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Beggars	Pizza	Employee	Liquor	Control	Manual	

● General Guidelines

● Staff & Management Responsibilities

● Local Laws You Should Know
o Legal Serving Hours in Downers Grove
o Minimum Age of Sellers/Servers
o Adults Sharing Drinks with Minors
o Liquor Product Identification Signs
o Serving Intoxicated Individuals
o Mandatory Training
o Giving Away Alcohol

● Alcohol Awareness Programs
o Compliance Testing (Control Buy)
o DUI Notification Program

● Prevention, Recognizing & Handling Intoxicated Individuals

● Carding Procedures

● Miscellaneous Forms
o Acknowledgment Form
o Incident Log

● Other
o Illinois Driver’s License Samples
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Beggars Pizza has strict guidlines which we expect all of our employees to 
adhere to. 

Below are our policies and procedures as well as state and local ordinances. 
We do not want anyone operating a vehicle if they have had too much to 

drink�QRU�GR�ZH�ZDQW�WR�VHOO�WR�PLQRUV� 
It is our mission to protect our customers and the surrounding community. 

General Guidelines 

● The State of Illinois requires customers buying alcohol to be at least 21 years of age.

● The initial order must be taken by an employee who is at least 21 years of age. Carding and/or�
approval for the table must be done by an employee who is at least 21 year of age. All�
additional orders for patron(s) may be taken by a server who is 19 years of age or older.

● An employee of legal age (over 21) must always be available to ring up sales of alcoholic�
beverages or take the initial drink order for a co-worker who is under 21.

● Employees under the age of 21 should be monitored to insure that they do not sell or
have access to liquor for themselves or their friends.

● Any patron who looks under the age of 40 should be carded at all times.
.

● Keep State identification guide on premises for employees to check validity of out-of-state�
Licenses/identification cards.

● Hour restrictions and times when alcohol cannot be sold must be strictly enforced.

● Employees should be fully aware that they have the legal right to refuse to sell alcoholic�
beverages to anyone unable to produce proper identification or who they feel is
intoxicated.

● All signage will be posted in clear view at accesses, and will include;
➢ Hours of operation
➢ Warning to minors
➢ Government warning
➢ Rules of establishment

● Advise employees they are subject to fines, suspension or termination should they violate any��
of the laws or ordinances.

● :H�ZLOO�QRW�GHOLYHU�DOFRKRO�ZLWK�SL]]D�GHOLYHU\�RUGHUV�RU�DOORZ�DOFRKRO�WR�EH�UHPRYHG�IURP�WKH�
UHVWDXUDQW�
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Staff and Management Responsibilities 

● SERVERS
➢ Checking ID’s/proper forms of identification
➢ Know state and local liquor laws and legal responsibilities of those who serve alcohol.
➢ Enforce local laws regarding minimum drinking age.
➢ Give last call ½ hour prior to official closing.
➢ Never give away alcohol.
➢ Anyone who knowingly over serves a customer will risk being immediately terminated..
➢ Alcohol will only be served during hours of operation.
➢ Offer customers options for alternative transportation

● MANAGEMENT
➢ Provide free non-alcoholic drinks to "designated drivers".
➢ Ensure all employees receive formal training.
➢ Require all employees handling and serving liquor to receive a certificate of�

completion from the Beverage Alcohol Sales & Service Education & Training�
(BASSET) or a comparable certification program.

➢ +ROG�ZHHNO\�PHHWLQJV�WR�LQIRUP�VWDII�RI�QHZ�SROLFLHV�RU�UHJXODWLRQV�RU�WR�GLVFXVV�
VLWXDWLRQV�ZKLFK�PD\�KDYH�RFFXUHG�GXULQJ�WKH�SUHYLRXV�ZHHN�

➢ At least one person shall be required to be on premise, who has completed BASSET�
training, during the hours when alcoholic beverages may be purchased.

➢ Distribution of a policy manual to employees upon hire.
➢ Obtain signed Servers Receipt of Liquor Handling Policy/Procedure Manual upon

date of hire.
➢ Provide food service at least 1 hour prior to close.
➢ Be sure beverage service policies are enforced by personnel.
➢ Provide employee guidance/assistance to ensure enforcement of Liquor Handling
➢ Evaluate intoxicated guests when requested by Staff.
➢ Terminate liquor service, when necessary, in a hospitable manner.
➢ Call cab for intoxicated guests.
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Local Laws You Should Know 

LEGAL SERVING HOURS ​(Section 3-31) 
Another area where disregard of the law may bring stiff penalties concerns the hours when liquor may 
and may not be served. You should know when you must stop serving, when all glasses must be off the 
tables and bar, and when all guests must be out of the establishment. If it becomes necessary in 
upholding the law, remove glasses from the tables. 

Day Hours 
Monday through Thursday 8:00 a.m. to1:00 a.m., the following day 
Friday and Saturday 8:00 a.m. to 2:00 a.m., the following day 
Sunday 9:00 a.m. to 1:00 a.m., the following day 
New Years Eve 8:00 a.m. to 2:00 a.m., the following day 
St. Patrick's Day 8:00 a.m. to 2:00 a.m., the following day 
Thanksgiving Eve 8:00 a.m. to 2:00 a.m., the following day 
It is unlawful to permit customers to consume alcohol on premises later than one hour after the 
applicable closing time. Food service for all restaurants must be available up until 1 hour prior to close. 

MINIMUM AGE OF SELLERS ​(Section 3-28) 
Age of seller policies require that alcohol servers and clerks be a minimum age in order to legally serve 
or sell alcohol. Clerks must be at least 21 years of age to ring up any sale of alcoholic liquor. Servers 
must be a minimum of 19 years of age; however, they under 21 server MAY NOT take the initial order 
or make the determination that a patron is of age. Initial orders/determination of age (carding) must be 
done by another server who is over 21. 

ADULTS SHARING DRINKS WITH MINORS ​(Section 3-36) 
The Management will make it clear that adults sharing drinks with minors will not be tolerated. 
Regardless if in the company of parents, those under 21 should not be allowed alcoholic beverages. 
- If an instance arises, the Manager will immediately tell the party that such practices are not permitted.
- Make it understood any alcoholic beverage in front of a minor will be immediately removed.
- If the party persists, the Manager will remove the alcoholic beverage from the adult and refuse to
accept further orders.

LIQUOR PRODUCT IDENTIFICATION SIGNS ​(Section 3-33.2) 
The sale of alcoholic liquor for consumption on the premises within the Village shall be limited to 
restaurants, hotels and recreational facilities, with liquor sales as incidental of the operation of any such 
establishments. Liquor product identification signs, (banner, placard, poster streamer, balloon or other 
attention getting device, which is designed or used to advertise, promote or identify a particular brand 
of 
liquor - including, but not limited to, “beer signs” that may involve electronic or neon displays) ​shall 
not 
be permitted as any interior or exterior window sign or as any form of exterior sign ​for any 
premises holding a license for on-premise consumption. Patio Umbrellas shall not constitute a sign. 
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SERVING INTOXICATED INDIVIDUALS ​(Section 3-25) 
Serving an obviously intoxicated person is strictly a violation of policy and may lead to civil or 
criminal responsibility. If an obviously intoxicated person leaves the premises and gets into an accident, 
a civil suit or criminal proceedings may be brought against both the company and the individual 
employee(s) responsible. Our best protection will come from the exercise of common sense by both 
management and employees. Employees serving alcoholic beverages should be aware of their 
responsibilities AND their potential personal liability. 

.08 is the Illinois Blood Alcohol Content (BAC) limit. Any person driving in the State of Illinois 
with a BAC of .08 or more risks being charged with Driving Under the Influence (DUI) 

MANDATORY CERTIFIED TRAINING ​(Section 3-33.3) 
Every employee who serves, sells or distributes alcoholic liquor shall successfully complete a certified 
training program and maintain a current effective certification from said program. Servers at 
on-premise consumption licensed facilities will need to complete training every three (3) years. 
Certificate(s) shall be made available upon the licensed premises for inspection by the Village. 

BOTTLE SERVICE ​(Section 3-33.1 (a)(6)) 
Bottle service advertising, offer for sale or sale of distilled spirits by the bottle is prohibited. The sale of 
pre-mixed carafes (not exceeding 64 ounces) of no more than two distilled spirits mixed with a 
nonalcoholic beverage (ie margaritas ) are allowed, but must be delivered to two or more people. 

GIVING AWAY ALCOHOLIC LIQUOR ​(Section 3-33.1(c)) 
At no time is a licensee allowed to give away liquor. This includes offering free or complimentary 
alcohol whether to regular patrons or to patrons in a private party or function. Licensees may also not 
advertise "free" or "complimentary" in regard to alcoholic liquor. 
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Village of Downers Grove 
Alcohol Awareness Programs 

COMPLIANCE TESTING (Control Buy Program) 
The Downers Grove Police Department periodically conducts tests on establishment to ensure that 
minors are not being served alcohol. An Under 21 agent is sent into each establishment to attempt to 
purchase liquor. In the event staff serves or sells alcohol to the minor, the individual involved in the 
service/sale is immediately issued an administrative citation (ticket) for serving the minor. In addition, 
the licensee will be required to attend a public hearing on the violation. A finding of guilty with regard 
to the violation will result in fines, penalties and/or suspension of the liquor license and possible 
mandatory certified training for all employees. 
*$500 administrative citation to the individual involved in alcohol sales to a minor 
*Up to $1,000 to cover costs of a disciplinary hearing
*Up to $15,000 in fines
*Suspension and/or revocation of liquor license

DUI Notification Program 
The Downers Grove Police Department will notify an establishment in the event an individual arrested 
for a DUI names their establishment as where they have been drinking prior to the arrest. Any 
establishment receiving numerous notifications will be subject to a license renewal hearing where the 
establishment’s liquor serving policies will be reviewed. 

-
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Prevention, Recognizing & Handling Intoxicated Individuals 

● Prevention
➢ Keep in mind all drinks do not contain the same amount of alcohol
➢ Try to monitor customers consumption
➢ Prohibit the sales of drinks in rounds.
➢ Encourage food consumption.
➢ General safe limits of alcohol consumption based on patron’s physical characteristics

o small person: 1-2 drinks first hour
o medium person: 2-3 drinks first hour
o large person 3-4 drinks first hour
o One drink per hour thereafter regardless of body size.

▪ Note that these are general guidelines and alcohol affects each         
individual differently, therefore monitor everyone.

➢ Downers Grove village ordinance prohibits delivering more than ONE drink to any one            
person at one time.

● Recognizing
➢ Problems with balance, stumbling, bumping into furniture while walking
➢ Ineffective muscular coordination
➢ Spilling and/or knocking over drinks.
➢ Strong smell of alcohol;
➢ Slurred speech, inability to speak in fully comprehendible sentences.
➢ Loud or boisterous tone, shouting, using profanity or offensive language
➢ Bloodshot and/or glassy eyes
➢ Personal appearance

● Handling
➢ Provide customer with water if you believe they are intoxicated
➢ Encourage the patron to purchase some food
➢ Ask the patron if they have someone who can drive them home
➢ Keep phone number of local taxi cab service available for patrons to use
➢ Notify management immediately, to discuss what the best way to handle the situation

is
➢ After a thorough evaluation by management has been done and it has been determined

that the patron should not be served any more, inform all staff so they are aware.
➢ Inform the customer or a member of their party that management has determined that it

is best if the patron no longer be served.
➢ Never change your mind after discontinuing service.
➢ If patron becomes combative or argumentative, local police are always available to

assist.



INCIDENT REPORT

Date of incident: ___/___/___ Time of incident: _____pm (or) _____am Type:____________

Name(s) of person(s) involved in incident: (indicate telephone numbers if possible)
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Name(s) and telephone number(s) of bartender(s) and wait staff on duty:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Name(s) and telephone number(s) of witnesses:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

How many drinks had been served to the person(s) involved? ______________________________
_____________________________________________________________________________

Did they appear intoxicated? __ Yes __ No If yes, describe: _____________________________
_____________________________________________________________________________
_____________________________________________________________________________

Was anyone injured? __ Yes __ No If yes, describe:____________________________________
______________________________________________________________________________
______________________________________________________________________________

Explain, in detail, what occurred: (use back of this page if necessary)
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Name of person completing incident report: ___________________________________________

Date report completed: _______________Position:____________________________________
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Carding Procedures 

➢ It is illegal to serve alcohol to minors and intoxicated individuals. Beggars Pizza  has the right� 
to protect it’s guests, the establishment and staff. There is no penalty for refusing alcohol to� 
someone you suspect is a minor or an intoxicated individual. Anyone who appears to be under� 
the age of 40 years old must show a valid picture ID.

➢ Parents are not permitted to offer alcohol to their minor children.

➢ Acceptable forms of ID include;
� 
�YDOLG�driver’s license
� 
�YDOLG state I.D. card
� 
�YDOLG military I.D.�FDUG�
� 
�current�passport.
Traffic tickets, hospital birth certificates, baptismal certificates are NOT acceptable �forms of 
ID.

➢ All patrons must hand their ID to their server and/or bar tender, or be denied service. If the ID� 
is not valid, expired, or in question; the patron will be denied service�

➢ We will not accept any vertical under 21 ID's.�

➢ All servers responsible for approving ID verification must familiarize themselves with the� 
identification markings signifying an authentic ID.  Use the appropriate on site manuals to� 
identify out of state ID’s.

➢ %H�DZDUH�WKDW�$1<�HPSOR\HH�FDXJKW�VHUYLQJ�DOFRKRO�WR�D�PLQRU�ZLOO�EH� 
WHUPLQDWHG�LPPHGLDWHO\�DQG�FRXOG�IDFH�SRVVLEOH�OHJDO�DFWLRQ�



ILLINOIS
NEW DRIVER’S LICENSE/ID CARD DESIGN

Under 21 Driver’s License

Driver’s License

ID Card

Commercial Driver’s License (CDL)

Temporary Visitor Driver’s License (TVDL)

Under 21 Commercial
Driver’s License

Under 21 ID Card

Under 21 
Temporary Visitor 

Driver’s License (TVDL)

Illinois Secretary of State Jesse White



Driver’s License Features
• Card type indicator

Red — Driver’s License and CDL
Green — ID Card
Purple — TVDL

• Guilloche pattern in background
• Date of birth in two locations
• Ghost image of photo
• Organ/Tissue Donor indicator
• UV, hologram, microtext and more

Additional Features —
Under 21 Driver’s License
• All security features listed above
• Under 21/18 dates
• Vertical design

Card type indicator (color bar)
Organ/Tissue Donor indicator

Guilloche pattern

Ghost image

Under 21/18 information

Expiration and Issued dates

Date of birth — two locations
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NEW
to be phased in Fall 2007

OLD
to be phased out upon individual expiration dates

CDL, issuance phased in Fall 2007 Temporary Visitor Driver’s License (TVDL), 
issuance phased in Fall 2007

ID card, issuance phased in Fall 2007Driver’s License, issuance phased in Fall 2007

ID card

CDL TVDL

Driver’s License
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Under 21 CDL, issuance 

phased in Fall 2007
Under 21 ID card, issuance

phased in Fall 2007
Under 21 TVDL, issuance 

phased in Fall 2007

Under 21 Driver’s License Style, 12/30/02-12/31/04

NEW
to be phased in Fall 2007

Under 21 Driver’s License,
Issuance began 1/1/05

Under 21 CDL, 
Issuance began 1/1/05

Under 21 ID Card, 
Issuance began 1/1/05

Under 21 TVDL, 
Issuance began 1/1/05

OLD
to be phased out upon individual expiration dates



Features on Back of Driver’s License and ID Cards
• Existing medical information areas relocated
• Existing 2D and 1D barcodes relocated
• New 1D barcode for internal materials tracking
• Web Site address — www.cyberdriveillinois.com
• New text on ID cards (Not for driving purposes)
• Organ Donor signature area no longer needed due to new Organ/Tissue

Donor Registry (witnesses or family consent no longer necessary)

Text on ID cards

Area for literal text (class, restrictions, endorsements)
Area may be covered by safe driver renewal sticker

Web site address

Barcode used for inventory tracking1D barcode with DL or ID number

2D barcode with text from card front
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ACKNOWLEDGMENT FORM

Employee Name                                                                                                               

Address                                                                                                                           

Telephone Number                                                                                                           

Date of Birth                                             Place of Birth                                                   

Employee Classification                                                                                                    

I, the undersigned, have read my employers Liquor License Guidelines and acknowledge being
advised of the Downers Grove Municipal Code, Chapter 3, specifically Section 3-25, which deals with
the sale of alcoholic beverages to minors, etc., and agree to comply with its specifications.

I acknowledge that I personally have the discretionary right to refuse sales of alcoholic beverages
to anyone I feel is underage or intoxicated, and I, therefore, accept full responsibility for my actions.

As of today, I am at least 21 years of age and understand that I may take orders for alcoholic
beverages, as well as serve/sell the product to customers for on premise consumption and ring up sales for
off-premise consumption,  only after determining that person placing the order is of legal drinking age -
21 years of age or older.  I have read and understand the I.D. guidelines as outlined in the Downers Grove
Liquor License Guidelines.

                                                                                           
Signature              Date

 
OR

As of today, I am at least 19 years of age and understand that I may serve alcoholic beverages to
customers for consumption on the premises only, after another employee at my place of employment 
(over the age of 21) determines that person placing the order is of legal drinking age - 21 years of age or
older.  I understand that I may not attend bar; draw, pour or mix any alcoholic beverages.  I understand
that I may not  register (ring up) by mechanical means the sale of alcoholic liquor at any time at an off-
premise licensed establishment.  I have read and understand the I.D. guidelines as outlined in the
Downers Grove Liquor License Guidelines.

                                                                                           
Signature              Date
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