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Cake request form 
	Date of referral
	

	Name of referee and organisation

	

	Organisation address

	

	Referrer contact number

	

	Alternative contact details
Please include contact details  (e.g. of a colleague) who can be contacted about the cake if we are unable to contact you (due to holidays, sickness etc). Without this we may not be able to deliver the cake.
	

	Child’s first name
	

	Male or female	
	

	Age on birthday
	

	Date cake needed for - We usually try and deliver the day before or on the morning of the birthday. We may not be able to deliver on a weekend or bank holiday.
	

	What kind of cake would they like? 
· Victoria sponge/chocolate
· What theme? Any favourite colours, hobbies or characters?

We do our very best to provide a cake to the child's requested theme, but this depends entirely on the baker chosen and you may receive a differently decorated cake to your request.
	

	Any further relevant information
	

	Does the child have any allergies? 
We are unable to bake for a child with nut allergies. Please contact us to discuss alternative arrangements.

	

	Do you require a Halal cake?
	YES / NO





Delivery and collection 
	Are you able to collect the cake?
ID must be provided on collection
	[bookmark: _gjdgxs]YES / NO
[bookmark: _xno0er2sebp]Delete as appropriate

	Delivery Arrangements - PLEASE READ
Many of our volunteers are able to deliver cakes to the referral agency office, and we have a team of delivery volunteers who can assist with this. However, sometimes our volunteers are unable to deliver and we may not have a delivery volunteer available to deliver your cake.
In this instance, where we are unable to deliver,  we would ask that you/your organisation are able to make arrangements to collect the cake directly from our baker’s home - we will provide details of where the baker is located (postcode) at the time of allocating the cake. If collection is agreed from a bakers home, the referrer must take ID when collecting.
 I understand the above, and understand that I may be asked to make arrangements to collect the cake as detailed above.                     YES /   NO                (Delete as appropriate)

	Is Delivery in the school holidays/at a time when you are closed? 
If the date for delivery is at a time when the referral agency is not open (e.g school holidays) please provide details of somewhere that we can deliver the cake for the parent to collect. We will make contact with the drop-off point to confirm all details.
	[bookmark: _gjdgxs]YES / NO
[bookmark: _sk5a59w4yz7m]Delete as appropriate
[bookmark: _qlc6d912k80s]If yes - please provide details of drop off point below
[bookmark: _gfn3t59ps7xd]

	Delivery address:
Where possible, we will arrange to deliver cakes to a referral agency office in the first instance. If this is not possible, we can deliver to schools, children’s centres, hostel or supported housing. 
If a cake needs to be delivered at the weekend, we will drop the cake off with the referrer on the Friday or arrange for  the referral agency to pick up the cake from the baker's home. If collection is agreed from a bakers home, the referrer must take ID when collecting.
For insurance and safety reasons we do not deliver to home addresses.
	



Consent and Data Protection - Please complete in all cases
I confirm that the parent/guardian has given consent to the referral being made, and understands that information in this referral, including the child’s age will be shared with our baking volunteers in accordance with our data protection policy. The child’s first name will only be shared with the volunteer that is baking the cake   YES/NO   (delete as appropriate)
We use photographs of the cakes we make on leaflets, our website, publicity materials and social media. These photos may include the child’s name. Please confirm the parents are happy for the name to be shared on cake images. If this box is not ticked, the photograph may still be used, but with the name removed from the image.   YES / NO   (delete as appropriate)
Name of Referrer:				Date: 
Version 2019 3.1 - return this form to hello@freecakesforkidssheffield.com with seven days’ notice where possible.  There are 3 pages to  this form - please ensure all pages are fully completed
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