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Party Booking Form
Day of Party ___________________________ Date of party: _____________________________ 

Time of party: 10.30am – 1.30pm ( 2.30pm – 5.30pm ( Other Slot:_______________
Name of party organiser: ___________________________________  Membership #: _________

Home address:__________________________________________________________________
Email address: _____________________________
Contact telephone numbers: ____________________ Home  ____​​​__________________ Mobile
Age of child: ________ Number of children attending (max 35)_____________
I have read and agree to abide by the party conditions set out in the Terms and Conditions by the Walthamstow Toy Library & Play Centre Management Committee.
Hirer Signed: _____________________________________   Date: __________________
-----------------------------------------------------------------------------------------------------------------------------------

OFFICE USE ONLY:

Payment details:  

Receipt # _______ Amount Paid: £_________    Date Paid: ______  WTL Signature: __________
-----------------------------------------------------------------------------------------------------------------------------------
Deposit Return (to complete after the party by Hirer and Toy Librarian)
Did the hirer leave the facilities at the correct time:(please tick) Yes ( No( 

If NO - what time did the hirer vacate the premise and location: ____________

Were the premises left in a clean and tidy condition and without damages? (please tick) Yes ( No(  
If no, please describe:
________________________________________________________________________
________________________________________________________________________
I agree with the details listed above - Hirer Signature: ________________________  
Toy Librarian Name: ________________________    Signature: ________________ Date: ______

Terms & Conditions
· Party hire costs £110 (£150 on Bank Holidays) plus a £50 returnable deposit; both payable at the time of booking. Additional hours can be booked at £40 per hour. 

· You have to be a member of the Toy Library to hire the venue.  Annual membership costs £5.

· Running over the agreed booking slot, without prior notice, will result in the forfeit of the £50 deposit.

· All party rubbish must be removed from site as we do not have storage facilities. Recycling bins are available. 

· The £50 deposit is returned 1-2 weeks after the party if no expenses have been incurred, i.e. damage to contents or the building, running over time, not removing party rubbish or the centre has been left untidy.

· The time allowed for the party is three hours, this includes half an hour to set up and half an hour to allow for clearing away and saying farewell to your guests. You are responsible for clearing away left over refreshments, decorations, and personal belongings.

· Party Organisers must provide their own refreshments.

· A member of staff will be available to unlock the building at the start of the party and lock up at the end, and will remain on the premises during the party.

· The car park gates and side gates will be open for 5 minutes after the booking time; a delay in leaving the car park will incur additional charges and may result in the loss of your deposit.

· No Smoking is allowed on the Comley Bank premises.

· Children attending the party should be under ten years of age. We suggest a minimum adult to child ratio of 1:6.

· The cancellation policy for party bookings are as follows:

· 4 weeks’ notice: No cancellation fee payable. Fees already paid will be refunded

· 3 weeks’ notice: 50% of the party fee is payable

· 2 weeks’ notice: 75% of the party fee is payable

· 1 weeks’ notice: Full party fee payable

· Any queries / complaints or damage should be reported to the member of staff at the end of the party.

· Further queries/ complaints should be directed to the Centre Manager on 208 509 3401/ E17toylibrarymanager@gmail.com 

· See the FAQ’s on our website for more information. 
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