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Incident reporting and investigation procedure and completion guidelines 
 

Summary 
 
The incident reporting and investigation process for a community club involves several key steps to 
ensure a thorough and accurate reporting of incidents. Here are the guidelines for completing an incident 
report: 
 

1. Who Completes the Report: The incident report should be completed by the person directly 
impacted by the incident or who witnessed it. It should not be completed by someone relying on a 
third-party description of the incident.  

 
2. Forms and Folders: Each incident report and investigation should be reviewed and signed off by 

the General Manager and discussed in the Club’s Workplace, Health & Safety committee. The 
reports should be summarised in the Club’s Board reports.  

 
3. Date and Numbering: The report should include a date of report, report number, date of 

investigation, and an incident report number. These details should be consistent across all reports.  
 

4. Standardised Method: The incident register should be completed at the time the incident occurs 
or at the soonest opportunity after the incident. This ensures that incident details, including witness 
details and comments, are collected in a standardized method.  

 
5. Annual Review: The incident register policy should be reviewed annually to ensure it remains 

relevant to club operations and reflects community expectations and legal requirements. These 
guidelines help clubs maintain a safe and responsible environment for their members and ensure 
that any incidents are reported and investigated appropriately. 

 
Reference: Club governance and organisation | Recreation, sport and arts | Queensland 
Government 

  

https://www.qld.gov.au/recreation/sports/club-support/governance
https://www.qld.gov.au/recreation/sports/club-support/governance
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Mandatory Recording Requirements  
 
In Queensland, under the  Liquor Act 1992, licensed venues (including community clubs) are legally 
required to maintain an incident register as a condition of their license. This register serves as a formal 
record of significant events that occur on the premises.  
 
Mandatory Recording  
A licensee must record an entry in the incident register for the following specific situations:  

• Removal from Premises: Any incident where a person (patron or guest) is required to leave 
or is forcibly removed. 

• Refusal of Entry: When a person is refused entry because they appear intoxicated. 
• Injuries: Any incident where a person is injured on the licensed premises. 
• Fake ID Suspicions: If a document produced for evidence of age is suspected to be false, 

forged, or counterfeit.  
 
Information Required in Each Entry  
For a register entry to be compliant, it typically includes:  

• Date and Time: Exactly when the incident occurred. 
• Location: Where within the premises the event took place. 
• Individuals Involved: Names of the patrons involved (if they provided ID) or a detailed 

description if ID was refused. 
• Details of the Incident: A clear account of what happened (e.g., "Patron found consuming 

BYO spirits, became argumentative when asked to stop"). 
• Action Taken: How staff or crowd controllers responded (e.g., "Patron asked to leave, 

escorted out by security"). 
• Staff Signatures: The entry must be signed as correct by each crowd controller or staff 

member involved in the incident.  
Access and Retention 

• Secure Storage: The register must be kept in a secure place on the premises. 
• Restricted Access: Only the licensee, approved manager, involved staff/crowd controllers, 

police officers, or OLGR investigators may inspect the register. 
• CCTV Link: If the incident was captured on camera, the CCTV footage must generally be 

retained for one year following the incident.  
 
Privacy and Electronic Registers 
Venues may use an Electronic Security Register (ESR), provided it is secure and cannot be altered after 
the fact. Clubs must also adhere to privacy principles to ensure personal information collected during 
these incidents is not misused.  
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Failure to maintain an accurate incident register 
 
In Queensland, failing to maintain an accurate incident register is a serious breach of the Liquor Act 1992. 
The specific penalties vary based on the nature of the non-compliance.  
 
Financial Penalties 
Queensland liquor laws use "penalty units" to calculate fines. As of 1 July 2024, the value of one penalty 
unit is $166.90.  
 

• General Non-Compliance: Failure to maintain the register or produce it for an authorized 
officer (Police or OLGR) can result in maximum court-imposed fines exceeding $16,000 for 
serious or repeated failures. 

• On-the-Spot Fines: For less severe or first-time administrative errors, compliance officers 
can issue Penalty Infringement Notices (PINs), which typically range from approximately 
$300 to $3,000 depending on the specific breach. 

• Breach of Licence Conditions: Since keeping an incident register is often a mandatory 
condition of the licence, failure to do so can attract a maximum penalty of $6,676 for 
individuals (if not in a restricted area).  

  
Administrative and Disciplinary Actions 
Beyond monetary fines, the Commissioner for Liquor and Gaming can take disciplinary action against a 
club's licence:   

• Licence Suspension or Cancellation: If a licensee has a history of poor record-keeping or 
multiple breaches within a 2-year period, their licence may be suspended for up to 12 
months or cancelled entirely. 

• Trading Restrictions: The Commissioner may impose new conditions, such as reducing 
trading hours or requiring the licensee to pay an additional amount (up to $10,000) for each 
ground of disciplinary action. 

• Personal Disqualification: Individual managers or licensees may be disqualified from 
holding a liquor licence for up to five years. 

• Mandatory Training: The licensee may be ordered to complete a Licensee's Course or 
other remedial training.  

 
Incident registers are frequently checked during random venue inspections, so clubs must ensure they are 
up to date and readily accessible.  
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Request for Identification  

 
Staff members, licensees, and security at a licensed community club (in Queensland and similar 

Australian jurisdictions) have the right to ask a patron, member, or guest for identification if they 
are suspected of being unduly intoxicated, breaking club rules (such as no BYO), or to confirm 
they are not a minor. 

  
Key details regarding this right include: 

• Intoxication & Safety: Licensees must refuse service and can remove patrons who are "unduly 
intoxicated". Asking for ID helps establish identity for incident reports, banning, or in case police 
need to be called to remove them. 

• Breach of Condition (e.g., BYO): Staff have the right to enforce venue rules, including no BYO 
alcohol. If a patron is breaching these conditions, staff can ask for identification to record the 
incident or to issue a ban. 

• Proof of Age: Staff can ask for proof of age if they suspect a person is under 18 or as part of a 
general policy. 

• ID Scanners: In many Queensland venues (Safe Night Precincts) that trade past midnight, ID 
scanning is mandatory. Staff can refuse entry or service if a valid ID is not provided for scanning. 

• Refusal: While a patron does not legally have to produce ID just to be in a bar, refusing to produce 
it when suspected of a crime or breach (like intoxication or illegal BYO) can lead to being asked to 
leave the premises, with potential for police to be called for trespass if they refuse to leave.  

 
Acceptable Forms of ID: 

• Driver’s licence (Australian or foreign). 
• Proof of age card (e.g., Keypass or QLD Card 18+). 
• Passport. 
• Recognized digital ID (e.g., Queensland digital licence). 
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Use of photography for breaches 

In Queensland, while there is no specific statutory "right to photograph" a person under the Liquor Act 
1992, licensed venues have broad powers to collect information for security and compliance, and 
Australian law generally allows photography in public or semi-public spaces.  

Right to Record and Photograph 
• General Law: In Australia, there is no general "right not to be photographed". A person can be 

photographed without consent in a public place or on private property where the owner (the club) 
allows it. 

• Club Policies: Most licensed clubs include terms of entry that permit photography and CCTV 
recording for safety and security purposes. 

• Incident Reporting: If a patron is in breach of conditions (like intoxication or illegal BYO), staff may 
take a photo to include in an Incident Register. This is often considered a "reasonable action" to 
identify individuals for future banning or for reporting to the Office of Liquor and Gaming Regulation 
(OLGR).  

Limitations and Privacy 
• Privacy Act 1988: Venues must comply with privacy obligations when collecting personal 

information. A photo of an individual's face is considered personal information and must only be 
used for the primary purpose of maintaining safety or enforcing a ban. 

• No Physical Force: Staff do not have the right to physically restrain a person to take a photo. They 
can, however, use existing CCTV footage or take a photo with a mobile device as part of their duty 
to manage the premises. 

• Minors: While staff must be strict about checking the ID of minors, photographing a minor is legal 
in Australia if it is not for indecent or voyeuristic purposes.  

 Consequences of Refusal 
If a person refuses to provide ID and also refuses to have their photo taken while in breach of club 

rules: 
1. Refusal of Entry/Service: The licensee must refuse service and may demand the person leave the 

premises. 
2. Police Involvement: If the person refuses to leave, they are committing trespass. Police can be 

called to remove them and may exercise their own powers to photograph and identify the 
individual. 

 
 
 

Approved by: Club Management Committee Version: 1.0 (Final) Date: March 2026   
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