INCIDENT LOG

An incident log shall be kept at the premises and made available on request to an authorised officer
of the City Council or the Police. It must be completed within 24 hours of the incident and will record
the following:

(2) all crimes reported to the venue

(2) all ejections of patrons

(3) any complaints received concerning crime and disorder

(4) any incidents of disorder

(5) all seizures of drugs or offensive weapons

(6) any faults in the CCTV system, searching equipment or scanning equipment
(7) any refusal of the sale of alcohol

(8) any visit by a relevant authority or emergency service

SERIOUS ASSAULT

In the event that a serious assault is committed on the premises (or appears to have been
committed) the management will immediately ensure that:

(1) The police (and, where appropriate, the Ambulance Service) are called without delay;

(2) All measures that are reasonably practicable are taken to apprehend any suspects pending the
arrival of the police;

(3) The crime scene is preserved so as to enable a full forensic investigation to be carried out by the
police; and

(4) Such other measures are taken (as appropriate) to fully protect the safety of all persons present
on the premises.

CCTV
CCTV will be in operation 24 hours a day.

CCTV to be installed to the specifications and locations of West Midlands Police Licensing Department
at Birmingham Central Police station. Recording at all times premises are open for any licensable
activity Which ever system used all images are to be held for a minimum of 28 days. If tape system
used all tapes are to be held in secure holding facility. If tape system used all tapes to be replaced
every 6 months with new ones. This is to be recorded in incident book for premises. All images held
are to be available immediately on request by any of the responsible authorities.
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The CCTV system is to be checked daily, prior to carrying out licensable activity, to ensure it is working
and recording this checked will be documented, timed, dated and signed by the person checking.

If for any reason the hard drive needs to be replaced then the previous / old hard drive will be kept
on the premises for a minimum of 28 days and made available to WMP if required.

There will be a member of staff on site, while the premises is carrying out licensable activity that is
capable of operating the CCTV systems. Images / recording will be made available to WMP on request.

CAPACITY
The maximum capacity of persons shall be subject to a fire risk assessment
IDENTIFICATION AND REFUSALS

The premises will operate a Challenge 25 policy. Signage will be displayed at the venue. The only
identification that the premises will accept will be Photo driving licence, Passport or Pass approved
card.

Staff will record all refusals of alcohol and other age restricted products and the books will be checked
and signed weekly by the Designated Premises Supervisor. The refusal register must be made available
for inspection by any of the responsible authorities.

SIA DOORSTAFF

A member of the management team of the premises will have control and direction over the security
team when the premises is open for licensable activities

The number of SIA licensed door staff on duty shall be subject to a risk assessment, which shall be
documented and made available to the responsible authorities upon request. This condition applies
both to normal days as well as to event days.

Where there is a requirement for SIA licensed door supervisors, the licensee shall ensure that

a) they are on duty at the entrance of the premises at all times whilst it is open for business and
remain on duty past the closing time of the premises for a period until all patrons have
dispersed from the locality. Door supervisors will patrol areas around collection points for
taxis by the premises to prevent disorder and be Deployed as per the risk assessment.

b) atleast one licensed SIA door staff on duty at the premises shall be equipped with Body Worn
Video (BWV), capable of recording audio and video in any light condition as per the minimum
requirements of the West Midlands Police. That person shall be required to attend all
incidents that require intervention.

c) all BWV recordings shall be stored for a minimum period of [28/31] days with date and time
stamping, and

d) viewing of recordings shall be made available immediately upon the request of Police or
Birmingham City Council

All door supervisors working at the premises are to sign on duty, listing their first and surnames
together with their full SIA licence number when they start work and off duty when they finish. All
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door supervisors must wear there SIA badge in a clear sleeve arm holder. Door supervisors will wear
hi-visibility coats /jackets or tabards. Where door supervisors are used the premises will retain a
profile of all door supervisors that have worked at the premises in the last 3 months. A profile will
consist of proof of ID (copy passport, photo driving license, SIA badge) and proof of address dated
within the last 6 months (copy bank statement, utility bill etc). No proof of address needed if proof of
ID is photo driving license Door supervisor profiles must be retained at the premises and be made
available for inspection immediately on request of any of the responsible authorities. Door supervisors
will work past the closing time of the premises for a period until all patrons have dispersed from the
locality. Door supervisors will patrol areas around collection points for taxis by the premises to prevent
disorder.

Door supervisors stationed outside the premises shall wear hi-visibility jackets/coats. Door supervisors
inside shall wear hi-visibility waist coats. All SIA door staff will wear their SIA badge in a clear arm
sleeve. When door staff are deployed at least one door staff will be equipped with a bodycam and will
attend all incidents that require intervention. Bodycam footage will be retained for a minimum of 31
days.

STAFF TRAINING

Staff shall be trained in the requirements of the Licensing Act 2003 in terms of the licensing objectives,
offences committed under the Act and conditions of the Premises Licence. Staff shall sign to confirm
that they have received and understood the training. Written records of this training shall be retained
and made available to the Police or authorised officers of the Licensing Authority upon request.

All staff responsible for selling alcohol shall receive relevant training before making any unsupervised
sales.

The training shall include:

e the Licensing Act 2003 in terms of the licensing objectives and offences committed under the
Act;

e the conditions of the Premises Licence;

o the sale of age-restricted products.

This training will be refreshed at least every six months. Staff shall sign to confirm that they have
received and understood the training. Written records of this training shall be retained and made
available to the Police or authorised officers of the Licensing Authority upon request.

Age-restricted products training shall cover the following steps:

o the assessment of age;

e how and when to challenge for proof of age;

e acceptable proof of age and how to check; and
e recording refusals.

All staff shall be trained in how to identify drunk or drug impaired customers. This training shall be
repeated at least biannually. Staff shall sign to confirm that they have received and understood the
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training. Written records of this training shall be retained and made available to the Police or
authorised officers of the Licensing Authority upon request.

All staff shall be trained in how to manage a crime scene and crime scene preservation. This training
shall be repeated at least once a year. Staff shall sign to confirm that they have received and
understood the training. Written records of this training shall be retained and made available to the
Police or authorised officers of the Licensing Authority upon request.

OPERATING POLICIES

A copy of the premises’ dispersal/drugs/search/security/vulnerability policies shall be made readily
available at the premises for inspection by a police officer and/or an authorised officer of Birmingham
City Council.

The premises will have at least one staff member on duty that is first aid trained when carrying out
licensable activity and a first aid trained staff member will take the lead on any medical or
vulnerability incidents

STAFF TRAINING

The premises licence holder shall ensure that all shift managers are trained in safety and accredited
Conflict Management Training.

LICENSABLE ACTIVITIES
The premises will conclude licensable activity at 0330 each day.
LAST ENTRY TIME

Last entry time, save for smokers, will be 03:00 hours
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