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CIlubPASS is designed to help you manage patrons as they flow into your club.
The Lobby screen is the homepage for ClubPASS.

TP 8 Latest sign-ins
This is a list of all the latest

Latest sign-ins Acton required patrons that have signed in with
P axemee @ ClubPASS at your club.

Jerome Bell ‘5

T ’ -Q- Action required

& ComeronWikamson These patrons have attempted to

M S sign in but require your assistance
PecalWing Q 2 & to enter the club.

vvvvvv ; it . 2

View al (11] ~
Wade Warren

More details

Members, guests and visitors appear differently in ClubPASS. To get more
information about a patron, select the ‘View details’ button.

Member
Members have a small badge
indicating their club membership.

Jerome Bell

Flagged 1 min ago

View details

Visitor

A visitor is a patron who is not a
member and lives outside the
club’s membership radius.

Jerome Bell

Flagged 1 min ago

View details
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Guest

In ClubPASS, guests are attached
to the member they’re signing in
with.

Member A Assistance

Jerome Bell

Flagged 1 min ago

View details

4 Jane Cooper Flagged 1 min ago

A Ralph Edwards

ClubPASS will alert you if a patron requires your help. This is how alerts appear on
the Lobby screen:

Staff assist

Patron needs some assistance
from staff before they can enter
the club.

A Assistance

Jerome Bell

Flagged 1 min ago

View details

i Ban
i Patron is currently under a ban
Jerome Bell which must be resolved before
Flagged 1 min ago they can enter the C|Ub
View details
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When a patron requires help, the goal is to address each entry requirement
exception before allowing their entry into the club.
e Once all the entry exceptions have been addressed, you can select ‘Allow
entry’.
e If an entry exception cannot be resolved, the patron cannot enter the club.
Select ‘Refuse entry’ to stop them from entering the club.

cubrass D YourLocal Club cubeass D YourLocal Club

Ao Flagged patrons

a Jerome el ﬂ
Jerome Bell

(@ Darren Wong '@
Jerome Bell ==y - -
F ‘Brooddyn Simons
. ok
Alowastry  Bahoe Py,

Patron details

i Verity patron details Check 10

Membership

Patron with entry exceptions Patron without entry exceptions

Note: You will still need to exercise your judgement for other entry

requirements such as inappropriate attire, bad behaviour, etc.

There are several entry exceptions that can occur when a club member signs in with
CIlubPASS:
e Membership expired
Membership needs verification
Identity needs verification
MVSE
Patron banned
Vaccination verification
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Visitors are non-members that live outside the club’s membership radius. If a
non-member lives inside your club’s membership radius, they’ll need to become a
member before they can enter the club.

Note: Some clubs have a policy on making frequent visitors sign up for club

membership. If you believe a patron requires membership, you'll need to sign
them up for club membership separately.

There are several entry exceptions that can occur when a visitor signs in with
ClubPASS:

e Membership required

Identity needs verification
MVSE

Patron banned
Vaccination verification

Guests can enter a club with a club member. A guest won’t be allowed to sign in with
ClubPASS until their accompanying member has successfully signed in with
ClubPASS.

Note: If the accompanying member signed in using something other than

ClubPASS, the guest won'’t be able to sign in with ClubPASS either.

There are several entry exceptions that can occur when a guest signs in with
ClubPASS:

e |dentity needs verification

e Refuse/Ban patron

e Vaccination verification

If a patron has behaved in a way that goes against any of the conditions of entry, you
can refuse them entry into the club. For more serious offences, a ban can be placed
on their ClubPASS account.

See Refusing entry/Banning a patron
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Dealing with entry

exceptions
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This entry exception will be triggered if a patron’s ClubPASS identity needs

verification. This can happen for several reasons:

e It's a new ClubPASS account
e Patron has updated their identity in ClubPASS
e It's been a while since their identity was last verified
e Your club’s identity verification policy requires

Cluby 5 C Your Local Club

Latest sign-ins

Wade Warren

View detais

Member & Assistance
Jerome Bell
i —

&=

Cluby C Your Local Club

Jerome Bell

ABowentry  Reluse

Patron details

& Verity patron detaits

170 D y Ave Bankstown NSW 2200

1Jan 2003
Membership

5382-2135-3546

1Jan 2022
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Flagged patrons

& Jerome Bell

(@ Darreii Wong ‘9
L]
Brooklyn Simaons
a .
=2 guests

Flagged patrons

a Jorome Bell a
@ Porrsi Wong &
L]
Brooklyn Simons -
a
R p—

Step 1.
On the Lobby screen, select the
‘View details’ button.

Step 2.
You will see the ‘Verify patron
details’ entry exception.

Select the ‘Check ID’ button.
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cubrass (3 YourLocal Club
#  Jew Verify patron details

Document #1

Driver icence v

1234587890

Cancel Save and verify

Hame
Jerome Ball

170 Dudley Ave Bankstown NSW 2200

cubrass (3 YourLocal Club

# & Jem Verify patron details

Cancel Save and verify

Hame
Jerome Ball

Addross
170 Dudley Ave Bankstown NSW 2200

ClubPASS C Your Local Club

Flagged patrons

4 Jerome Bell

Jerome Bell

Patron details

Jerame Bell

170 Dudiey Ave Bankstown NSW 2200
1Jan 2003

Membership

§382-2135-3548

1Jan 2022
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B o bo

4

@ Darrall Wong j
L]
Brooklyn Simons -
Y
2 guests

Step 3.

On this screen you’ll need to
check that the patron details are
correct.

Note: If you need to update the
patron’s details. Select the ‘edit’
link.

Step 4.

Ask the patron for some photo
ID and enter the document no.
and expiry. A driver licence, NSW
photo card, passport and a proof
of age card from other states are
all acceptable.

Select ‘Save and verify’ when
you’re done.

Note: If you need more than one
document to verify their details,
select the ‘Add another document’
link.

Step 5.
The “Verify patron details’ entry
exception should now be resolved.

If there are more entry
exceptions, resolve those before
you allow entry.

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
entry’ button.
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This entry exception will be triggered if a member tries to sign in with an expired club
membership. To fix this you will need to renew their membership.

Club C Your Local Club Step 1-
On the Lobby screen, select the
Fovesd el ‘View details’ button.

& Jerome Bell

Latest sign-ins

‘Wade Warren
View detais @ = & .Q-
Brooklyn Simons -
e -
Jerome Bell
Club C Your Local Club Step 2-
You will see the ‘Membership

- Fassdpamnt expired’ entry exception.

a ry diowing entry a Jorome el ia

P — _@ Renew the patron’s club
. membership on your own
» T & membership system.
Make a note of their new
membership expiry.

Jerome Bell

ABowentry  Reluse

Patron details

Note: If you want to let the patron

e e B W 2200 in without verifying their
ik membership, select the small
arrow on the ‘Verify membership’
it button and select ‘Skip’.

@mbﬂrﬂdp expired Update >
e

5382-2135-3548

1Jan 2020

ClubPASS Staff User Guide v1.4 Page 10 of 24



ClubPAS C Your Local Club

= Flagged patrons
a ¥ allowing entry a Jorome Bell 3
@ Darrell Wong &
Jerome Bell (5
Flaggad 1 min &3 Brooklyn Simons
a
Al aniry Rotuse +3 guests.
Patron details
Jecome Bell
Adtiross
170 Dudiey Ave Bankstown NSW 2200
1Jan 2003
Membership
e @
1 Jan 2020
ciubpass (@ YourLocal Club
L Jorome Bell
Flagged patrons.
a a Jerome Bell 1
st ag
Verify membership
Ensure the details below Darrell Wong
Bars n 30
Jerome Bell
Flagged 1 min ago Brooklyn Simons
Kakiat |} i age
Asoweniry  Fefuse o 1 quests
o 2022
S e
Hame
Jerome Ball

Address
170 Dudiery Ave Bankstown HSW 2200

Date of birth
1.Jan 2003
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Step 3.

Once you have renewed their club
membership, return to ClubPASS
and select the ‘Update’ button.

Step 4.
Enter their new membership
details and select ‘Save and
verify’.
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cubrass(Q YourLocal Club step 5
The ‘Membership expired’ entry
Figand bons exception should now be resolved.
i usoan ﬁ
& s _@ If there are more entry
- exceptions, resolve those before
e B you allow entry.

Jerome Bell

Patron details

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
entry’ button.

Jerame Bell

Addras

170 Dudiey Ave Bankstown NSW 2200
1Jan 2003

Membership

§382-2135-3548

1Jan 2022

This entry exception will be triggered if a visitor tries to sign in and they live within the
club’s membership radius. To fix this, you need to sign them up as a club member in
your membership system and then add their membership to ClubPASS.

Club C Your Local Club step 1-
On the Lobby screen, select the

rentm Pt prrs ‘View details’ button.

‘Wade Warren ﬁ

View detais @ = = j‘

Brooklyn Simons 2
Member & Assistance — a
Jerome Bell
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ClubPs C Your Local Club

L

a y allcwi

Jerome Bell

ABowentry  Reluse

Patron details

Jesome Bell

170 Dudley Ave Bankstown NSW 2200
1Jan 2003

Membership

ry— b
i |

ClubPs C Your Local Club

L

a y allcwi

Jerome Bell

ABowentry  Reluse

Patron details

Jesome Bell

170 Dudley Ave Bankstown NSW 2200
1Jan 2003

Membership

& Membership required
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Flagged patrons

a Jorome Bell a
@ Porrsi Wong &
L]
Brooklyn Simons -
a
R p—

Flagged patrons

a Jorome Bell a
@ Porrsi Wong &
L]
Brooklyn Simons -
a
R p—

Step 2.
You will see the ‘Membership
required’ entry exception.

Sign the patron up as a club
member on your own club
membership system.

Note: Make a note of their new
membership number and expiry.

Step 3.

Once you have renewed their
membership, return to ClubPASS
and select the ‘Add’ button.

Page 13 of 24



cubrass (3 YourLocal Club

& » Jorome Bel

o

Add membership

Jerome Bell

Cancel
nnnnnn

rrrrr

Date of birth
1.Jan 2003

Cluby c Your Local Club

L

Jerome Bell

Barned wn
Brookiyn Simons
s @B

Flagged patrons

a Jerome Bell ig
@ Darrall Wong j
L]
Brooklyn Simons -
Y
*2guesis

Step 4.
Enter their new membership
details and select ‘Save and
verify’.

Step 5.
The ‘Membership required’ entry
exception should now be fixed.

If there are more entry
exceptions, resolve those before
you allow entry.

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
entry’ button.

e If the member doesn’t want to be a club member, then they can’t enter the
club. Select the ‘Refuse entry’ button on the patron details screen.

e If you have a valid reason to allow the patron in without club
membership, you can override the entry exception. To override, select the
arrow on the ‘Add’ button on the Patron details screen and select ‘Skip’.

This entry exception will be triggered if a patron’s club membership in ClubPASS
hasn’t been verified before. You only need to do this once.

ClubPASS Staff User Guide v1.4
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Cluby 5 C Your Local Club

Latest sign-ins Flagged patrons

a Jerome Bell i%

Wade Warren
| ® Darrell Wong -9
View detais L
Brooklyn Simons -
a
-2 guasts
Member & Assistance

Jerome Bell

ClubPs C Your Local Club

#
Flagged patrons

a ¥ allowing entry a Jorome el E
@ Porrsi Wong s
-

Jerome Bell
; R - Brookiyn Simons -
'y
Al ary Rotuse «3 gueaty
Patron details
Jerome Bell

170 ley Ave Bankstown NSW 2200

1Jan 2003

Membership
e e
@rﬂy membarship detalls Chock memibership >
=

5382-2135-3548

clubpass (@ YourLocal Club

& » Jorome Bel

£ 2 i il ﬂ

Verify membership

E t r 1 Darrall Wong
Banned - 3 men sg0
Jerome Bell Marbarship
Flagged 1 min ago Brooklyn Simons
Asoweniry  Refuse . +2 guests a
2022

Patron details Cancel

Address
170 Dudiey Ave Bankstown NSW 2200

Date of birth
1Jan 2003
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Step 1.
On the Lobby screen, select the
‘View details’ button.

Step 2.

You will see the ‘Verify
membership details’ entry
exception.

Select the ‘Check membership’
button.

Step 3.

Ensure the patron’s club
membership number and expiry
are correct. You can check these
against their club membership
card or by looking them up on
your club’s membership system.

Once these details are correct,
select ‘Save and verify’.
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cubrass(Q YourLocal Club Step 4.

The ‘Verify membership details’
entry exception should now be
fixed.

L

Jerome Bell

““““““ If there are more entry
exceptions, resolve those before
Patron details you allow entry.

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
Membership entry’ button.

y Ave Bankstown NSW 2200

e If membership details cannot be verified, then they can’t enter the club.
Select the ‘Refuse entry’ button on the patron details screen

e If you have a valid reason to allow the patron in without verifying their
membership you can override the entry exception. To override, select the
arrow on the ‘Update’ button on the Patron details screen and select ‘Skip’.

This entry exception will be triggered if a patron is under a Multi-Venue Self
Exclusion (MVSE) condition. To resolve this you need to follow your club’s MVSE

policy.

The ClubSAFE Multi-Venue Self-Exclusion (MVSE) Program is an online system
designed to enable people with a gambling problem to self-exclude from venues
around where they work, live and socialise. You can read more about it on the
ClubsNSW website.
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https://www.clubsnsw.com.au/services/clubsafe/multi-venue-self-exclusion
https://www.clubsnsw.com.au/services/clubsafe/multi-venue-self-exclusion

Clubi C Your Local Club

Latest sign-ins

Momber

Wade Warren

View details

i:*
Mambor gk Assistance
Jerome Bell L4
= v
\’:ﬁ det; 1/|

—

ClubPAS C Your Local Club

L

@Mvs& Please talk to your manager

Jerome Bell

Allow entry Refuse

Patron details
Jerome Bed

1.4an 2003
Membership

§382-2135-3548

1.Jan 2022

ClubPASS Staff User Guide v1.4

@ Dorreli Wong

Brooklyn Sim:

@ Dol Wong

Brooklyn Simans

o2 uests

a
L
4k

Step 1.
On the Lobby screen, select the
‘View details’ button.

Step 2.
You will see the ‘MVSE’ entry
exception.

Follow your club’s MVSE
protocol, which may include some
of the following:

e Look up the patron’s details
in your MVSE Program
register;

e Alert your manager that a
MVSE Program member
has signed in;

e Speak with the patron about
their entry conditions and
any requirements they must
adhere to based on their
MVSE status.

Once you're satisfied the patron
has been appropriately handled as
per your club’s MVSE policy,
select the ‘OK’ button.
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ClubPAS C Your Local Club

Flagged patrons

o g
@ Dol Wong -9
-
Broaklyn Simans
& c
- A

Jerome Bell

== -

Patron details

170 Dudiey Ave Bankstown NSW 2200
1Jan 2003
Membership

Membership #
5382-2135-2548

1Jan 2022

Step 3.
The ‘Potential MVSE’ entry
exception should now be resolved.

If there are more entry
exceptions, resolve those before
you allow entry.

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
entry’ button.

This entry exception will be triggered if a patron is currently under a ban at your club.
To resolve this, you need to review and remove the ban.

Also see: Refuse/Ban patron

Cluby 5 C Your Local Club

Latest sign-ins

Wade Warren

View detais

ClubPASS Staff User Guide v1.4

Step 1.
On the Lobby screen, select the
‘View details’ button
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Flagged patrons

& Jerome Bell ﬂ
@ Darrall Wong j
-
Brooklyn Simons -
o
-2 guets. "

Patron details

Jeroma Bell

clubpass (@ YourLocal Club

Flagged patrons.
Jerome Bell
Remove ban Darrell Wong
n 30 !
Brooklyn Simons
Kakiat |} i age
2 guests
Jerome Bell
. - . & 4
Patron details

Hame
Jerome Bell

ClubPASS C Your Local Club

#
Flagged patrons

a Jerome Bell ﬁ
@ Darrall Wong j
-
Brooklyn Simons -
&
+2 guests

Jerome Bell

Patron details

Jerome Bell

Lo fley Ave Bankstown NSW 2200

Date of birth
1Jan 2003
Membership

382-2135-3548

1Jan 2022
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Step 2.
You will see the ‘Patron refused
entry’ entry exception.

Review the ban details.

If you feel the ban is no longer
warranted, select the ‘Permit
entry’ button.

Step 3.

Enter a reason for allowing club
entry. When you’re done, select
the ‘Remove ban’ button.

Step 4.
The ‘Patron refused entry’ entry
exception should now be resolved.

If there are more entry
exceptions, resolve those before
you allow entry.

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
entry’ button.
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Club policy may recommend that only vaccinated patrons be allowed to enter the
club. If this is the case, you’ll need to confirm that you've sighted a patron’s proof of
vaccination. You will only be asked to do this once per patron.

Club C Your Local Club Step 1-
On the Lobby screen, select the
e umoss ‘View detail’ button.

Member i | a JeromeBel
b=
Wade Warren
I h (@ Darreii Wong ‘Q
Vitrw datails y -

Brooklyn Simons -
o
=2 guests

Latest sign-ins

Cluby C Bankstown Sports Club Step 2-

_ You will see the ‘Verify this patron
Q::..:.mm —— i has be_en vaccinated’ entry

S e ﬁ exception.

° .,,m,..w.,lng £ Ask the patron for proof of
o B vaccination

Jerome Bell

ASowentry  Ralu s

If the patron cannot provide
satisfactory evidence of their
vaccination status or if their
vaccination level is insufficient (eg.
they’ve had one jab but your club
requires patrons to be fully
vaccinated), they cannot enter the
club.

Patron details

Membership
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clubpass (3 Bankstown Sports Club

& » Jorome Bell

& Verity

Jerome Bell

Flagged 1 min ago

Ao aniry Refuse

Membership

Membersni pa
5382-2135-3546

Expiry
1Jan 2022

cubrass G

Your Local Club

Jerome Bell

Patron details

Jesome Bell

ey Ave Bankstown NSW 2200
1.4an 2003

Membership

382-2135-3546

1Jan 2022

Verify vaccination record

Cancel Confirm and verity |
- v

ClubPASS Staff User Guide v1.4

==
I
=0

@ Lt

Flagged patrons

a Jerome Bell ﬁ
@ Darrall Wong j
L]
Brooklyn Simons -
&
+2 guests

Step 3.

If you are satisfied that the patron
has been vaccinated to the level
required by club policy, select the
‘Confirm and Verify’ button.

Step 4.

The ‘Verify this patron has been
vaccinated’ entry exception should
now be resolved.

If there are more entry
exceptions, resolve those before
you allow entry.

If there are no more entry
exceptions, proceed to sign this
patron in by selecting the ‘Allow
entry’ button.
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If a patron has behaved in a way that goes against any of the conditions of entry, you
can refuse their entry into the club. For more serious offences, a ban can be placed
on their ClubPASS account.

Cluby C Your Local Club Step 1-
On the Lobby screen, select the
HER R e ‘View detail’ button.

Wade Warren

(@ Darreii Wong ‘Q
L]
Brooklyn Simaons
a :
=2 guests

View detais

Memiber b Assistance

Jerome Bell "s

€=, 4
ClubP# C Your Local Club Step 2-
To refuse entry or to apply a ban
- Tl peiint to a patron’s ClubPASS account,

& ﬁ select the ‘Refuse’ button on the
@ e ‘@- Patron details screen.

Jerome Bell

Amowertry | Retuse

o B Note: If the patron has already
Patron detais signed in, the ‘Refuse’ button will
read ‘Eject’ instead.

Jerame Bell

Aduras
170 Dudiey Ave Bankstown NSW 2200

Membership

§382-2135-3548

1Jan 2022

ClubPASS Staff User Guide v1.4 Page 22 of 24



clubrass (3 YourLocal Club

A ¥ Jorome Bell

Jerome Bell

Flagged 1 min 890

Acrw ariry Refuse

Patron details

Hame
Jerome Bell

Asdenss
170 Dudiey Ave Bankstown N

Date of birth
1.Jan 2003

Membership

Momberehip 1
5382-2135-3546

Expiry
1Jan 2022

cubpass G

Jerome Bell
Patron details
Membership

§382-2135-3548

12 May 2022

Refuse club entry

Cancel

Bankstown Sports

ClubPASS Staff User Guide v1.4

Flagged patrons

a Jerome Bell E
(@ Dorrell Wong !
]
Brooklyn Simons a
a

Step 3.

Select a reason, duration and
add any relevant details to
‘Comments’ for the ban.

By default, ban duration is set to
‘Just once’ but can be extended
for more serious offences.

When you’re done, select the
‘Refuse entry’ button.

Step 4.
The patron is now banned from
entering the club.

Note: If the patron attempts to
sign in while the ban is still in
effect, you will immediately be
alerted. See Patron banned.
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1.3

1.2

1.1

1.0
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14/9/2021

10/9/2021

18/8/2021

29/7/2021

28/7/2021

Updated screenshots to reflect Ul

Updated ‘Refusing entry/Banning a patron’ content to
reflect latest designs

Added vaccination verification entry exception

Updated Refuse/Ban interaction
Screenshots updated to reflect new branding

Initial release
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