
Staff training package
Selling tobacco products in Western Australia

This staff training package has been developed to support tobacco retailers to train and assess 
their staff knowledge and understanding of the laws regarding the sale and supply of tobacco 
products and smoking implements in Western Australia.

It is recommended that tobacco retailers provide this information and training at least every six months. 

Additional staff training package resources are available to download and print from the Tobacco Control 
website: https://ww2.health.wa.gov.au/Articles/F_I/Guides-to-support-tobacco-retailers-and-license-holders

The training package includes: 

 * Guide to selling tobacco products in WA

 * Staff training questionnaire

 * Answer sheet – staff training questionnaire

 *  Staff training acknowledgment form

More information on how to use the tobacco retailer training package resources is provided on the next page. 

If you require further information regarding the sale, supply or display of tobacco products or smoking 
implements in WA, please visit the Tobacco Control website:
https://ww2.health.wa.gov.au/Health-for/Environmental-Health-practitioners/Tobacco
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Staff training acknowledgment form

Selling tobacco products in Western Australia

This form is to be completed by the tobacco retailer store manager upon the completion of staff training.

Prior to completing the form, it is essential that each employee read and understand the information outlined 

in the WA DOH publication ‘A guide to selling tobacco products in Western Australia’ and answer the Training 

questionnaire. 

By signing this form, I understand that I have provided training on the following: 

□ it is illegal to sell or supply a tobacco product or smoking implement to anyone under the age of 18 years. 

□ a tobacco retailer must not authorise or allow employees under the age of 18 years to sell tobacco products.

□ adult employees must ask for proof of age identification from anyone asking for a tobacco product or   

 smoking implement that appears to be under the age of 25 years or who they believe may not be of legal  

 age to purchase tobacco products or smoking implements. 

□ acceptable forms of proof of age identification are: 

 □ a current Australian driver’s licence 

	 □ a current passport 

	 □ a current proof of age card issued under the Liquor Control Regulations 1989 or proof of age cards  

   issued by equivalent State or Territory government 

	 □ a current photo card issued under the Western Australian Photo Card Act 2014. 

□ they should not sell tobacco products or smoking implements to any customer who they believe will   

 supply that tobacco product or smoking implement to a person under the age of 18 years. 

□ if they sell or supply tobacco products or smoking implements to a person under the age of 18 years   

 they are committing an offence under the Act, and enforcement action may be taken against them if  

 they are found to have broken the law. 

□ products that resemble tobacco products (food, toy or other product), including e-cigarette devices,   

 cannot be sold by tobacco or general retailers.

Note: Proof of age identification must be current and include a photo of the person and the person’s  

date of birth.

Note: A University or College Student Card is not an approved proof of age card. 

  

Manager/Proprietor Name      Date (DD/MM/YYYY)

  

Manager/Proprietor Signature  
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Staff training questionnaire 

Selling tobacco products in Western Australia

Please review the publication ‘A guide for selling tobacco products in Western Australia’ before 

completing this questionnaire. This guide contains information to help you understand your 

obligations when selling tobacco products.

  

Name         Date (DD/MM/YYYY)

Section 1: Preventing the sale and supply of tobacco products to minors

(For each question, check all that boxes apply)

1. Which of the following items are considered a tobacco product or smoking implement?

	 □ Cigarettes 
□  Cigars  

□  Pipes □  Matches

 □  Tobacco leaf □  Shisha 
□  Lighters □  Cigarette holders 

2. It is illegal to sell or supply tobacco products or any smoking implement to anyone who is:

 □ under 15 years old □  under 17 years old

	 □  under 18 years old □  under 21 years old

3.  If I am caught selling tobacco or any smoking implement to a minor (an under-age person) I and/or the   

 tobacco retail business may be issued with an ‘on the spot’ fine of $1000 or be prosecuted (taken to court).

	 □  True □  False

4. Which of the following statements are TRUE?

	 □ I should ask for proof of age identification from anyone asking for tobacco products or smoking       

  implements that appears to be under 18 years old

	 □ I should ask for proof of age identification from anyone asking for tobacco products or smoking      

  implements that appears to be under 25 years old

	 □ I should ask for proof of age identification from anyone asking for tobacco products or smoking      

  implements that appears to be under 30 years old

5. Which of the following forms of age identification are acceptable to purchase cigarettes?

 □ Current Passport □  Current Australian driver’s licence  

	 □  Library card  □  ID with no photo or date of birth 

 □  Student ID card □  Current photo card issued under the WA Photo Card Act 2014 

 □  Employee ID card  

6.  What is the minimum age a person can be to sell a tobacco product or smoking implement?

 □  Any age  □  Over 15 years old

	 □  Over 18 years old □  Over 21 years old
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A guide for selling tobacco products in Western Australia
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https://ww2.health.wa.gov.au/Articles/F_I/Guides-to-support-tobacco-retailers-and-license-holders
https://ww2.health.wa.gov.au/Health-for/Environmental-Health-practitioners/Tobacco
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Produced by the Chronic Disease Prevention Directorate and Environmental Health Directorate © Department of Health 2021

Copyright to this material is vested in the State of Western Australia unless otherwise indicated. Apart from any fair dealing for the 
purposes of private study, research, criticism or review, as permitted under the provisions of the Copyright Act 1968, no part may be 
reproduced or re-used for any purposes whatsoever without written permission of the State of Western Australia.

This document can be made available in alternative formats on request for a person with disability.
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How to use the tobacco retailer staff training resources

Step 1: Education and training
This guide contains information to help tobacco retailer/manager and all staff who sell 
tobacco products understand their obligations when selling tobacco products. 

Tobacco retailers/managers should ensure that all staff who sell tobacco products  
read this guide and undertake training activities every 6 months to ensure they 
understand their obligations as detailed in the guide.

Training may be provided as a group information session, one-on-one meeting 
between manager and staff or individual learning. 

Step 2: Assessment of knowledge 
Upon completion of the training, each staff member should complete the staff  
training questionnaire. 

The questionnaire should be completed individually by each staff member  
(under test conditions) and provided to their manager for review.

Step 3: Acknowledgement of learning  
The tobacco retailer/manager should review and assess  
each completed questionnaire using the staff training 
answer sheet.

Any questions answered incorrectly should be discussed  
with the individual staff member to ensure the requirements 
are correctly understood.

The tobacco retailer/manager should complete and sign the 
staff training acknowledgment form upon completion  
of training.

Step 4: Record keeping  
The tobacco retailer/manager should retain copies of the 
completed questionnaire and signed acknowledgment form  
as a record of training provided to staff. 

Completed forms should be safely filed/stored by the 
tobacco retailer/manager.

A guide for selling tobacco 
products in Western Australia
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Staff training questionnaire 
Selling tobacco products in Western Australia

Please review the publication ‘A guide for selling tobacco products in Western Australia’ before 
completing this questionnaire. This guide contains information to help you understand your 
obligations when selling tobacco products.

  

Name         Date (DD/MM/YYYY)

Section 1: Preventing the sale and supply of tobacco products to minors
(For each question, check all that boxes apply)

1. Which of the following items are considered a tobacco product or smoking implement?

	 □ Cigarettes □  Cigars  □  Pipes □  Matches

 □  Tobacco leaf □  Shisha □  Lighters □  Cigarette holders 

2. It is illegal to sell or supply tobacco products or any smoking implement to anyone who is:

 □ under 15 years old □  under 17 years old

	 □  under 18 years old □  under 21 years old

3.  If I am caught selling tobacco or any smoking implement to a minor (an under-age person) I and/or the   
 tobacco retail business may be issued with an ‘on the spot’ fine of $1000 or be prosecuted (taken to court).

	 □  True □  False

4. Which of the following statements are TRUE?

	 □ I should ask for proof of age identification from anyone asking for tobacco products or smoking       
  implements that appears to be under 18 years old

	 □ I should ask for proof of age identification from anyone asking for tobacco products or smoking      
  implements that appears to be under 25 years old

	 □ I should ask for proof of age identification from anyone asking for tobacco products or smoking      
  implements that appears to be under 30 years old

5. Which of the following forms of age identification are acceptable to purchase cigarettes?

 □ Current Passport □  Current Australian driver’s licence  

	 □  Library card  □  ID with no photo or date of birth 

 □  Student ID card □  Current photo card issued under the WA Photo Card Act 2014 

 □  Employee ID card  

6.  What is the minimum age a person can be to sell a tobacco product or smoking implement?

 □  Any age  □  Over 15 years old
	 □  Over 18 years old □  Over 21 years old
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Staff training acknowledgment form
Selling tobacco products in Western Australia

This form is to be completed by the tobacco retailer store manager upon the completion of staff training.

Prior to completing the form, it is essential that each employee read and understand the information outlined 
in the WA DOH publication ‘A guide to selling tobacco products in Western Australia’ and answer the Training 
questionnaire. 

By signing this form, I understand that I have provided training on the following: 

□ it is illegal to sell or supply a tobacco product or smoking implement to anyone under the age of 18 years. 

□ a tobacco retailer must not authorise or allow employees under the age of 18 years to sell tobacco products.

□ adult employees must ask for proof of age identification from anyone asking for a tobacco product or   
 smoking implement that appears to be under the age of 25 years or who they believe may not be of legal  
 age to purchase tobacco products or smoking implements. 

□ acceptable forms of proof of age identification are: 

 □ a current Australian driver’s licence 

	 □ a current passport 

	 □ a current proof of age card issued under the Liquor Control Regulations 1989 or proof of age cards  
   issued by equivalent State or Territory government 

	 □ a current photo card issued under the Western Australian Photo Card Act 2014. 

□ they should not sell tobacco products or smoking implements to any customer who they believe will   
 supply that tobacco product or smoking implement to a person under the age of 18 years. 

□ if they sell or supply tobacco products or smoking implements to a person under the age of 18 years   
 they are committing an offence under the Act, and enforcement action may be taken against them if  
 they are found to have broken the law. 

□ products that resemble tobacco products (food, toy or other product), including e-cigarette devices,   
 cannot be sold by tobacco or general retailers.

Note: Proof of age identification must be current and include a photo of the person and the person’s  
date of birth.

Note: A University or College Student Card is not an approved proof of age card. 

  

Manager/Proprietor Name      Date (DD/MM/YYYY)

  

Manager/Proprietor Signature  
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File and store copies of 
completed questionnaires 

and the signed 
acknowledgment form.


