
 
April 2026  
 
 1/6 
 

 
 

INFORMATION ABOUT APPLYING FOR RENEWAL OF 
 MANAGER’S CERTIFICATE 

 
Sale and Supply of Alcohol Act 2012 

 
Under Section 218 of the Act, a person must be 20 years or older to be an appointed Manager and must hold the 
relevant training certificates. The Act does not differentiate between club and general managers.  All managers 
must obtain the same training and certification.  
 
Application process: 
To renew a manager's certificate, you can either complete an online application for renewal at 
https://my.cluthadc.govt.nz/do-it-online/alcohol or, complete the attached form. All questions must be 
answered, and the form signed where indicated.  
 
In addition, the applicant must provide: 
• One reference from your current place of employment – stating dates of employment and a full 

description of duties in regard to your direct involvement in the sale and supply of alcohol. Please note 
all references must be dated and signed. 

 

• A copy of your prescribed qualification (LCQ) - if you do not have your certificate then you must provide 
evidence that you have enrolled in a course.  Your manager's certificate will not be issued until we 
receive a copy of your LCQ certificate. Do not attach your original certificate. 
 

• Copy of work permit (if applicable) – this should be a photocopy of your current visa in your passport. 
 
Please note that a manager's certificate can only be issued to those with: 
• Current employment in licensed premises 
• A valid work permit for New Zealand 
• Who have paid the $316.25 fee (which is non-refundable and non-transferrable). 
 
PLEASE NOTE: We are unable to renew an expired licence so please make sure you return your renewal before 
your existing licence expires. 
 
Completed renewal: 
If you complete a hard copy, you can email, post or deliver your application.  An invoice for the fee of $316.25 
will be emailed to you once we receive the application. Please use your surname and the invoice number as 
references. 
 
The criteria assessed for any application include: 
• The applicant’s suitability to be a manager 
• Any convictions recorded against the applicant 
• Any other matters raised by the Police or Licensing Inspector’s reports 
• The manner in which the manager has managed the Sale and Supply of Alcohol pursuant to the licence 

with the aim of contributing to the reduction of alcohol-related harm under the Sale and Supply of 
Alcohol Act 2012 S227(c). 

 
Please contact Alcohol Admin staff on 03 419 0200, if you require any further information. 

 
Note: This information page does not need to accompany the application. 

https://my.cluthadc.govt.nz/do-it-online/alcohol
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Form 19 
 

APPLICATION FOR RENEWAL OF MANAGER’S CERTIFICATE 
Section 224, Sale and Supply of Alcohol Act 2012 

 
To: The Secretary 
 Clutha District Licensing Committee 
 PO Box 25 
 BALCLUTHA 9240 
  
Application for the renewal of a manager’s certificate is made in accordance with the details set out 
below: 

Please PRINT Clearly 
1. Details of applicant 

(a) Full legal name (including any aliases or maiden name): ____________________________  

 _________________________________________________________________________  

(b) Residential address:  _______________________________________________________  

(c) Postal address for service of documents: (if different from above)  _____________________  

 _________________________________________________________________________  

(d) Gender:         

(e) Date of birth:  ______________________________________________________________  

(f) Place of birth:  _____________________________________________________________  

(g) Daytime contact number:  ____________________________________________________  

(h) Cell: _____________________________________________________________________  

(i) Email:  ___________________________________________________________________  

 

2. Details of Premises 
(a) Which licensed premises do you use your manager’s certificate at:   ___________________  

 _________________________________________________________________________  

(b) What position do you hold? ___________________________________________________  

(c) Certificate number:  ___________________________________________________________  

(d) Expiry date: _________________________________________________________________  

(e) Was the certificate issued by another District Licensing Committee?                 YES / NO 
(f) Do you hold the Licence Controllers Qualification Certificate (LCQ)?                YES / NO   

(g) What date was the certificate issued?________________________ (Please provide a copy) 

(h) Have you completed the licence controllers qualification bridging test?                    YES / NO 
(This must be completed if you obtained your LCQ before 18 December 2013) ______        

(i) What date was the certificate issued?________________________ (Please provide a copy) 
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3. What steps do you take to manage the sale and supply of alcohol, with the aim of contributing to 
the reduction of alcohol-related harm? 
 ____________________________________________________________________________  

 ____________________________________________________________________________  

 

4. Criminal record check 
 
Have you ever been convicted of any offence?                                         Yes     No  

 
Please state all criminal convictions other than convictions for offences against provisions of the 
Land Transport Act 1998 not contained in Part 6, and offences to which the Criminal Records 
(Clean Slate) Act 2004 applies. 
 

Conviction Date of conviction 
  
  
  
  
  

NOTE: Failure to disclose may result in the Police opposing the application. 
 

5. a) Are you working in New Zealand on a work visa?  YES / NO 
 (If yes, we’ll need to see your original passport when you apply) 

(b) Do you have authority to work in New Zealand?  YES / NO 
(c) Is your work permit current?    YES / NO 
(d) When does it expire? ________________________________________________________  

 
 
CHECKLIST:  
Have you: 
 Attached a reference from the current place of employment where you use your manager’s 
certificate 
 Attached a copy of LCQ 
 Attached a copy of LCQ bridging course qualification 
 Attached a copy of Work Visa (If applicable) 
 
 
PLEASE NOTE: 
We cannot renew a certificate that has expired.  Please ensure your application to renew your 
Manager’s Certificate is received by the Clutha District Licensing Committee before the date of 
expiry. 
 
 
Applicant’s signature:_____________________________                       Date:_____/____/____ 
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Privacy statement  
The information you provide in this application and any supporting documents will be used by the Clutha District 
Council to process your application under the Sale and Supply of Alcohol Act 2012 and may be shared with 
relevant government agencies. If required, the information may form part of a public hearing before the District 
Licensing Committee (DLC) and may appear in the hearing agenda. The decision will be made publicly available. 
The information you provide may also be used in any subsequent decision relating to your application. Any 
member of the public may, under the Local Government Official Information and Meetings Act 1987, request 
access to information held by the council. Under the Privacy Act 2020, you have the right to see and correct 
personal information that the council holds about you. If you would like a copy of the personal information we 
hold about you, or to have the information corrected, please contact us at help.desk@cluthadc.govt.nz or 0800 
801 350.  

 

mailto:help.desk@cluthadc.govt.nz
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Questionnaire for Manager’s Certificate 
 
Name:    
 
Number:   

 

 

1. In your own words describe the Object of the Act: 
  
  
  
2. Explain what each designation of a licensed premises means: 
 Restricted:  
 Supervised:  
 Undesignated:  
  
3. What is the minimum age a person must be before you can sell them alcohol? 
  
4. You should ask for ID if someone looks under what age: 
  
5. What three forms of identification can you accept as proof of age: 
 (a)  
 (b)  
 (c)  
  
6. As part of Host Responsibility what must you always make available to your customers: 
  
  
  
7. What are your responsibilities as a Duty Manager? 
  
  
8. Explain when a minor can drink on a licensed premises: 
  
  
9. What are the four signs for recognising an intoxicated person? 
 S  
 C  
 A  
 B  
  
10. Give an example of a time that you have either had to slow someone down or cut someone off for 

being under the influence or intoxicated.   
  
  
  
11. Can an intoxicated person remain on a licensed premises? 
  
12. If you refuse someone service of alcohol, or ask them to leave the premises, would you record this 
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anywhere? 
  
  
13. If you are the Duty Manager and one of your staff has been caught selling alcohol to a minor, are 

you responsible: 
  
  
14. Whose responsibility is it to ensure you get your renewal application lodged before it expires: 
  
  
15. What are the following licence conditions for your workplace? 
 (a) Type of Licence ( On/Off/Club )  
 (b) What hours are you licensed to sell alcohol  
 (c) Where is your licence displayed  
 (d) What are the designations of your premises  
  
16. On average how long does it take for a standard drink to be processed by the liver  
  
17. What factors can influence why two people might drink the same amount but one becomes 

intoxicated quicker. 
  
  
18. Approximately how many mls is a standard drink for: 
 Beer     -   
 Wine     -   
 Spirits   -  
19. According to your licence, what time must you stop serving alcohol on your premises. 
  
20. If you are the Duty Manager, and need to leave the premises for any reason, what must you do prior 

to departing: 
  
  
21. If appointing a Temporary Manager, how long have they got to submit their own application for a 

Manager’s Certificate: 
  
  
22. Who are the two organisations you have to notify when appointing a Temporary or Acting 

Manager? 
  
  

 

 


