
MISSOURI DEPARTMENT OF MENTAL HEALTH
DIVISION OF ALCOHOL AND DRUG ABUSE

Manager Tips

If a policy matters to managers, it matters to employees. Set the tone in your store by showing you’re 
serious about no tobacco sales to minors. Schedule an employee meeting to train your employees on 
how to comply with Missouri law and require that all employees attend. Post signs in your place of busi-
ness. Have employees sign a written agreement. Then offer positive reinforcement and ongoing remind-
ers.

It is your responsibility to communicate the following information to each employee: 

The law is clear.

• Communicate to all employees that it is against the law to sell, distribute or furnish cigarettes or 
other tobacco products to anyone under the age of 18. Emphasize that employees must comply 
with the law.

• Post a sign stating, “It is a violation of State Law for cigarettes or other tobacco products to be 
sold or otherwise provided to any person under the age of 18 or for such person to purchase,    
attempt to purchase or possess cigarettes or other tobacco products.” on each tobacco display.

 
• Signs must be posted.

• It is also a good idea to:
   Post a sign, visible to customers at the counter, clearly stating that the    

 sale of tobacco products to anyone under 18 is prohibited.

   Post the warning sign on fi nes in employees’ break room.

Clerks in violation will be fi ned.

• Inform your employees that they can be fi ned up to $250 for selling tobacco products to anyone 
under the age of 18.

• Make employees aware that the law is being enforced. 

• The state is conducting year round inspections of tobacco outlets.  Youth under 18 are accompa-
nying inspectors to test whether retailers are likely to sell tobacco products to minors.  

Check ID. Confi rm identity. Calculate age.

• Remind employees to request picture identifi cation (ID) from anyone purchasing tobacco who 
appears to be under the age of 27. Have employees practice a short phrase such as “May I see 
some picture ID, please?” Do not simply ask customers their age.

• Instruct employees on how to read an ID.  Valid ID includes a Missouri Driver’s License, state-    
issued ID, valid passport, or chauffeur’s license.

• Instruct employees that checking ID is not enough. Clerks must confi rm that the identity on the 
card matches the potential customer. Clerks must also calculate age. Post signage to help new 
employees with calculation.



• Instruct employees how to calculate age, by subtracting 18 years from the current date. For         
instance, if today is 9-1-2001, the customer’s birth date must be 9-1-1983 or earlier to make him 
or her old enough to buy tobacco. 

• Explain to employees that checking ID is the best way to make sure tobacco is not sold to anyone 
under the age of 18. Caution employees against relying on visual appearances. Height, build,     
facial hair, make-up, clothing and attitude may lead employees to assume teens are older than 
they are.

• Remind employees they cannot sell tobacco products to anyone under the age of 18 even if the 
youth states it is for a parent. A written note from a parent or guardian giving permission is not   
acceptable.

Offer support to help clerks comply with the law.

• Watch employees and ask them to remind each other to ask for ID. If they forget, interrupt the  
sale and ask the buyer yourself, setting an example for employees.

• Have employees practice saying “I’m sorry, but I can’t sell tobacco products to anyone under 18 
years of age.”

• Remind employees that they are obeying the law. Make sure they understand you will support 
them if they refuse sale to any customer. 

• Reassure employees that checking ID is important, no matter how many people are in line. Each 
employee is responsible for not selling to anyone under the age of 18.

• Inform employees to tell customers who complain about your policy that state law prohibits the 
sale of tobacco products to anyone under the age of 18 and there are penalties for not complying 
with the law.

• Have employees practice saying, “If I sell to you, I can be fi ned up to $250.”

• Reinforce your policy regularly by reminding employees about the law as staff meetings, through 
break room notices, signage, newsletters and payroll stuffers.  Encourage employees to remind 
one another.

Adapted from the Oregon Offi ce of Mental Health and Addiction Services
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