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	Eight weeks prior to your event:
	
	
	

	
	· Choose a party theme with your child
	
	
	

	
	
	
	
	

	
	· Draw up the guest list. Enlist several adults to help the party run smoothly.
	
	
	

	
	
	
	
	

	
	· For three to five year olds you ideally need around one adult for every four children and for six to ten year olds you will need one adult to every six children. Keep to 25 or less if possible
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	· Pick the party date and time. Parties are generally two to two and a half hours long
	
	
	

	
	
	
	
	

	
	· Confirm your venue, entertainer, caterers etc before sending out invitation
	
	
	

	
	
	
	
	

	
	· Remember to make sure that entertainers are 'Police Checked' and that all bookings have adequate liability insurance (especially bouncy castles). If hiring a bouncy castle make sure you set up a quiet colouring table as an alternative
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	· Try to incorporate some soft and/or free play for under 4’s
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Four weeks before the event:
	
	
	

	
	· Make or buy the invitations and send them out. You may also want to send a map. Ask for any special dietary requirements and check allergies i.e. use of hair sprays and face painting products etc
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	· Make or buy decorations, party bags and prizes. Make sure you have a couple of extra party bags – just in case.
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Two weeks before the event:
	
	
	

	
	· Decide on activities and games to play. Consider the age of the children and plan games and activities accordingly. Plan more games than you expect to use, in case you run out of activities before the party is over.
	
	
	

	
	· 
	
	
	

	
	
	
	
	

	
	· Plan your menu.
	
	
	

	
	
	
	
	

	
	· Arrange for extra help on the party day from friends or relatives.
	
	
	

	
	
	
	
	

	
	· Order birthday cake
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	One week before the event:
	
	
	

	
	· Make any food that can be made ahead of time freeze
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	One or two days before the party
	
	
	

	
	· Write out a final schedule of activities for the party.
	
	
	

	
	
	
	
	

	
	· Buy remaining food for the party. Buy film and have your camcorder at the ready. Check batteries for the cameras.

	
	
	

	
	· 
	
	
	

	
	· Finish decorating the cake, or pick up the cake from the bakery. Make sure you have plenty of candles and matches.
	
	
	

	
	· 
	
	
	

	
	
	
	
	

	
	· Decorate any indoor areas (save outdoor decorating for the day of the party or event).
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	The day of the event:
	
	
	

	
	· Prepare food and drink that could not be made ahead of time
	
	
	

	
	
	
	
	

	
	· Set up any outdoor decorations and craft areas.
	
	
	

	
	
	
	
	

	
	· Plan a nap for your child.
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Remember, young guests are excited and there are bound to be mishaps. Keep your sense of humour, and even if every aspect of the party doesn’t go as planned, the most important part is to enjoy your child’s big day!

	
	
	

	
	
	
	
	


