for a 

donation. If still unsold, then opened bottles should be returned to the stock 

holder (currently the Treasurer). The current Treasurer commits to their 

purchase at pro rata cost for the term of his tenure. However disposed, the 

proceeds are added to the bar takings of the event. 

4. Ideally all drinks, alcoholic and non-alcoholic, will be purchased locally from 

the list of preferred suppliers (see Appendix).  

5. If drinks are purchased on a sale or return basis, care needs to be taken not to 

open packages of beer, bottles of wine etc. until they are needed as they often 

cannot then be returned to the supplier. 

6. If substantial demand for soft drinks is anticipated, they should be bought in 

‘family size’ bottles where possible to help maximise return. 

7. The suppliers, prices and customer preferences will be reviewed annually.   

Customer preferences and sales will be collated using the information gathered 

from the spread sheets and event feedback forms. This intelligence will be used 

to inform future buying.  

 

4.4 It was agreed that we improve the process of bar stock management so that it is clear 

and unambiguous to the Treasurer in terms of a flow process – see Procedures for Bar Organiser 

at appendix 2. 

 

4.5 This policy to be reviewed at the Management Committee in October 2018 and then 

annually. 

 

R Middleton    09.04.18 
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Appendix 1: approved suppliers and authorised purchasers 

 

Somerset Wine: TB, AG, HL, RL, RM, EM. 

Martins: HL, RL. 
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Appendix 2: Procedures for Bar Organiser  

 

1. We are now operating the new alcohol policy (agreed at the Management Committee 

Meeting 08.03.18) which means that we are running down the existing stock and operating a 

hybrid model of a small, narrow stock of products combined with, where appropriate, 

additional products relevant to a particular event. 

 

2. With the aim of servicing events without compromising financial control, and thus 

profit-maximisation, the following are the procedures for the bar organiser. 

 

2.1 As per all other CCHA activities, no purchases without prior permission of the 

Treasurer – this can be done by email. 

 

2.2 Once agreement obtained, the Treasurer must be informed by email immediately of: 

 

2.2.1 Where purchases made and whether it is for reimbursement to the purchaser or 

by the use of the accounts at Martin’s and Somerset Wine; 

2.2.2 What has been purchased: product; number purchased; unit price including 

VAT; and total invoice value. 

 

2.3 Any Bar organiser wishing to provide a non-standard item for a particular event needs 

to make a case to the Treasurer for why such an item would be acquired (explain nature 

of event and likely attendance, including number of tickets sold hitherto). Such 

purchases will ALWAYS be on a Sale or Return basis. Again this can be done by email, 

and again the Treasurer – mindful of the risks associated with Sale or Return where 

stock in packs has been opened – will seek to minimise the risks to the Hall by limiting 

the number of items purchased. 

 

2.4 Where an item on Sale or Return basis has been agreed all efforts must be made to 

ensure that the stock is sold, and when not sold that the residue is in an appropriate 

condition to be returned to whence it was purchased. 

 

2.5 The Stock Holder (currently the Treasurer), or someone else who has permission to 

collect, will deliver the drinks held in stock to the Hall in good time for an event. Where 

purchases have been made, it is the responsibility of the purchaser to make the delivery 

to the Hall. 

 

2.6 The Treasurer will prepare a stock list for each event on the basis of what has come 

from stock plus the purchases of which he has been informed.  

 

2.7 At the end of the event all remaining stock will be delivered back to the Stock Holder 

(including that on a Sale or Return basis) along with the empties (Bottles/cans) collected 

from the event. The Treasurer will then do an end of event audit (preliminary until stage 

2.8 completed). 

 

2.8 The Stock Holder, or his representative, will return any Sale or Return stock to the 

appropriate retailer. Once they have accepted those returns the Treasurer will finalise 

the account for the event. 

 


