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GENERAL GUIDELINES 
 
* In Illinois customers buying alcohol must be 21. 
* Employees selling alcohol must be 21. * 
* An employee of legal age (over 21) must always be available to ring up sales of alcoholic 
   beverages or take the initial drink orders for a co-worker who is under 21. 
* Employees under the age of 21 should be carefully watched to ensure that they do not sell   
   or have access to liquor for themselves or their friends. 
* If in doubt about a customer being over 21, proof-of-age identification must be requested. 
* Keep perpetual calendars at appropriate locations to aid personnel in confirming legal age. 
* 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 already  
   intoxicated. 
* Use signs to communicate with customers and employees. For example: 
   -Persons buying beer, wine or liquor must be 21 or over. 
  - Alcoholic beverages can only be purchased from operating hours that day. 
   -We will not sell alcoholic beverages to minors or intoxicated individuals. 
   -You must be over 21 to purchase liquor. 
   -We care, we card. 
* Advise employees they are subject to fines should they violate provisions of the Ordinance. 
   Training: 
* Employees will be required to obtain certified training per Section 3-33.3 of the Downers 
   Grove Municipal Code every three (3) years. Employees must be trained of store policies 
   and advised of local laws concerning the sale of alcohol upon hire. 
* Have "refresher" meetings quarterly concerning the importance of responsible alcohol          
   serving. 
 
 
 
 
*In the case of restaurant servers, the initial order must be made by a server that is 21. Carding and/or 
approval for the table must be done by the 21 year old. All additional orders for the patron(s) can be taken by 
a server who is 19 years of age.  
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MANAGEMENT RESPONSIBILITIES 

1. Ensure employee comprehension of Liquor Handling Policies/Procedures through: 
a. Distribution of a policy manual to employees upon hire. 
b. Provide instruction/guidance/assistance on proper liquor service. 
c. Advise employees of local liquor codes. 

2. Obtain signed Servers Receipt of Liquor Handling Policy/Procedure Manual upon date of  
     hire. 
3. Provide for the ongoing reinforcement process involved in keeping current base knowledge  
     by providing for monthly meetings with employees. 
4. Provide employee guidance/assistance to ensure enforcement of Liquor Handling 
    Policies/Procedures in accordance with State and Village Liquor Ordinances. Quarterly 
    meetings to be held for purposes of instructing and clarifying policies/ordinances to ensure 
    compliance as well as adherence. 
5. Provide employee with evaluation of his/her work performance. 
6. Initiate proper disciplinary action as necessary. Provide for appropriate intervention. 
7. Provide for appropriate training of all personnel in accordance with their respective job 
    classifications. 
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STAFF AND MANAGEMENT RESPONSIBILITIES 

 
SERVERS/BARTENDERS 
* Verification of age by valid identification only. 
* Know state and local liquor laws and legal responsibilities of those who serve alcohol. 
* Enforce local laws regarding minimum drinking age. 
* Give last call 1 hour prior to official closing. 
* Never give away alcoholic liquor. 
* Never serve intoxicated guests. 
* Serve alcohol only within permitted hours. 
* Advise customers about designated driver program. 
* Exercise care when serving drinks made entirely of alcohol-based ingredients (Manhattan, 
   Martini, etc.) 
* Recognize signs of intoxication. 
 
MANAGEMENT 
* De-emphasize excessive liquor sales in marketing and promotion efforts. 
* Provide food service at least 1 hour prior to close. 
* Be sure beverage service policies are enforced by personnel. 
* Evaluate intoxicated guests when requested by Staff. 
* Terminate liquor service, when necessary, in a hospitable manner. 
* Call cab for intoxicated guests. 
 
RESPONSIBILITIES TO THE CUSTOMERS 
Casa Margarita takes a firm stand on the responsibility we have to our customers in terms of 
alcohol consumption. We do not want our customers to drive home if they have had too much 
to drink! If you think a customer should not be served, or if you think a customer has had too 
much to drink, servers should contact the manager immediately. 
Casa Margarita has the interests of the individual and public safety in mind, and therefore, 
have the obligation to the community and to the individual to spot people who have over 
consumed alcohol. This applies to all customers. Anyone in the establishment is your 
responsibility. Management is responsible for actually "cutting off" customers, but it takes a 
team effort from all employees to help spot these people and tell the manager on duty. Rely 
on good judgement when someone in the establishment has had too much to drink. With your 
help, talk to the customer before anything bad happens, not after. 
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LOCAL ORDINANCES 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 11:00 a.m. to 1:00 a.m., the following day 
Friday and Saturday 11:00 a.m. to 2:00 a.m., the following day 
Sunday 11:00 a.m. to 1:00 a.m., the following day 
New Year’s Eve 11:00 a.m. to 2:00 a.m., the following day 
St. Patrick's Day 11:00 a.m. to 2:00 a.m., the following day 
Thanksgiving Eve 11:00 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, if they are 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 alcohol from the table 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  
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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. 
 
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. The sale of pre-mixed carafes (not exceeding 64 ounces) of no more than two 
distilled spirits mixed with a nonalcoholic beverage (i.e. 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. 
 

HANDLING INTOXICATED INDIVIDUALS 
Bartenders, waiters and waitresses must not serve intoxicated persons. There is an obligation 
to help prevent intoxicated persons from leaving and subsequently injuring themselves and 
others. 
Preventive Measures: 
* Do NOT deliver two or more drinks to any one person at one time (this is a Village    
   Ordinance!) 
* You may discourage intoxication and monitor guests by counting drinks & keep track of  
   alcohol consumed over a specific period of time. 
 
While any one given individual reacts differently to over-consumption of alcohol, the following 
are a few points to keep in mind that could indicate an individual is, indeed, intoxicated. Be on 
the alert for these as signals for management intervention: 
IMPAIRED COORDINATION: 
-Stumbling 
-Drowsy 
-Slurred speech 
-Spilling of drinks 
-Loud speech 
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-Annoying other customers 
-Argumentative 
-Foul language 
-Carelessness with money 
-Irrational statements 
-Unable to sit on chair 
-Complaining about drink strength 
If a noticeable change of behavior occurs: 
-Offer non-alcoholic beverages 
-Slow down service of alcohol 
-Encourage food 
-Bring water 
-Offer low proof alternative drinks 
 
When these characteristics are observed, the suspected intoxicated person should be targeted 
as a potential problem and the person's behavior should be monitored. If you observe that 
the customer needs to be cut off managers should be alerted and a thorough evaluation 
should be carried out. If termination of liquor service is necessary, after management deems 
cut off, advise other service people so that this customer will not receive a drink from another 
employee. 
 
REMEMBER: An establishment or its employees are liable if an intoxicated guest causes injury 
to another person. 
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RECOGNIZING SIGNS OF INTOXICATION 
Green, Yellow, and Red Levels of Drinking 
A Green Level of drinking is reached after approximately one drink, at a green level most 
drinkers feel relaxed, comfortable, talkative, and happy. They are usually sociable and behave 
as they would if they were not drinking. 
A Yellow Level is where the first sizable changes begin to occur. Though specific behaviors of 
individual drinkers may vary, the progression of behavior is the same. This is because alcohol 
effects the body progressively. First alcohol relaxes inhibitions, then it impairs judgement. 
Behaviors that exhibit relaxed inhibitions and/or impaired judgment may signal a yellow 
drinking level. Drinkers who begin to talk or laugh louder are exhibiting a relaxation of 
inhibitions. These drinkers act with less restraint, possibly becoming overly talkative or over 
friendly. Some drinkers may become so relaxed that they get giddy. Desire to enjoy oneself is a 
large part of alcohol's appeal. Relaxation of inhibitions causes some people to argue with or 
bait others around them. Some drinkers may start to use or increase their foul language. This 
type of behavior not only exhibits relaxed inhibitions but impaired judgment as well, for they 
cannot see that they are annoying other people. 
Green = GO 
Yellow = Slow Down 
Red = Stop 
Alcohol can affect a person's judgment, and this includes judgments regarding personal 
abilities such as driving. That is why customers who exhibit impaired judgment are labeled at a 
yellow or "caution" level of drinking - a level at which driving is a definite risk. 
After affecting inhibitions and judgment, alcohol progresses to affect reaction time and then 
motor coordination.  
 
Behaviors that exhibit slowed reactions and/or reduced motor coordination signal a Red Level 
of drinking - a level at which driving is a definite risk. Alcohol can slow a person's reaction time 
to the point where they move as though in slow motion or they need time to respond to 
questions. Drinkers at a red level may look glassy-eyed. They may also lose their train of 
thought and/or make irrational statements. Their clumsy actions may cause them to spill a 
drink or drop money. Drinkers who cannot walk straight are exhibiting a reduction in motor 
coordination and are at a red level of drinking. Some drinkers may have such a reduction of 
motor coordination that they may stumble or fall down. Alcohol affects a person's behavior 
progressively - inhibitions first, then judgment, then reactions, and finally coordination. 
Behavioral signals of these stages can be classified into green, yellow, or red levels of drinking 
to help determine which customers may be a driving risk. 
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Understanding Blood Alcohol Content (BAC): 
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LIQUOR INFORMATION... 
The percentage of alcohol in a given liquor is usually expressed with the term or "proof". 
Divide proof in half, and the result is the percentage of alcohol. The range is from 3% alcohol 
found in some beers, to more than 75% in some rums and liqueurs. The percentage of alcohol 
can differ widely from drink to drink, but the volume of drink consumed is just as important. A 
drink with 1 ounce of 100 proof vodka, a 12-ounce bottle of beer, and a 4-ounce glass of wine 
all have the same amount of alcohol.  
 
Safe Limits of Alcohol Consumption First hour: 
Small person 1-2 drinks Medium person 2-3 Large person 3-4 
 
Subsequent hours: 
ONE drink per hour for each person, regardless of body size. 
 
Consider this example: 
A 160 lb. person who consumes three 1-ounce drinks of 100% liquor, three 5-ounce wines or 
three 12-ounce beers, over a one hour period may register above the safe 0.05% level. Six 
drinks over a two hour period and the person is above the .10% level - legally intoxicated. Also, 
at any given level of intoxication it takes only one drink per hour to maintain a level alcohol 
count since the body emanates alcohol at the rate of one drink per hour. 
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ACKNOWLEDGMENT FORM 
Employee Name ___________________________ 
Address ___________________________________ 
Telephone Number ________________________ 
Date ______________________ 
Date 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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INCIDENT REPORT 

 
Date of incident: ___/___/___ Time of incident: _____pm (or) _____am Type: ___________ 
Name(s) or description of person(s) involved in incident: (indicate telephone numbers if 
possible) 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
Name(s) and telephone number(s) of staff on duty: 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
Name(s) and telephone number(s) of witnesses: 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
How many drinks had been served to the person(s) involved (if applicable)? ______________ 
____________________________________________________________________________ 
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 
HOW TO CHECK A PATRON FOR CORRECT PROOF OF AGE 
Age Requirement: The minimum age requirement for the purchase of alcoholic beverages in 
all states is 21 years of age. If you have any reason to believe that an underage patron is 
attempting to purchase alcohol, you must ask for proper identification. Under no 
circumstances should you sell any alcoholic beverages to a person under 21 years of age. 
 
CHECKING I.D.'S 
Only Official Identification May be Accepted: Do not accept a card just because it is labeled as 
an identification card, even if it looks official and has a state name on it. The responsibility of 
those who sell alcoholic beverages is to ask for an acceptable form of identification. 
Identification should always be required if the customer purchasing the alcoholic beverage 
appears to be under 40 years of age. Identification presented should be some form of I.D. 
with a picture on it. 
 
ACCEPTABLE FORMS OF IDENTIFICATION 
The following pieces of identification, unaltered and current, verifying their age to be of at 
least 21 years, are acceptable: 
* Current Driver's License (Primary) 
* Current Photo Identification Card (State issued) 
* Passport 
* Armed Forces I.D. 
* Alien Registration Card 
If any of the forms appear questionable, they should be taken to the manager on duty for 
approval. A State Identification Guide should be available on the premises to verify out-of-
state identification. 
* TRAFFIC TICKETS CANNOT BE ACCEPTED 
If in doubt, ask for another piece of identification!!! Being served is a privilege, not a right. If 
someone cannot provide adequate proof of age-you have no obligation to serve them. What 
to Look for to Determine that the Identification Given to You is Legal and Correct: 
* Seal of State issuing identification 
* Utilize State identification guide to check authenticity of out-of-state licenses 
When checking a person's I.D., the following is a list of things to look for on the identification: 
* Date of Birth 
* Picture 
* Expiration date 
When verifying proper identification, check the following: 
* Has the ID been altered or tampered with in any way? 
* Look at both the photo on the ID and the person presenting it. 
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IS IT THE SAME PERSON??? 
Check the physical description: 
* Height 
* Weight 
* Eye and hair color 
Does the person match the description on the ID in regard to eyes, height, weight, and 
approximate age? 
If there is any doubt, the individual presenting the identification should be asked to: 
* provide another form of identification 
* sign his/her name (compare with signature on the I.D.) 
WHEN IN DOUBT, DO NOT MAKE THE SALE 
It is against the law for a person to misrepresent their age. Using false identification is 
punishable by local and State law. 
* Do you know what year a person would have to have been born in to be 21 years of age right 
now? 
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 HOURS OF OPERATION 
 
 

Monday through Thursday 11:00 a.m. to 1:00 a.m., the following day 
Friday and Saturday 11:00 a.m. to 2:00 a.m., the following day 
Sunday 11:00 a.m. to 1:00 a.m., the following day 
New Year’s Eve 11:00 a.m. to 2:00 a.m., the following day 
St. Patrick's Day 11:00 a.m. to 2:00 a.m., the following day 
Thanksgiving Eve 11:00 a.m. to 2:00 a.m., the following day 
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