Incident Register
Club Licence or Club Restricted Licence Only
Section 116A Liquor Control Act 1988 
Club Name _________________________________________________________
Club Address____________________________________________________________ 	
	
Q1: Date: __________ Time: __________am/pm

Q2: Incident location (e.g. inside/outside/stairs):

__________________________________________ 

Q3: Is there CCTV at location?   ☐   Yes     ☐   No

Q4: Full name of Approved Manager on duty: 

__________________________________________

Q5: Full name and position of reporting person if different to above: 

__________________________________________

Q6: Full names of each employee/volunteer present at the incident:

__________________________________________

__________________________________________

__________________________________________


Q7: Type of incident:   
☐ Person required to leave or be removed
☐ Juvenile or suspected juvenile – no ID  
☐ Juvenile or suspected juvenile – forged / false / counterfeit ID 
☐ Person – behaved in an offensive manner  
☐ Person - drunk  
☐ Person (including Staff) - injured  
☐ Complaint – noise  
☐ Complaint – other
☐ Banned Drinkers Register – inoperable or unable to be used
A person was refused entry because they were:
☐ drunk or
☐ behaved in an offensive manner 
A person who has been refused entry:
☐ made repeated attempts to gain entry or   
☐ behaved in an offensive manner 

	
Q8: Authorities notified (if any)?
☐ WA Police  
☐ Emergency Services  
☐ Department of Local Government, Industry Regulation and Safety  
☐ Other (Provide details) _________________________ 

Q9: Details of incident: 

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________


Q10: Actions taken: 

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Q11: Is this incident related to a member or a guest of a member:
☐ Member    
☐ Guest of a member
☐ Other (Provide details) _________________________

Q12: Has this incident been provided to the Committee/Board for review according to Member Discipline procedures?      ☐ Yes    ☐ No




If your club is required to have crowd controllers for any event and an incident occurs, please use the form “Example Incident Register Template - Single Incident” found here Incident Register at Licensed Premises.
