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Reflective Summary 
 
For this project, as a team, we were assigned to put together a portfolio of a small’s group’s 
organisation for a 1-day cross-media cultural live event held at Tileyard Studios. The 
portfolio artefacts needed to include the event management plan, meeting minutes, 
budgeting, licensing, staffing, programming, marketing, and floor management. We started 
by setting a date and time on ‘Google Meets (an online communication service) to 
brainstorm and exchange potential ideas and what type of event we wanted to materialise.  
 
We all agreed that Tileyard’s venue and space would be great for a somewhat similar 
activity such as the ‘BBC Music Introducing Live’, where both DJs, live music performances 
and industry talks meet at the event.  
 
“We have a packed lineup of masterclasses, gigs and panels taking place so that everyone 
can learn about the music industry and celebrate their local artists on their” (BBC Music 
Introducing, 2022). 

The event would make great use of the space of having multiple venues running different 
activities simultaneously, almost like a festival. The mission was to bring a community 
together to spark collaborations, ideas, opportunities, and music careers but also for the 
public to attend and enjoy the event.  
 
Timings still needed to be determined at this stage, and our roles were too early to confirm 
and decide. We had a rough idea of what type of event we wanted to hold and decided to 
put a list of tasks for the next meeting to come and begin to research. For example, one of 
my first tasks included researching the panellist's talks. I emailed Steve Cole, Programme 
Leader of the new Entertainment Design MA at Tileyard Education, to spur some topics and 
ideas for the panellists; email can be seen in Appendix A. 
 
After a few more brainstorming sessions and research, our roles slowly started to shape, 
and a name was chosen based on a few event names mentioned in the sessions by everyone 
stemming from the event's purpose.  
 
We often used polls on WhatsApp to decide what most of the group preferred. Meeting 
minutes were arranged from the start, and an example can be seen in Appendix B, where we 
had frequent meetings online to discuss. 
 
A mood board was also put together for marketing purposes and any other ideas for the 
event. Initially, we considered incorporating the word ‘Tribe’ as we felt that the word 
represents our mission to bring the community together, but we were unsure whether the 
name conflicted with the already-titled beer brewery “Two Tribes” located at Tileyard. 
Again, after further research and checking whether ‘Tribe’ would be a good feature, we 
were advised not to include the word in the name of our event to avoid trademarking.  
 
At last, we voted for the event to be titled ‘FUSION’, which was confirmed by the group. 
Polls can be seen in Appendix C. In addition, I felt that a tagline would be a good idea. 
Something where we could use the word FUSE as a metaphor for “spark”, and so we came 



up with a few selections of tag lines where we again decided through our polling system. 
The decided tagline became “Spark your passion in music”. Following the tagline, a logo was 
also created in the process and can be seen in Appendix D. 
 
As a group, we also debated whether it was best to have the event date on a weekend or 
weekday. At first, we were advised that it would be best to have the event on a Saturday by 
Robert Guterman (Live Music and Event Management tutor at Tileyard, since then more 
people could attend without any work restrictions or perhaps on a weekday in the 
afternoon. In the end, after careful thought and consideration and asking another person at 
Tileyard what was best, we decided to hold the event on a weekday. With this followed 
confirmation of the timings, where the event would start at 16:00 and finish at around 
23:00. By starting the event at 16:00 (late afternoon) would mean allowing for both the 
community at Tileyard to attend when finishing work and already be there but also allowing 
time for the public outside of Tileyard to attend after any work responsibilities.  
 
The provisional date for the ‘FUSION’ event would be Thursday, 14th September 2023, and 
we have been in contact with the venues to hopefully be able to allow for the event to 
happen. 
 
The venue for the event lies within the studio complex and consists of a courtyard. On-site, 
there is an indoor space known as ‘The Gallery’, and there is also a bar and café known as 
The Vinyl Café. A site map can be seen in Appendix E, to better grasp the overall picture of 
the site and how it is interconnected. The Campfire, which can be seen on the site map as 
well, will be used for the DJ line-up, starting at 16:00 to get the event underway when the 
attendees first arrive.  
To use the space for live music performances and for the sale of alcohol should we want to, 
we needed to apply for a Temporary Events Notice or TEN. A temporary events notice is a 
license permitted by the council if you want to carry out a ‘licensable activity’ on unlicensed 
premises in England or Wales. 

Licensable activity includes: 

• selling alcohol 
• serving alcohol to members of a private club 
• providing entertainment, such as music, dancing or indoor sporting events 
• serving hot food or drink between 11pm and 5am 

In this case, for the application process, Tileyard falls under the London Boroughs of 
Camden and Islington (The Islington Authorities). The application can be seen in Appendix F. 
We also know that we will need a TEN for each event at the premises.  

The restrictions are fewer than 500- including staff running the event. We discussed that the 
event would expect about 500 attendees throughout the day of the event in line with the 
capacity of the venue. 



To be able to put together an enjoyable event, we also needed to make sure the health and 
safety procedures are in place.  

Objections 

The council can only refuse a notice if the police or environmental health object to it. They 
must do this within 3 working days of receiving it. They can only object if they think your 
event could 

• lead to crime and disorder 
• cause a public nuisance 
• be a threat to public safety 
• put children at risk of harm 

The purpose of this risk assessment is to identify potential hazards and assess the level of 
risk associated with the FUSION at Tileyard event that will take place in King's Cross, 
London.  

Barriers will be installed at the reception area and the main entrance gate on Tileyard road 
and at the vinyl cafe parking lot entrance to control the flow of attendees and prevent 
overcrowding. Security personnel supplied by the venues and contracted by the event team 
will be stationed throughout the event venues to monitor crowd behaviour and respond to 
any potential incidents or altercations. 

Numbers of Security guards: 

Main entrance/reception area: 3 

Campfire site: 2  

Vinyl cafe area: 3 

Number of staff/volunteers on site: 

Main entrance/ reception: 3 ticketing assistants - 3 at the main entrance checking 
wristbands.  

Vinyl cafe area: 3 tech / 3 stewards (min.) 

Gallery (Guest speakers panel): 3 Stewards  

Campfire area: 3 tech / 4 stewards 

It is crucial to ensure proper signage and clear instructions are provided to attendees 
regarding the location of each venue, emergency exits, the first aid station (Wellness centre 
near reception), and other facilities. A map and event program should be displayed in the 
entrance area and around the site. 



Attendees will be arriving on site between 3:30 pm and 4pm. They will register their arrival 
at the reception and receive a wristband giving them access to the different areas of the 
event. 
 
Staff and volunteers will be requested to be on-site from 1:00 pm. Staff briefing by Event 
managers is scheduled for 1:30 pm. Staff will be allocated their roles and responsibilities for 
the day. Staff will be sent (via email) an Event Handbook including all the event safety rules 
and risk assessment 48 hours prior to the event. This risk assessment is based on the 
guidelines provided by the Purple Guide and other relevant industry guidance. This is 
version one can be seen in Appendix H. 
 
For the different spaces, a schedule was put in place for the different operations and 
activities during the day. 

The Vinyl Café would host the space to give the local up-and-coming artists the platform to 
perform at the ‘Acoustic Sessions’ held and bring music artists and students the opportunity 
to showcase by signing up with a QR code at the open mic before the line-up starts. The 
scheduling was based on the terms that the open mic timings would be allocated from 4pm-
6pm slot and then from 6pm- 10pm for the Acoustic sessions and line-up. The overall 
organising of the event and schedule has been put together in an event management plan 
where all the components and main points of contact are included to ensure the event will 
run smoothly on the day of the event.  

The panellist's topics were further debated; the main three topics all agreed on and 
appeared in suggestions. 

• Young people and mental health in the industry  
• Women in music 
• New Technology  

Headlines and actual session names are to be decided along with the panellists. 

Panellists should include performers, technology, and business industries to create diverse 
and full-rounded discussions. 

Discussion in the group also talked about crowd management, which is a concern due to the 
limited numbers in The Gallery. We need to know who wants to attend each panel to 
understand the numbers. I suggested that we treat each panel session as its own event 
making sure to monitor it. Use Eventbrite to get choices as people sign up. Have a main 
wristband for attending, and then each session would have its own wristband, which is 
checked on entry. No latecomers – if the event isn’t complete, allow entry at the door.  

Use barriers near reception to close the area off to anyone walking through. Option to use 
marquee instead for talks to increase capacity, but apart from costs, it raises concerns for 
health and safety and potential weather issues. 

 

 



Artwork Flyer Example: 

 

 

 

 

 



Our Mission 

To celebrate and nurture talent from Tileyard and the surrounding area. To position the 
campus as a thriving, vibrant and bright community that actively contributes to the global 
music community.  
 
Event Specifics 
 
14th September 2023 (TBC) 
Time: 4pm-11:30pm (TBC) 
Location: Tileyard (The Gallery, Vinyl Cafe, Campfire) 
Ticket Prices: TBC - tiered tickets by area 
Total capacity - 500 across all areas 
 
Target Audience 
 

• 18-34 year olds 
• Male and Female 
• London 
• Music students and industry professionals 
• Music enthusiasts 
• Creatives 
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Social Media: 
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