
5-Step Checking Process

STEP 1 – Check the         Hologram
• Look for the 3D effect in the background of 

the hologram
• Look for the small          text in the background
• The          hologram must be flush with the plastic of

the card – NOT stuck on top of plastic
• If in doubt, compare it with the sample card provided

with this pack

STEP 2 – Check the Photograph
• Ensure that the photograph is of the person presenting

the card – if necessary, politely ask the person to remove
their hood, hat or sunglasses to be sure

• The photograph must be printed directly on to the
plastic of the card – NOT stuck on top of the plastic

STEP 3 – Check the Date of Birth
• Calculate the age of the person from the date of birth –

use the “ready reckoner” on the other side of this sheet
• Make sure they are old enough to buy the goods or

services requested – if in doubt, check the list on the
other side of this sheet

• The date of birth must be printed on to the plastic – NOT
handwritten or stuck on top of the plastic

STEP 4 – Check the Card
• Ensure the card has not been tampered with or altered
• Feel the card – it should be completely smooth – NO

ridges or anything stuck on to the card

STEP 5 – Check the Person
• If you are still unsure about a person’s age, your legal

responsibility is to refuse to sell 
• YOUR PERSONAL SAFETY IS THE MOST IMPORTANT THING

If you feel threatened, call your supervisor or manager
for assistance

If you refuse to sell…
If you refuse to sell items because you believe the person is too young, once the person
has left report the incident to your supervisor or manager, and record the details in the 
“Refusal Record Book”.

It is recommended that the only other acceptable forms of proof of age are:
• Photo driving license
• Passport
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