
SPRUNG FESTIVAL 
A CROSS-MEDIA CULTURAL LIVE EVENT 

LOCATION: TILEYARD STUDIOS, LONDON 

PORTFOLIO OF ARTEFACTS 
INCLUDES: 

Event management, planning, marketing, financing, budgeting and 
execution 

 

Image 1: Tileyard Studios (Tileyard Studios, 2018) 
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OUTLINE 

This portfolio documents the event management, planning, marketing 
and execution of a 1-day cross-media cultural event based at Tileyard 
Studios, London. The 1000-capacity event requires a comprehensive 
analysis of a variety of areas, ranging from licensing and risk 
assessment to programming and marketing. The portfolio compiles 
these artefacts, exploring the practical and legal requirements that are 
fundamental to the successful planning and execution of live events and 
festivals. 
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CONCEPT 

SPRUNG is a free all-dayer focused on experiences rooted in creativity, 
culture and lifestyle.  Based at Tileyard Studios in Kings Cross, London, 
the event will span the entire day and evening on Wednesday 21st 
March 2018. The programme will see up to 1000 guests spread across 
three purpose-built event spaces, including a spacious outdoor courtyard 
and mainstage.  

While thrilling live performances will be at the heart of the event, with 
both the best of Tileyard’s emerging talent on show and a surprise 
headline act, we will showcase everything from pioneering virtual and 
social experiences to fresh comedy, street fashion, and cross-cultural 
culinary experiences. 

SPRUNG is devoted to developing an inspiring and creatively rich 
experience for young people through a variety of multi-disciplinary 
cultural and innovative experiences. The team is comprised of eight 
Master’s students, each with several years of experience across all 
aspects of the creative sector. 

We believe in showcasing creativity and music in a fun, engaging and 
socially responsible manner. SPRUNG is a non-profit event held in 
support of Youth Music’s Give a Gig Week, with a percentage of 
proceeds going to our partner charities. 

SPRUNG aims to nurture a welcoming and inclusive environment that is 
free and open to all. Our primary audience are students and young 
professionals taking the next step in their lives and careers. We are 
carefully selecting our sponsors and partners in order to ensure that 
their brand, vision and company direction aligns with our own. 
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EVENT MANAGEMENT – ROLES 

Desirée Banugo 

Title: Marketing & Sponsorships Manager 

Roles: 

- Meeting with potential sponsors to secure funding for the event 
- Delivering accurate and purposeful information to all partners 
- Growing brand awareness through a series of marketing schemes 

Colin Crook 

Title: Design & Production Coordinator 

Roles: 

- Stage and set design 
- Liaising with artists, DJs and vendors  
- Sourcing potential acts to perform and showcase at the event 

Jonathan Farmer 

Title: Curation 

Roles: 

- Building the brand’s image, event concept and company direction 
- Curating and managing playlists on all major streaming services 
- Sourcing high-quality brand partners and sponsors for the event 
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Temuulen Khorloo 

Title: Charity Officer 

Roles: 

- Actively sourcing charities and foundations to partner with 
- Engaging with the marketing and promotions teams at charities 
- Ensuring the event fits with our social objectives 

Erzsebet Hehn 

Title: Event Operations 

Roles: 

- Coordinating travel for performers 
- Organising all staff meetings and schedules 
- Liaising with Tileyard management to ensure successful operations 
- Meeting with local council to confirm event specifications 

Jordan Lazarus 

Title: Finance and Administration 

Roles: 

- Design for social media, website and all promotional material 
- Producing the deck for sponsor and partner approval 
- Bookkeeper and financial administrator 
- Managing all notes and event management plans online 
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Denis Simms 

Title: Copywriter 

Roles: 

- Producing deck to deliver to sponsors 
- Administering website and social media content 
- Partnering with blogs and magazines for coverage 

Aaron Watts 

Title: Social Media Manager 

Roles: 

- Scheduling social media posts 
- Engaging with following to promote event 
- Extracting audience insight data for marketing purposes 
- Ensuring consistent and high-quality content is delivered 
 

SPRUNG can be found online and on social media: 

Social Media: @sprunglife Web: http://sprung.life

 

Image 2: Sprung Website (Sprung, 2018) 
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EVENT PLANNING – MEETING MINUTES 

 

  

Figure 1: Meeting Minutes 
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In these meetings, the group sought to finalise the event concepts and 
objectives. It was also an opportunity for each team member to state 
their strengths and opportunities for growth. This allowed us to delegate 
roles that would enable us to get the best out of each member of the 
team. 

We also discussed the building of a deck to assist our pitch to sponsors. 
The deck would need to include various sources of information about 
the team, the event, the brand and the Tileyard community. 

Lastly, we sought to clarify the types of sponsor that we would be 
seeking. It was decided that it would be best to work alongside brands 
and services that align with our company ideals and objectives. This 
would facilitate a smoother working relationship and make the 
marketing of the event more straight-forward.  
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LICENSING & RISK ASSESSMENT 

The Government’s licence finder tool (see Fig. 2) details the relevant 
licences needed for hosting an event in the UK. Whilst ‘The Vinyl Café’, 
one of the venues in use for the festival, currently holds a premises 
licence (see Appendix 1), we would require a temporary event notice in 
order to utilise the outdoor courtyard. Jordan Lazarus, part of the 
SPRUNG events team, is currently the holder of a personal licence. This 
is a requirement that will allow us to apply for the necessary licences for 
the event (see Appendix 2). The Health and Safety Executive (2018) 
provides an example of a risk assessment form for live music events 
(see Appendix 3). 

 

Figure 2: Licence finder (Gov.uk, 2018) 
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PROGRAMMING - EXAMPLE 

The Courtyard (600 capacity) 

Main: 

12:00-18:00 – No amplified music 

• Acoustic music, mood music, buskers 

1800-0000 – Live music 

• 18:00-20:00 – 8 live acts 
o 10 minute sets, 4 per hour 
o Opened by online competition winner 

• 20:00-21:30 – 4 live acts 
o 15 minute sets, 3 per hour 
o Comedic host between sets 

• 21:30-22:00 – Second headliner 
o 20-25 min set 

• 22:00-22:10 – Announce raffle winner 
• 22:15-22:45 – Headliner 

o 30 min set 
• 22:50-00:00 – DJ closing 

Other: 

18:00-22:00 – Food (4-5 stalls) 

• Grilled, wraps, vegan, dessert 

18:00-22:00 – Fashion/merchandise (1 stall) 
• T-shirts, Hoodies, Caps, Wrist bands, raffle tickets / collection 

bucket 
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The Gallery (150 capacity) 

• Virtual reality (VR) headsets 
• Art show 
• Film screening 
• Industry talks 

The Vinyl Cafe (100 capacity) 

• Speed dating 
• Drinks / Bar 
• Networking and meeting point 

 

This schedule will allow us to incorporate up to 14 live acts on the day. 
It also makes full use of the spaces at Tileyard Studios by using the 
Gallery and Vinyl Café for interactive events. The headline act will be 
sourced from Tileyard Music’s roster of artists, allowing us to partner 
with the label for marketing and promotional services.  
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MARKETING - EXAMPLES 

 

Image 3: Sprung Instagram (Instagram, 2018) 

 

Image 4: Sprung Twitter (Twitter, 2018) 
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Image 5: Sprung Mailing List (Sprung, 2018) 

Above are examples of ways in which we could engage with the 
audience using our social media and online platforms. Through 
Instagram (see Image 2), we could source an act to open the main 
stage through a competition. This would drive engagement and build 
following on the platform. We could use Twitter (see Image 3) to 
giveaway tickets to the event that include free drinks or merchandise. 
Lastly, our website (see Image 4) will be used to build a mailing list for 
which direct marketing such as e-flyers and bulletins can be sent to.  
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FINANCING & BUDGET 

The festival will operate as a non-ticketed, free event. We will therefore 
need to seek to secure all funding from three event sponsors. Grant 
funding will also be applied for through the PRS Foundation’s Open Fund 
for Organisations scheme (see Fig. 3) as well as Islington Borough 
Council’s Local Initiatives Fund (see Fig. 4). An example budget has also 
been devised (see Fig. 5) using the figures we have been quoted in our 
research. 

 

Figure 3: PRS Foundation Open Fund for Organisations (PRS Foundation, 2018) 
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Figure 4: Islington Local Initiatives Fund Application Form (Islington.gov.uk, 2018) 

This application form must be submitted to Islington London Borough 
council before a deadline of 31st January (Islington.gov.uk, 2018) in 
order to be reviewed for approval. We have identified the relevant 
councillors and will seek to arrange a meeting with them to discuss the 
event in further detail. 
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Figure 5: Example budget breakdown 

SPRUNG Festival will seek to gain three sponsors to aid promotion of the 
event. The festival will also gain income from five food vendors, charged 
a trader’s fee of £100. 

The stage hire include transport and building costs within the price 
(Outdoor Stages, 2018). We will also seek to utilise the services of 
volunteers through our partner charity, Youth Music. 

There will be a charitable donation of 10% of the income generated 
from the festival. This leaves a surplus of £10,932 for the festival 
organisers. This amount will likely be used for event marketing and 
brand development with future events in mind. 
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REFLECTIVE SUMMARY 

I was nominated to work in a curatorial role for SPRUNG Festival at 
Tileyard Studios. I feel that this role enables me to showcase my 
strengths, in particular my ability to identify talent and develop artists. 

I have also been tasked with developing the brand’s identity and 
direction. I believe that this role is core to the success of the event as it 
provides a solid foundation upon which to build the company image. It 
also allows us to partner with other brands and platforms that we feel 
align with our objectives. 

If we were to restart the process, I would ensure that the building of 
brand awareness would begin before the event has even entered the 
planning stages. This would allow us to develop natural and organic 
relationships with those in and around the Tileyard community and 
better position us for success. I would also like to be more involved with 
the charitable aspects of the festival as I believe the local community 
will play a massive role in the success of the event.  
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APPENDICES 

 

Appendix 1: Vinyl Cafe premises licence 
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Appendix 2: TEN eligibility checker 
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Appendix 3: HSE Risk Assessment (HSE, 2018) 

1 of 6 pagesExample risk assessment: Nightclub  

Health and Safety  
Executive

Example risk assessment for a nightclub

Setting the scene

The manager did the risk assessment at this nightclub, 
which is located in a city centre. It has three bars, three 
dance floors and an additional ‘quiet bar’. Live bands  
also perform there.

Thirty staff are employed at the club, which is open to 
the public from 8.00 pm to 3.00 am. Five staff members 
do not speak English as their first language, but are 
sufficiently fluent to be able to do their job, understand 
safety instructions, deal with difficult situations etc. There 
is a staff room, where drinks can be prepared and food 
heated, and separate toilet and washing facilities for staff.

Important reminder

This example risk assessment shows the kind 
of approach a small business might take. It can 
be used as a guide to think through some of the 
hazards in your business and the steps you need to 
take to control the risks. Please note that it is not a 
generic risk assessment that you can just put your 
company name on and adopt wholesale without any 
thought. This would not satisfy the law – and would 
not be effective in protecting people.

Every business is different – you need to think 
through the hazards and controls required in your 
business for yourself.

The club is cleaned every morning by cleaners from a 
general office cleaning contractors. The cleaners store the 
cleaning materials in a locked cupboard.  Maintenance 
work with the exception of the most straightforward 
activities which are done in-house, is done by contractors. 
These are chosen from a preferred list of suppliers. Work 
is undertaken following procedures set out in the club’s 
permit to work system for contractors.

The premises were built before 2000. The building has 
been surveyed for the presence of asbestos. Asbestos-
containing materials (ACMs) were found but as the ACMs 
were in good condition and in places were they were 
unlikely to be damaged, worked on or disturbed, it was 
decided to leave them in place.

How was the risk assessment done?

The manager followed the guidance in Five steps to risk 
assessment (www.hse.gov.uk/pubns/indg163.pdf).    

1 To identify the hazards, the manager:

looked at HSE’s web pages for small businesses  ■

(www.hse.gov.uk/smallbusinesses/index.htm), and 
for entertainment and leisure (www.hse.gov.uk/
entertainment/index.htm), to learn where hazards can 
occur. 1

walked around the club, noting things that might pose  ■

a risk and taking HSE’s guidance into consideration;
talked to supervisors and staff to learn from their  ■

knowledge and experience of areas and activities, and 

to listen to their opinions about health and safety issues 
in the workplace; 
talked to the office cleaning contractors, and to his  ■

preferred suppliers of maintenance work, to ensure 
that their activities did not pose a risk to club staff, and 
vice-versa; and
looked at the accident book, to gain an understanding  ■

of previous incidents. 

2 The manager then wrote down who could be harmed 
by the hazards and how.

3 For each hazard, he wrote down what controls, if 
any, were in place to manage these hazards. He 
then compared these controls to the good practice 
guidance provided on the HSE website. Where existing 
controls were not considered good enough, the 
manager wrote down what else needed to be done to 
control the risk.

4 Putting the risk assessment into practice, the manager 
decided and recorded who was responsible for 
implementing the actions identified as necessary and 
when they should be done. When each action was 
done, he ticked it off and noted the date. He also made 
it part of the induction process for new staff.

5 At the staff meeting, the office manager discussed the 
findings of the risk assessment with staff and pinned 
up a copy in the staffroom. He decided to review and 
update the risk assessment every year, or straightaway 
if any major changes in the workplace happened.
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