
6 Bar and Canteen Operations 

6.1 Bar and Canteen Operations 

6.1.1 Bar Accountability 

Bar operations come under the exclusive direction of the Bar Director. The Bar Director 

is responsible for: 

 Maintaining and rotating stock. 

 Managing the cash register and Bar Float. 

 Submitting revenues & expenses to the Treasurer. 

 Staffing for events. 

 Ensuring workers adhere to and enforce the “House Rules”. 

 

The Bar Director has the authority to reject or cancel event bookings if, in their opinion, 

they are deemed an “Unacceptable Risk”. 

6.1.2 Bar Access 

The bar in the Main Hall can only be accessed by those whose security system pass card 

permits access.  The bar is separately armed; the alarm will sound and emergency 

personnel will be dispatched if the bar is entered before an authorized pass has disarmed 

the alarm system. Access also requires possession of a door key which is unique to the 

Bar.   

 

Pass card and key distribution is limited one set per person to each of the following: Bar 

Director,  alternates an Program Leaders as designated by the Bar Director, and the 

Building Manager. Only persons that meet the “Bartender Qualifications” may work or 

volunteer in the Bar.  

6.1.3  Liquor License (#802934) 

The CBBCA holds a Liquor Sales Permit under the Ontario Liquor License Act. Alcohol 

may be sold and consumed in the following areas: 

 Main Hall; capacity 202 

 Multi-Purpose room; capacity 103 

 Link room: capacity 33 

 The Coral: 59 

 

A “Special Occasion Permit” is required if alcohol is to be sold or consumer anywhere 

else. 

 

Our license expires in June; Renewal forms should be received in April and should be 

submitted immediately by the Treasurer, download the forms if necessary from 

www.agco.on.ca. In the past AGCO has requested additional information not specified on 

the renewal form.  If the license is not renewed before it expires AGCO will cancel it; 

reapplying is an involved and expensive process.  

http://www.agco.on.ca/


6.1.4 Special Occasion Permits 

A Special Occasion Permit is required if alcohol is to be sold from an unlicensed area 

(e.g. the rink, the church). Rules and applications are in the License section of  

www.agco.on.ca. Complete applications must be filed with an LCBO store at least 30 

days in advance; do it early as some revisions are usually required. Past forms are 

attached here for reference only.  

 

6.1.5 Bartender Qualifications 

Anyone working in the Bar or Canteen as a bartender or server must meet all of the 

following criteria; 

 Completed Smart Serve certification. 

 Be in possession of their Smart Serve Card. 

 Be listed, with their certification number, on the authorized server list posted 

in the Bar and Canteen (or event serving area). 

 Be familiar with and enforce the “CBBCA House Rules”. 

 

Smart Serve certification is available on line, https://smartserve.org/online_training.asp, 

for a small fee. CBBCA Directors and anticipated frequent volunteers are encouraged to 

take this course, the fee for which will be reimbursed by the CBBCA. 

 

6.1.6 CBBCA “House” Rules 

The following apply equally to Bar events, Canteen service, and Special Occasions. 

When liquor is being dispensed the CBBCA is accountable for ensuring alcohol 

consumption and behavior everywhere on the property conforms to the house rules.  

 

House Rules are defined to reinforce the legal requirements which go along with holding 

a Liquor License and to document our local procedures. The rules are intended to ensure 

the safety of patrons and the community, safe-guard our license,  and avoid liability for 

the CBBCA, its individual Directors, bartenders, and event holders; all of whom can be 

held liable for incidents resulting from inebriation of those attending the community 

centre.  

 

In each of the following Legal Requirements “Reporting” and, if necessary, “Corrective 

Action” is required;   

 

a) Gambling: Workers must advise patrons suspected of unlicensed gambling and the 

event holder that such behavior must cease immediately.  

b) Intoxication & Drunkenness; Workers must monitor the consumption and behavior of 

patrons to prevent intoxication. Steps available include: limiting or withdrawing 

service; withdrawing service to anyone purchasing on their behalf; providing food 

(e.g. order a pizza) and non-alcoholic beverages, at the CBBCA’s expense if 

necessary; arranging transportation, at the CBBCA’s expense if necessary. 

c) Narcotics: If it is safe to do so, workers must advise patrons suspected of consuming 

narcotics and the event holder that the narcotics must be forfeit or removed.   
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d) Over-crowding: Workers must ensure the licensed capacity of an area not be 

exceeded.  

e) Private alcohol: Workers must advise individuals suspected of consuming alcohol 

which was not purchased from the bar/canteen and the event holder that the private 

alcohol must be forfeit or removed.   

f) Unlicensed Areas; Workers must advise patrons attempting to leave the licensed 

areas with their alcohol and anyone consuming alcohol in an unlicensed area and the 

event holder that the alcohol must be forfeit or returned to the licensed area.  

g) Violent, Threatening, or Disorderly Conduct; If it is safe to do so, workers must 

advise patrons behaving in a violent, threatening or disorderly manner and the event 

holder that such behavior must cease immediately.  

 

The following are Mandatory Procedures: 

h) Behind the Bar: Patrons and other unauthorized persons are not permitted in the bar. 

The door to the bar must be closed during normal operation. 

i) Bottles: Except in extenuating circumstances, no beverages will be served in glass 

containers; Corona, full wine bottles, and wine glasses are excepted.  

j) Breaks: The door and service window must be closed when the bar is closed or left 

unattended.   

k) Closing Time: The bar will close not later than 2 AM with the exception of New 

Year’s when closing time is not later than 3 AM.  

l) Designated Drivers: Complimentary non-alcoholic beverages will be provided to 

designated drivers. 

m) Door Monitors: A door monitor is required for any event deemed to Moderate or 

High risk. 

n) ID: Photo ID is required of anyone who appears to be under 25 who is consuming or 

attempting to purchase alcohol and has not been previously carded. A second piece of 

ID will be required if the first piece is inconclusive, potentially tampered with, or 

damaged. Card details are to be recorded.  

o) Happy Hour; Free liquor, discounted liquor, volume discounts and all other 

promoting of  consumption is not permitted. 

p) High Risk; The booking of High Risk events is to be discouraged and should be 

reported to the President for mitigation when one is suspected in advance.  

q) Inspections: Every effort will be made to provide access and disclosure to the LLBO 

Inspector. Inspections occur randomly, last one was in 2001.  

r) Insurance: Private event organizers hosting an event deemed to moderate or high risk 

are required to purchase liability insurance. 

s) Minors: Minors attending an event where alcohol is served must be accompanied and 

supervised by an adult who is at least 25 years of age.  

t) Security: One designated security person is required for any event deemed to be 

Moderate risk and at least two for High Risk. 

u) Signs: The Liquor License, Fetal Alcohol poster, Alcohol Price List, ID and Minors 

policy, and the Taxi & delivery phone numbers for the Point & the Light-House will 

be posted and visible from the service counter ( includes SOP counters ). 



v) Signs of Service: Signs of service (i.e. several empty cups ) will be removed from 

tables promptly. All signs of service will be removed within 35 minutes of closing 

time.  

w) Stock: All alcoholic beverages must be purchased under our license from a liquor or 

beer store which has our license on file ( e.g. Centrum & Signature Centre ). Sale of 

home made or event organizer beverages is not permitted.  

x) Storage: Designated, secure storage areas will be maintained for the Bar ( room 

beside the chair storage ) and Canteen ( Change Room ). 

y) Take Out: Removal of alcohol, including un-opened bottles, is not permitted.  

 

6.1.7 Corrective Action 

Corrective Action is required when conversation with the patron and/or the event holder 

fails to resolve a breach of “House Rules” as defined in 6.1.4 items a) through g).  

Workers have the authority to take, but are not limited to,  the following actions: 

a) Give the event holder an opportunity to resolve the situation. 

b) Ask the offender to leave, if safe and appropriate. 

c) Temporarily close the bar until the situation is resolved.  

d) Close the bar. 

e) Terminate the event. 

f) Close the building. 

g) Notify the Police. 

Corrective Action should not be terminated until we are no longer in violation of the rules 

and/or the Police are on scene and/or the building is closed. The safety of workers and 

bystanders is paramount, forced ejection should be avoided. 

6.1.8 Reporting 

In the event that “Corrective Action” is required under the “House Rules”, the bartender 

must record all relevant times, witness names if available, the action taken, rationale, and 

other observations and provide a copy to the Bar Director who in turn must inform the 

President of the CBBCA. 

 

In the event of any incident which involves the attendance of police, fire, or ambulance 

services the bartender must record all relevant times and observations and provide a copy 

to the Bar Director. 

 

In the event of an incident which involves the administering of first aid by bystanders or 

volunteers the bartender must record all relevant times, aid administered (if available), 

and observations and file it with the day’s receipts. 

 

6.1.9 Insurance 

CBBCA Directors, CBBCA program leaders, and volunteers are automatically ensured 

against Liability under the city’s liability coverage when carrying out duties related to the 

CBBCA, on and off of the property. This includes carrying out bar operations for 

CBBCA events and for private events. In the case of an incident occurring which is 
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connected to a Private Event the event holder and other patrons may face personal 

liability and will be held liable for property damage, they are not covered under CBBCA 

insurance. To protect these individuals the CBBCA is able, through contract with the city, 

to offer damage and liability insurance to event holders. Insurance fees are in additional 

to rental  fees, collected by the CBBCA, and remitted to the city quarterly.  
 
6.1.9 Risk Assessment 

All events and programs require a formal or informal evaluation of risk, this is especially 

true of events where alcohol is served.  

 Assessment of risk will determine: 

 Quantity of door monitors required. 

 Quantity of security monitors required. 

 Quantity of servers required. 

 Requirement for Insurance. 

 Rejection of certain “Unacceptable” event booking requests. 

 

Risk categories are: Low, Moderate, High, Unacceptable. 

 

The following event bookings should, unless there are extenuating circumstances, be 

treated as Low Risk: 

 Hall events with expected attendance of 100 or less.  

 Theatrical, variety, and Performing Arts productions (any attendance level).  

 Athletics and community events. 

 20+ Anniversaries, baptisms, charity fundraisers, and 55+ birthday parties.  

 Hall events where a meal is served.  

 

The following event bookings should, unless there are extenuating circumstances, be 

treated as Moderate Risk: 

 All Stags with expected attendance of 75-99.  

 Hall events with target audience under 25 years old with expected attendance 

of 75 or more.  

 Hall events with expected attendance of 150 or more and food/snacks are not 

provided. 

 All Hall events which do not include a meal or activity or presentation or 

entertainment.  

 

The following event bookings, unless there are extenuating circumstances,  should be 

treated as High Risk: 

 All events where the number of patrons is likely to exceed capacity ( example 

of exception: the bar is a secondary activity area ). 

 Stags with expected attendance of 100 or more ( example of exception: the 

Stag is for a senior ).  

 Stag & Does with expected attendance of 150 or more.  

 

 

The following event bookings should be rejected as Unacceptable: 



 Hall parties with alcohol service where a significant number of participants are 

expected to be under 19. ( e.g. 19
th
 birthday parties ).  

 Events where there is reason to suspect a significant number of participants will bring 

private alcohol and/or a significant number of participants under 19 will be 

consuming alcohol prior to arriving. ( e.g. Collegiate sports team  parties ).  

 The event or event holder has previously caused significant breaches of the House 

Rules. 

 Hall parties with alcohol service where there is cause to believe drinking and driving 

will be a problem. ( e.g. the event holder and a significant number of participants do 

not live nearby ).  

 

6.1.9 Cash Registers 

Both the Bar and the canteen have a cash register, preprogrammed with the items sold at 

the bar/canteen.  To operate the cash register, turn the key to XXX . 

To ring up sales press the item button for as many items as sold on each sale, press the 

SUBTOTAL button, enter the amount of cash rendered and press TOTAL. The drawer 

will open to allow you to make change. 

 

At the end of the period the bar/canteen is open turn the key to XXX and run a report, 

take the cash and the report and deliver it to the treasurer in a timely fashion. 

 

6.1.10 Canteen Operations 

The Canteen on the ground floor is open to serve drinks and snacks during outdoor games 

such as softball and at times during ice rink operations.  Beer is served from the canteen 

for adult games. When alcoholic beverages are available for sale all Bar Policies and 

Bartender Qualifications apply. 

 

The Canteen operations come under the direction of the Canteen Director, who is 

responsible for stocking and clearing the inventory, managing the cash register and 

Canteen Float ( see below) and for ensuring the canteen is appropriately manned when 

open. Canteen receipts are to be stored in the Safe and remitted to the Treasurer in 

accordance with Financial Procedures. 

 

 

 

 


