Six to eight weeks before the party
Make the booking
Check availability of Play Centre and book a date
and time, pay any deposit necessary.
If you haven’t already been there yourself, plan
a visit with any questions you may have (see right).
Get a contact name at the Play Centre and ensure
all details are confirmed in writing to avoid any
surprises on the day!

Invitations
Confirm the names of guests to be invited
and wherever possible find out surnames and
dietary requirements, keeping a list of names
and telephone numbers of party guests.

Find out from the Play Centre...
✓ Cost per child
✓ Minimum number of children
✓ Maximum number of children
✓ What does the party include (eg food, party bags)?
✓ What is not provided (eg tea/coffee)?
✓ How many adults are required to supervise?
✓ How long will the party last?
✓ Is food included and what is on the menu?
✓ What is provided as an alternative for those with
allergies or special dietary requirements?

✓ Can the Play Centre be decorated and are you
allowed in there earlier to prepare?

✓ Can you hold your own party games?
✓ Do they provide a birthday cake and candles?
✓ Is there a designated area for the parents to sit?

Include an RSVP on the invitation with a contact name, telephone number and a date by which you need
a reply.
Include any relevant information about the Play Centre such as directions, tel no and info such as ‘socks
must be worn’. Many Play Centres provide their own invites which include all this information.

Cake
If you have decided to order a birthday cake from a supplier, contact them
and they should be able to show you samples or pictures of the cakes they
have made to help you make your choice.
Specify the date you need the cake for and order early as for some cakes
the icing will need time to set. If the name is to be iced onto the cake, make
sure they have the correct spelling!
If you are planning to make your own birthday cake, find some recipes.
If you’ve never made a cake before try making a practice one first!

Two to three weeks before the party
Decorations
If you are providing your own decorations start looking for them: they could include balloons, streamers,
paper chains, table confetti, ‘Happy Birthday’ banners, party hats or masks.
Source prizes for games or activities, a parcel for Pass-the-Parcel, party bags and contents.
If you are using helium balloons and wish to hire a helium gas bottle, they are usually available from balloon
suppliers, so contact them and ask if they deliver or if you have to collect.

Allocating tasks
Plan who is going to help at the party such as other parents or relatives etc, you can’t be everywhere at
once! Suggest which tasks you may need help with and check they are happy to do them.
Ask someone to be in charge of taking some photographs throughout the party so you can concentrate on
making sure the birthday child is having fun. Let them know any key pictures you would like, ie. blowing out
the candles on the cake.

One to two days before...
Find your camera and make sure you have
extra film, see if you need new batteries,

Things to remember on the day

or if it’s digital, ensure battery is charged.

Cake, candles, matches and cake
knife

If you are filming the party, check the
equipment works!

Napkins or bags for wrapping slices
of cake

Follow up on any non receipts of RSVP’s
to get a final count.

Camera, spare film, batteries

Fill all the party bags and ensure there are
one or two extra for unexpected brothers
or sisters turning up!
Wrap the parcel for Pass-the-Parcel.

Party bags, prizes for games and the
parcel for Pass-the-Parcel
Party hats, masks or other
accessories

Write a “to do” list for the Party day.

Balloons and helium gas bottle if
using

Decide what the birthday child and you are
going to wear at the party and get it ready.

Ribbon or string to tie balloons to
chairs or ceiling

The day of the party...
Get yourselves ready, give yourself plenty of
time to arrive at the Play Centre early, sort
out any decorations and to blow up the balloons.

List of guests and helpers, detailing
what everyone has offered to do
Bin bags for rubbish/wrapping paper
Bags for transporting any gifts home

Settle down and get ready to greet all your
guests.

Relax and enjoy yourself!
Find more ideas and help with
your party planning on Netmums
Your local Netmums site is the place to go to
plan your party. You'll find venues in your
area, recommended local suppliers, games to
play at the party and much more. If you can't
find what you are looking for, or want to ask
other local mums, visit your local Noticeboard.

