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I wish to apply to hold a Hen Crafternoon at the National Waterfront Museum in Swansea. I have read and agree to the ‘Terms and Conditions of Hiring’ attached) 
Please telephone or email the Venue Hire office to check availability before returning the form. 

Please return signed, dated and completed forms to: 
Venue Hire, National Waterfront Museum, Oystermouth Road, SWANSEA, SA1 3RB 
Tel: (029) 20 573617/600  Fax: (029) 20 573602
E-mail: venue.hire@museumwales.ac.uk  
How did you find out about WATERFRONT HEN CRAFTERNOONS? (please mark)

	Personal recommendation
	

	Previous or forthcoming hire (state date)
	

	Website/internet
	

	Museum visit
	

	Attended a Wedding Fayre (please state location)
	

	Via conference organiser/agency/event planner (please state)
	

	Other (please state)
	


Please Note: Bookings are not considered confirmed until a signed copy of the booking form and terms and conditions are returned. Until such time the museum reserves the right to hire facilities to any other client at its discretion. Full payment is required at least 4 weeks in advance of your event.  

WATERFRONT HEN CRAFTERNOONS 
Waterfront Hen Crafternoons are designed for people who want to do something creative and fun for their hen parties.  Packages are available most weekends between 12.30-4.30pm. The period of use of a private party room is for a maximum of 3 hours.  The minimum number of guests to qualify for this package is 15 – fewer participants are welcome but payment for 15 guests will be required in order to cover Museum costs. Additional guests will be considered on a case by case basis. The cost for use of the room including your chosen activity is just £22 per head inclusive of VAT. This includes a 2.5 hour hands-on craft activity of your choice led by a Craft Facilitator. All art and craft materials will be supplied.  Choose ONE of the following craft activity options:
	Select One 
	Activity Title & Description 

	
	Vintage Home - If you love shabby chic and vintage homeware then you'll really enjoy creating pieces for your own home. Chose vintage fabric and ribbons to make an upholstered pinboard - a decorative, attractive piece to store postcards or to display photos; Upcycle teacups to make quirky pincushions; create handmade hearts from threaded buttons on wire; or lavender filled padded fabric hearts to hang on door handles or in your wardrobe.   

	
	Upcycled Jewellery - Use pretty fabrics to create corsages, necklaces and hair accessories using fun sewing techniques. We provide a bounty of vintage fabrics, laces, ribbons, buttons and embellishments for you to use. Maybe even co-ordinate your accessories to go with your wedding or hen party outfit.

	
	Wedding Crafts & Decor - Make your wedding stand out from the crowd with your unique vintage DIY decorations. We provide beautiful vintage fabrics, papers, ribbons and embellishments to create beautiful handmade bunting; Upcycle jam jars to create pretty garden tea-light holders; Use paper punches and die-cutters to recycle old books and wallpaper to make quirky table confetti.


A number of add-on catering options are available from the Museum’s catering franchise holders, Elior UK Limited, which will be added on to the overall cost of your package.  Choose from the following: 
	
	QUANTITY 
	UNIT COST
	COST PER HEAD

	Selection of freshly brewed Welsh Brew Tea & Coffee and a large slice of Chef’s homemade cake; or Buttered slice of bara brith and Plas y Castell Welshcake; or a Scone topped with Welsh preserve and Clotted Cream 
(Choose one cake option for entire party)
	
	
	£4.50

	Vintage Afternoon Tea – Selection of finger sandwiches on white and granary bread, Homemade scone topped with Welsh preserve and Clotted cream, Bitesize pieces of carrot cake and chocolate brownie served with freshly brewed Welsh Brew Tea & Coffee
	
	
	£10.50

	Jug of Homemade Lemonade, Elderflower Fizz, Orange Juice – serves 4 
(Choose from selection)
	
	£5
	

	Jug of Pimms served with fresh fruit - serves 4
	
	£15
	

	Glass of Marque de la Tour sparkling wine per person
	
	
	£3

	Bottle of Marquis de la Tour sparkling wine - serves 4
	
	£21
	

	Bottle of Wandering Bear Rose Wine - serves 4
	
	£16
	

	Bottle of Rey Viejo Blanco (White Wine) – serves 4
	
	£15
	

	Bottle of Rey Viejo Tinto (Red Wine) - serves 4
	
	£15
	

	TOTAL
	
	
	


	Please state any special dietary requirements:




All income generated from Waterfront Hen Crafternoons supports Amgueddfa Cymru – National Museum Wales as a registered charity – thank you for your valued support.
Signed: …………………………………………………. 
Dated: ………………………………………………. 
WATERFRONT HEN CRAFTERNOONS 
Terms and Conditions of Hiring 
Please read this carefully before signing, dating and returning the Booking Form 


1.
What ‘the Venue’ may be used for


1.1 
The Venue houses some of the greatest treasures of Amgueddfa Cymru – National 

Museum Wales. The Museum allows the Venue to be hired for other events which 

it considers appropriate. The Museum reserves the right to refuse any event it 


considers unsuitable or inappropriate


1.2
Any booking may be cancelled at any time should the Museum learn that the event 

differs in any substantial way from the agreed purposes set out in the Booking Form


1.3 
Any variation from the original booking should be agreed in writing with the 


Museum


1.4 
The Venue shall only be used for the agreed purposes set out in the Booking Form 

and shall not be sub-let or assigned.


1.5
Any additional self-led activities must be fully discussed and approved in writing by 

the Museum.
2.
Bookings

2.1 
Provisional bookings will be released if the Booking Form is not completed 
and returned within two weeks of it being forwarded.

2.2 
Provisional bookings are only considered confirmed when a completed and 
signed copy of the Booking Form and terms and conditions are returned to 
the Museum.

2.3 
Once the signed form is received the booking is confirmed and the cancellation 
clause becomes effective.

2.4 
A booking may be cancelled at any time should the Museum learn that the 
event differs in any substantial way from the details set out in the Booking 
Form.
3. 
Payment

3.1 
The hirer must confirm with the Museum in writing, at least 6 weeks in advance of 
the event the chosen craft activity, any special dietary requirements and final 
number of participants. Payment for the minimum contracted value of 15 guests 
must be made in advance of the event. Should the number of guests decrease after 
this notice period no refund will be given.

3.2 
Should payment for the agreed contracted value referred to in clause 3.1 not be 
received in advance of the event the Museum reserves the right to cancel 
the event without notice.  

3.3 
The Museum requires a final notice period in writing of 14 days of any additional 
participants. Payment for additional guests must be made in advance.

4. 
Cancellation

4.1
If you cancel the event you must notify us in writing prior to the event

4.2
If you cancel the event the following charges will apply:

· Over 4 months from the date of the event
No charge

· 2 - 12 Weeks prior to the event


50% of total contracted value

· Less than 2 weeks prior to the event

75% of total contracted value

4.3
The Museum shall not be responsible for any loss, direct or indirect, due to any 
breakdown of machinery, failure of electricity supplies, leakage of water, fire, 
government restriction or act of God which may cause the Venue to be temporarily 
closed, or the hire, or the chosen activity to be interrupted or cancelled.

5. 
Liability

5.1 
The hirer shall be responsible for all damage to the Venue and to any property in 
the Venue during the period of hire or resulting directly or indirectly, from the hire 
of the Venue unless caused by the negligence of the Museum.

5.2 
Any such damage caused to the premises shall be made good by the hirer to the 
satisfaction of the Museum and where necessary by using companies approved by 
the Museum.

5.3 
The Museum shall not be responsible for any loss, damage or injury to anybody 
attending the Venue for the purposes of the hire whether guests, staff working for 
or contracted by the hirer.  

6. 
Conditions of Hire

6.1 
The hirer is responsible for the behaviour and conduct of all those attending the 
event, that they are aware of the House Notes (copy attached) and that they 
leave by the agreed time.
6.2 
Hirers are reminded that the venue is a family friendly visitor attraction and 
guests should respect and reflect this in their behaviour, conduct and attire.
6.3 
Smoking is strictly prohibited throughout on Museum premises or property.

6.4 
Candles and any other use of naked flames are strictly forbidden. 

6.5 
Helium balloons are not permitted in any part of the Museum

6.6 
Nothing shall be attached to or suspended from any part of the Venue without the 
written approval (including approval of the content) of the Museum and in 
conjunction with Museum staff. This also applies to staging, displays and props   

6.7 The choice of activity is dependent on staff availability on your selected date although we will always endeavour to provide your first choice activity. 

6.7
The hirer is responsible for the return of all art and craft resources supplied on loan, and in good faith, for the purposes of the event.  The Museum reserves the right to charge the hirer a minimum charge of £25 for unreturned art and craft materials. 

6.8
Under no circumstances may electrical equipment be installed or used without the prior written agreement of the Museum and under the supervision of Museum staff. The Museum reserves the right to refuse the use of any technical equipment it reasonably considers to be unsafe or inappropriate or which has not been properly approved. 

7. 
Museum Staff 
7.1 
Museum staff work under the sole guidance and instruction of the Museum and to ensure that the conditions of hire are adhered to. 

7.2
If the conditions of hire are breached the supervising officer on duty is authorised to ask for appropriate steps to be taken to rectify the breaches up to and including cancellation or suspension of the event. 

8. 

Catering 
8.1 
For security and health & safety reasons, the Museum’s catering franchise holder, Elior UK Ltd, must be used should catering be required. 
8.2
Unless otherwise agreed, catering will be set up and served in the activity room. 

8.3 
Due to licensing regulations, only alcohol and food purchased and pre-ordered from the Museum’s catering franchise holders can be consumed on the premises.  
8.4
Guests will not be permitted to bring and consume their own alcohol or food on the premises.  Any alcohol found will be removed, stored and returned on departure of guests.  
8.4
Under no circumstances should alcohol be supplied or served to those under 18.  PhotoID may be requested as proof of age for the provision and serving of alcohol
9. 

Cleaning 
9.1 
The cost of hire includes reasonable cleaning of the Venue although as a courtesy it would be appreciated if participants could help the Craft Facilitator with tidying after the art/craft activity. 

9.2 
The Museum reserves the right to levy an extra charge to the Hirer should unnecessary and excessive cleaning be required due to the negligence of the hirer, their guests or contractors 
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HOUSE NOTES
BEFORE your event begins please make your guests aware of the following

· If the Museum’s fire alarm is activated a Gallery Assistant will come to you.  Please follow the instructions of the Gallery Assistants who will, if necessary, escort you out of the building.

· Fire exits are clearly indicated above the doors: if a Gallery Assistant does not come please break the safety locks on the doors and follow the Fire Exit signs.

· Ladies and Gents cloakrooms are situated at the rear of the public restaurant and at the entrance to the Warehouse Gallery.

· The whole of the building and grounds is a no-smoking area. If anyone is found smoking they may be asked to leave the premises and/or the event may be halted. 

· Please ensure that you take any personal belongings and finished craft pieces with you at the end of the event.

· Please be considerate of other museum users and staff.

Thank You

NAME OF ORGANISER:……………………………………….……………………………………………………


NAME OF HEN:	………………………………………………………………………………………………


ADDRESS		………………………………………………………………………………………………


			………………………………………………………………………………………………


TEL:			……………………………………   MOBILE: ………………………………………..


EMAIL: 		…………………………………………………………………………………………….	





SIGNATURE:		………………………………………………  DATED:   ……………………………….	





DATE OF EVENT: 	………………………………………………….…………………�TIME OF EVENT: 	………………………………. (Maximum slot of 3 hours between 12.30noon-4.30pm) �NUMBER OF PARTICIPANTS: 	………………..……… (Maximum of 15 guests) 





NCP Car Parks 





Train Station (just off map)





Bus Station





NWM Car Park


with pedestrian access to museum


inc disabled parking spaces





Fabian Way


Park and Ride


Just off map





Dylan Thomas Square





NWM


Disabled spaces via Burrows Place





�











By Car: Take M4 to junction 42. Follow A483 (Fabian Way) into town. Cross the river, and bear left to go past Sainsbury’s entrance. Continue along Victoria Road onto Oystermouth Road. At the second traffic lights, opposite Albert Row and a large Tesco store, turn left into the Waterfront car park, where there is pedestrian access to the Museum. 


When you buy a ticket, the machine will print two. Please display one in your car and take other to the Museum shop to get a partial refund (if applicable).


Alternatively, just past Sainsbury’s entrance, before the next traffic lights, turn left into Somerset Place. Continue straight to the end to enter the Dylan Thomas Centre car park. 


Car parking in all city centre car parks is £5 for the whole day, and free on Sundays.


Park and Ride: There is a park and ride service situated along Fabian way, turn right at the second set of lights along Fabian Way (McDonalds on the left). It costs £2.20 to park all day, and the buses run every 12 minutes. The bus stops in the city centre by St Mary’s square, which is situated right opposite the Museum.


By Train: There are half-hourly services from Cardiff, which connect with trains from across the west of England, as well as direct services. There are hourly services from West Wales. The station is about 15 minutes walk from the Museum. On exiting the station continue straight ahead down High Street and Castle Street to Castle Square. Cut diagonally across the square to Princess Way and walk down towards the pedestrian crossing and the Museum.


By Bus: A half-hourly service runs from Cardiff and a two-hourly service from West Wales. The bus station is five minutes walk from the Museum.











