the Upper
House Hotel
WEDDING PACK

THE GREEN | BARLASTON | STOKE-ON-TRENT
STAFFORDSHIRE | ST12 9AE
WEDDINGS@THEUPPERHOUSE.COM
01782 373790

Let us provide the footsteps to
your happily ever after . . .
Thank you for choosing to view The Upper House Hotel, our
dedicated wedding team are on hand to answer any of your
questions whether that be emails or phone calls and they
will be with you every step of the way whilst planning your
special day!
We have two different choices that you can pick when
booking your Wedding here with us at the Hotel;
Option 1
Venue Hire, Food and Drink
everything priced individually

Option 2
Packages
A whole package that has been specially created by our Wedding team

Venue Hire Charge
The Hire Charge includes:
Use of two function rooms
Use of our spectacular grounds for photographs
A dedicated wedding coordinator
Carpet runner for civil ceremonies
Chair covers for civil ceremony, wedding breakfast &
evening reception
Easel for your table plan
Cake knife & cake stand
A night’s stay in the bridal suite with breakfast the
following morning
White Post Box

If you decide to book your Wedding here, we ask for the
following payments to be made:
Deposit - 50% of your venue hire
6 months after initial deposit - Remaining 50% of your venue hire
4 weeks prior to the wedding - Food & Drink invoice

Venue Hire Charge

Wedding Packages
Our current Wedding packages

'Hitch Knot'
March - April

'True Lovers Knot'
May - September

'Twilight Knot'
October - November

'Festive Knot'
December

If you decide to book one of our Wedding packages, we ask
for the following payments to be made:
Deposit - 25% of the package price
6 months after initial deposit - another 25%
4 weeks prior to the wedding - the remaining amount
(Prices above vary depending on what package you choose)

Ceremonies & Function
Rooms
The Orangery
Seats up to 100 guests for a Civil Ceremony
and 60 guests for a Wedding Breakfast

Woodlands Suite
Seats up to 100 guests for a Civil Ceremony
and 100 guests for a Wedding Breakfast

Pavilion
Seats up to 90 guests for a Civil Ceremony

Wedding in the Woods
Seats up to 60 guests for a civil ceremony

Bedroom Tarrifs
Discounted Rates
We offer a discount of £10.00 per room,
per night for Bed & Breakfast.
To get the discounted rate, we do ask that your guests
pay on booking.

Useful Information:
The Upper House has 24 bedrooms in total
(including the Bridal Suite)
This consists of:
21 x Double bedrooms
2 x Single bedrooms
1 x Family bedroom (holds up to 4 guests)
Z-Beds are available if more than two in a room is required
We do follow a first come first serve basis.
If you wish to book a bedroom we recommend booking in
advance to save disappointment!

Frequently Asked Questions
Can we stay the night before the Wedding?
Yes! You are very welcome to stay the night before your Wedding. If we do have a
Wedding taking place, then the Bridal Suite is included in the Hire Charge/Package price – so this
does have to be honoured to ALL our couples. We would book you into another bedroom,
depending on how many guests are staying with you; then as soon as the Bridal Suite has
been checked out, cleaned and turned around – we would then get you checked in as
soon as possible. The usual time for this is around midday.
Can we set the function rooms up the night before or the morning of the Wedding?
If we don’t have an Event or Wedding taking place on the night before, then the same
applies – you can set up. If we do have an Event or Wedding taking place, then everything
will be set up in the morning. On a Wedding day, the Wedding team are put on the rota
from 10.00am; so, nothing will be set up until then. We recommend that Venue Dressers
access the Hotel from 11.00am onwards, as this gives us enough time to get started in the
function rooms. If you require to access the rooms earlier, please contact Sam or Ellie
and we will find out if this is something we can accommodate.
Have you got a TV and microphone that we can use for our speeches?
Yes, we do have two 60-inch television screens that you can use. Please make a team
member aware if you would like to use one, and where about in the room this is to be
placed. We do also have microphones that can be used in both function rooms.
Can we throw confetti?
Yes, you can use any type of confetti, but we only allow this outside.
When is the final decision made for the ceremony to be outside?
We usually wait for the Registrars to arrive and double check with them that they are
happy to let the ceremony take place outside, the only time that the ceremony won’t be
outside is if it’s raining or very windy.
Can we have a photo booth and where would this go?
Yes, you can hire a photo booth and we usually put this in the Orangery during the
evening.
What size are the tables that are used for the Wedding Breakfast?
We have two types of tables, a larger table that is 6-foot-wide and seats up to 10 guests;
and a smaller table that is 5-foot-wide and seats up to 8 guests. We don’t recommend
going over this number, as we have worked this out to be comfortable for your guests.
How many tables do you put in the Woodlands Suite for the evening reception?
To have enough dancefloor space, we usually recommend putting 6-7 large tables in that
room.
Who is responsible for our gifts?
We usually put out a table in the orangery corridor for you to put your cards and gifts
on, at the end of the evening we do recommend that you take all of your cards and gifts
up to the Bridal Suite – or ask a member of our team and they would be happy to do this
for you.

Terms & Conditions
1. DEFINITIONS
The Venue” refers to “The Upper House Hotel”, “The Customer” refers to the persons for said organisation to which a binding
agreement is made with The Venue. “The Event” refers to The Wedding or Renewal of Vows.
2. PRICES
Fixed prices for food and beverages are established where possible no less than three months prior to The Event. All prices are
stated in Pounds Sterling and include VAT at the standard rate. All price changes due to Government Regulations will be charged
to The Customer accordingly. Prices may change, due to circumstances beyond our control. The Venue, where possible, will give
The Customer written notice of any price changes.
3. MINIMUM NUMBERS
For a Friday or Saturday Wedding in May, June, July, August and September a minimum number of 50 guests for a Wedding
Breakfast and 100 guests for an Evening Reception are required.
4. PAYMENTS AND CANCELLATIONS
The Venue requires a payment to secure the date, which would be 50% of your venue hire. This is non-refundable & nontransferable and will guarantee your reservation at the time of booking (unless otherwise agreed and stated in writing by The
Venue). The balance of the hire charge is payable six months after the initial booking, this is a non-refundable payment and, in this
regard, time is of the essence. The Venue will arrange a meeting between The Venue and The Customer at least 56 days prior to
The Event when the customer shall give details of final numbers, timings, food and drink. Should the Customer have to cancel, or
reduce the numbers after this time, this must be done in writing to The Venue. A charge to cover the losses incurred by The Venue
will be made, calculated as a percentage of the total booking value, according to the scale highlighted below: If cancelled before
the above meeting, all payments will be lost. If cancelled 28 days before The Event a charge of 50% of the food and drink cost will
be applied. If cancelled between 27 and 8 days prior to The Event a charge of 80% will be applied. A cancellation 7 days prior to
The Event will incur the full fee payable. Any costs incurred for The Event, that otherwise would not have been incurred, will be
charged in the event of a cancellation unless The Venue is able to mitigate the cost. (e.g. audio-visual equipment, staff booked for
the event, food, decorations, musicians(s) and other entertainer(s))
5. CIVIL CEREMONIES
The Venue is fully licensed for Civil Ceremonies and couples do have to book the registrars themselves. We kindly ask that your
ceremony is booked for 1.00pm or later, so that we can ensure that the Venue is set up and ready for the ceremony. Here at the
Hotel we come under the Stafford Borough, therefore you would have to contact Stafford Registry Office on the following
number 0300 111 8000. Just to make you aware, that there would be a fee for the ceremony to take place.
6. LATE PAYMENT
The Venue reserves the right to charge The Customer interest at a rate of 3% above the Bank of England base rates on all late
payments.
7. PAYMENT
The Venue can offer the following methods of payment: Cash, BAC’s (proof of payment required) Credit/Debit Card or Cheque
(made payable to The Upper House Hotel Ltd)
8. GUESTS NUMBERS
Subject to the minimum guaranteed numbers, The Customer may give written notice to The Venue no less than 28 days prior to
The Event, to reduce the numbers not in excess of 10% without incurring cancellation charges. Where The Customer serves notice
of a decrease by more than 10% of the number of guests attending The Event, a surcharge of 100% of the total revenue relative to
each cancellation will be made.
9. CONTRACTORS
The Customer’s contractors (venue dressers, florist, DJ etc) may not enter any area of The Venue until the agreed time that is
provided for The Customer. The Customer or Contractors will not erect any exhibitions, stands or displays within or outside The
Venue premises nor make any alterations thereto without The Venue’s prior written consent. The Customer shall ensure that
entertainment contractors (disco, band etc) provides The Venue with a copy of their public liability insurance and relative PAT
certificate. The use of smoke machines, strobe lighting and indoor or outdoor fireworks are prohibited. All materials,
decorations, showcases, stands, and other similar constructions must comply with the Fire Prevention Standards. It is the
responsibility of The Customer to ensure that all contractors receive a copy of these conditions and agree to abide by them. In the
event of a failure by the contractors in this respect, The Customer will be responsible.

Terms & Conditions
10. ACCESS AND TIMINGS
Function rooms will be made available for the time shown on your contract and you will be expected to vacate by the end of that
period. If requested The Venue will do its best to accommodate The Customer with any extension but this may not always be
possible. Where the Venue is able to accommodate The Customer with an extension then additional reasonable charges may be
made to cover overheads and loss of potential business from other customers. The Customer will ensure that The Venue shall be
cleared of all materials, equipment and decorations brought there, including those brought by contractors, within the time mutually
agreed between The Venue and The Customer. The Venue holds no responsibility for items left after this time. The Customer shall
ensure that those attending The Event are ready to be served the meal at the time agreed between The Venue and The Customer.
11. FOOD AND BEVERAGES
The Customer will ensure that no food or beverages of any kind (including favours) are brought onto The Venue by The Customer
or any of The Customer ’s guests, invitees or any other persons attending the event unless previously agreed in writing. In relation to this,
this does exclude the Wedding cake. No food that is provided by The Venue cane be removed from the property due to food hygiene reasons.
12. DAMAGE TO THE VENUE AND PROPERTY
The Customer shall take all reasonable precautions not to damage any property on The Venue or premises
The Customer shall ensure that nothing shall be affixed to the floors, walls, ceilings or columns by nails, screws, drawing pins or
other means or suspended from the roofs or ceilings thereof unless previously agreed in writing by The Venue. The Customer shall
be informed as soon as possible after the conclusion of The Event of any loss or damages to The Venue property. The Customer
shall be debited for the total cost of repairing or replacing The Venue property that may have been damaged, broken, lost, or
stolen, even should the responsibility for this be attributed to someone The Customer may have subcontracted.
13. NOISE
The Customer shall ensure that contractors will keep the level of the noise produced by sound equipment within reasonable level,
at all times.
14. RIGHT TO EXCLUDE OR EJECT PERSONS
The Venue reserves the right to exclude or eject, as it thinks fit and reasonable, any persons from The Event or The Venue who it
shall consider objectionable, including any engaged by The Customer to provide entertainment or perform any other duties at The
Event.
15. SECURITY
To ensure the smooth running of The Event and to ensure the safety of both guests and staff, it may become necessary to provide
increased security measures. In this case The Venue will inform The Customer where possible, in advance of the increased
measures to be taken. All extra costs for security measures will be charged to The Customer. The Customer will be liable, by way of indemnity
to The Venue, for any loss of revenue as a result of business interruption due to
the increased security measures, which influence the day to day running of The Venue. Any further costs relating to possible policing of The
Event will be the sole responsibility of The Customer.
16. SUPPLY OF ADDITIONAL GOODS OR SERVICES
The Customer agrees to pay The Venue charges for any goods and services that have been provided by The Venue at the request
of The Customer or any person purporting to act on behalf of The Customer and having ostensible authority to do so.
17. FRUSTRATION OF THE CONTRACT
If The Venue is prevented or hindered from carrying out its obligations hereunder by circumstances beyond its reasonable control including
government intervention, strikes, labour disputes, accidents, Acts of God, national or local disasters or war, then The Venue’s liability to The
Customer shall be no greater than the amount paid by The Customer in respect of The Event. If for reasons beyond The Venue’s reasonable
control the accommodations so reserved cannot be made available to The Customer, The Venue reserves the right to substitute similar or
comparable accommodation for The Event and such a substitution shall be accepted by The Customer as satisfactory performance by The Venue
of its obligation hereunder to provide the accommodation so reserved.
18. WASTE
No waste material such as packaging shall be left anywhere on The Venue premises, The Customer must ensure that all waste
material is immediately removed from The Venue premises.
19. CANCELLATION BY THE VENUE
The Venue reserves the right to cancel the booking or reservation for The Event, in the event of the Customer failing to perform
any of its obligations herein. The Venue shall be entitled to cancel The Event by written notice to The Customer where reasonably
possible, if The Venue is prevented or hindered from carrying out its obligations due to circumstances beyond its control. Where
The Venue cancels The Event, The Venue shall make every effort to accommodate the booking in an alternative venue or repay all
monies received. This is the full extent of The Venues liability to The Customer. Should The Venue have been misled or ill-informed
about the nature of The Event, or considers that hosting The Event may threaten the security of The Venue, its staff or guests, or
damage its reputation, it reserves the right to cancel The Event and charge The Customer in full for all pre-booked services
without recourse.
20. VARIATIONS
No oral representations or arrangements are recognised by The Venue and the conditions of this contract can be modified only by
a supplementary written contract. Both parties must sign the supplementary written contract.
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121. WEDDING CAKE
The Upper House Hotel Limited does not take any responsibility for the Wedding cake, and we do not accept cakes the day before
a Wedding. Any damage caused to the cake whilst in our possession will not be compensated for, this risk remains with the
Customer. We are happy to cut and serve the cake upon request, and any remaining Wedding cake will be saved for the Customer,
so that it can be collected the following morning. If the Cake has not been removed by that time, we reserve the right to discard
the remains at our discretion.
22. BUFFET FOOD
The buffet food will be provided from the time that has been agreed in the final meeting, however this can only be displayed for a
maximum of an hour and a half for hygiene and health & safety reasons.
23. BEDROOMS
Wedding guests are offered a discounted rate on the bedrooms, but in order to receive the discounted rate – all guests must pay
when booking the room. Once the payment has been made, we are unable to give any refunds. We do also work on a first come,
first serve basis for the bedrooms – so your guests must ring in advance to avoid any disappointment as they do not take priority
over non-wedding guests.
24. TIMINGS
The licensed bar and entertainment will finish at 12.00am, all non-residential guests and suppliers must leave the Hotel premises
by 12.30am. All external doors will be locked by 1.00am.
25. SPECIAL EFFECTS
Due to health and safety responsibilities for all of our guests, the Venue does not allow Chinese lanterns, candelabra candles,
fireworks, dance floors or any use of special effects such as smoke machines and strobe lighting.
26. JURISDICTION
The Law governing this contract shall be the law of England and Wales, and any dispute shall be dealt with in the Courts of England
and Wales.
27. GUESTS
All children under the age of 16 must be fully supervised by a responsible adult.

Name: Signature:Name: Signature:date of Wedding:Date Signed: To confirm the booking of your Wedding, we would need a signed copy of our
terms and conditions.
If you have any questions regarding the terms and conditions, please do not hesitate
to contact our Wedding team and they will be happy to answer any of your queries.
Thank you

