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Throughout this portfolio I will be assembling all the different artifacts needed for a 1-day cross media live event, at Tileyard studios. This portfolio will go in depth into different aspects such as, event management planning, meeting minutes, budgeting, licensing, staffing, programming, marketing, and floor management. This portfolio will be held at Tileyard studios and will give a detailed study on the practical and legal areas of creating a successful event through planning and execution. We asked the Tileyard Education community to help us by performing at the event with most of them agreeing to this. 
Event strategy 
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Figure 1: Event Strategy Proposal
The event that has been proposed to the Tileyard group is one that will aim to show the different musical talents, forward thinkers and educational spaces that are available within Tileyard. This type of event will be seen as a networking and educational showcase for the type of talent within Tileyard. There will be a charity event set throughout the night with all net profits going to music charities instead of having to pay for entry. 
This will be an all-day event with different activities going on such as, having discussions and interviews throughout the day in the gallery starting at 12pm and ending at 5pm. The Music will start at 5:30PM and end at 10:15-10:30PM. The showcase of all the musical talent will be placed inside the vinyl café and the gallery pending upon if we are allowed these times. The music that will be played in the gallery will be deemed as louder or heavier types of music such as, Rap, DJs, and rock performances. The vinyl café will be more focused on the softer type of music such as acoustic performances in the new open area. The entrance part of vinyl will be a place for people to socialise and network with others, with the live music performance as a background sound. 
We had decided on the name of ‘DemoFest’ which the whole team decided they liked. We then went onto Instagram and other social medias to see if there is another business called ‘DemoFest’ or not. With this not being the case, we made social media accounts to help promote the event. 
The original date that we decide on was 26th May as it was a good date for all the acts to perform and host. We had to change this as unforeseen circumstances made us change the date to 1st June. This gives us more time; however, this makes sure the event is up to the standard that we wanted. This was a bit annoying as all group members were prepared for this date. 
The venues for the event have been given to us by Tileyard and are within the complex, an indoor space called ‘the gallery’ and another indoor venue called the Vinyl Café.
When we started the project, we used a google drive so that people could keep all their work and any notes in one place that anyone can access. When we first started, we all met after class and had meetings to create notes in this google drive. The google drive was created early which helped with having discussion points for the next meetings and being more productive. This is shown in the meeting minutes as shown in figure 16. 
We have no capital that was given to us upfront to work on this event, so we need to work incredibly hard to get access to all the equipment needed to create the event for free or with a sponsorship. We are lucky to be given both venues for free as we are within the Tileyard education university, which is linked to the Tileyard Community. We hope to create a partnership with Two Tripes, the beer brewery on site. This business will facilitate beers in the event for a percentage of the profit. Two Tribes would also gain more exposure from people coming outside the Tileyard community such as, the financial districts and creative districts. 
We completed a draft of what will be on at the event and who will be playing. We have not got the sponsorship deals yet but will give them the idea of the event and see if they’re interested as seen in figure 1.
We met with Harry Leckstein and Steve Cole who oversee the Tileyard education area of Tileyard. They helped by answering some of our questions on how the event should be handled, and how other events have been able to be successful in the past. They were helpful with lots of different aspects such as ticketing issues, getting venue permissions, and how to promote the event. They also let us know about specific things such as toilets, electrical outlets, and when best to play music to not to disturb the neighbours. 
With specific events happening that were unforeseen we had to push the event back by a week as we wanted it to be the highest quality possible. This was not the best plan; however, we had not yet decided how we were going to specifically advertise to the correct audience, and we did not ask if our sponsor would be on board for the event. We are hoping that this plan is still going to go through, and we can have an event. 
We have decided on making this event a charity event with a few potential charities. These are ‘Music Declares Emergency’, ‘Music in Mind’, ‘Power Up’, and ‘Small Green Shoots’. These are all charities that help people in areas that lack the money to invest into music and helps them to create the type of music that they would like to create if unable to. 
If the event had a misstep such as a fire happening at one of the venues, and we were unable to use them, we would have a different plan in place. We would let all attendees know that the event was either cancelled or postponed and try to stop people turning up to the venue. We would do this through social media platforms and word of mouth as these would be the most effective measures. 

Licensing 
We will not need a licence for the event as the Temporary Event Notice (TEN) is used for if you want to carry out a ‘licensable activity’ on any unlicensed premises within the England or Wales region. Both Venues (The Gallery and Vinyl café) are licensed and will not need extra licences for this event. If the venues did not have the licences, then there would be specific requirements that would have to be met to be allowed to have a TEN. These are:
· Have less than 500 people at one time – including all staff
· Last less than 168 hours (7 days)
· You are required to be over 18 to apply for a TEN
· Pay the fee of £21 
· The authority for this area is Islington Borough (Gov.uk. 2022)

Ticketing 
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Figure 2: Ticketing platforms and their commissions (Techlab, 2016)
For this event we will be using an Eventbrite page to promote the event and use it to help with ticketing. Ticketlab was the cheapest ticketing company with no hidden costs, however, Eventbrite have an option for customers to donate to charity when booking their tickets. This can make it easier to keep track of the number of tickets for the event and how much people are paying in donations. This is easy for customers to do as there is a two click checkout from the Eventbrite page. 

























Budget 
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This budget outlines all the necessary Equipment and people that will be included in the event. We will have site expenses that will total £200 with a lot of the most important necessities needed for the event being within this section. The venue will be provided to us by Tileyard education and vinyl café for the day with them achieving the profit from the drinks that they serve. The security on the day will be expensive as we will need two security guards based on recommendations from other events. 
The PA equipment, Cables, Microphones, Monitors, and mixing boards will be free as they will already be within the venues to use with the help of Tileyard staff. 
Publicity is free as we have graphic designers within our team that are willing to work on the graphics. Printing posters will be free as we already have the resources available. 
The refreshments for staff will be nothing as we have decided that all the volunteers of this event will have to bring or buy their own meals themselves. 
The programme and social media will be free with the performers helping push it and willing to perform for free on the day. The other equipment such as speakers will be available in the venues already. The social media posts will be on established pages through the Tileyard Instagram and Facebook with permission of the owners of these pages, and on our own social media pages. 
We will give each act £10 for transport on the day to help them get to the event on time with London transport being capped £8.70 a day in zone one to three. The lanyards will be bought online for all the volunteers at the event, with them receiving a specialist made one. 
The other staff that will need to be paid will be the sound engineers services for the day as they are going to be needed however this might change as we do know of people that can be sound engineers if needed for free. Every other staff member we know personally will be willing to help us as a favour for this event. 
The income for the event will be based upon donations from the adults and students which we have a potential income for, however, on the day of the event this can drastically change. We estimate that half of all adults and students will pay at least a small amount towards a charity of their choice, from the 4 we are working with. If we manage to recoup any net profit from the event, we will give it all towards the charity.










Marketing 
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Figure 4: Marketing and Promotion Plan 
There will be multiple marketing techniques that will be used throughout the event to promote and share the event to as many people as possible. 
The Branding and marketing assets that will be used will be having a logo for all our assets so that people can distinguish our brand of events to others. We will have flyers that will be given out around Tileyard and outside Tileyard in areas such as Kings Cross station and Camden town. These flyers will have the QR codes on them with links to the tickets and sponsors logos on the links pages. 
We will have promotional QR codes used to scan upon entry into the venue to give info on the artists and hosts at the event, with their socials on the pages as well. On our own Instagram page as well as the artists page there will be a post of when they are playing at our event and for how long. We will set up an event on our Facebook page so that others who are on Facebook can easily find a good event to go to. On our Instagram page there will be a stories section where we upload a story everyday on the way up to the event. We will also give a small number of tickets away on social media platforms to entice more people. We will set up a ticket giveaway for people that tag their friends in the post and share it to their stories. We will be using a mailing list market strategy to reach people who are excited about the event while making sure they know about all the great things happening on the day. 

Risk assessment 
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Figure 5: Risk Assessment

A risk assessment is the identification of hazards and the ways that you implement control measures to eliminate or reduce the risk of injury, so far as is reasonably practical Cne-siar.gov.uk. 2022.  
The risk assessment is a necessary piece of event management that the event needs to give to the local authorities for the event to be taken place. 
We will have a risk assessment grading system which can help with finding out how likely it is that there could be a low or high risk in different situations. The ratings are: 
· 0 – 5 , very low
· 6 – 10 , Low 
· 11 – 15 , Moderate
· 16 – 20 , High
· 21 – 25 , Very High 

The number of risks that could be possible at the event would be:
· Intoxication
· Harassment 
· Electrocution 
· Fire
· Terrorism 
· Crushing
· Falling 















Site Map 
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Figure 6: Site Map
This Site map clearly shows the different areas that will be used within the Tileyard complex to hold the event. As shown in figure 6 the red square is the gallery where the main stage will be with the louder/rock styled music. The yellow square shows where the Vinyl Café is located and where the acoustic performers will be playing. The Green arrows indicate the entrances into the venues and how people with vehicles can enter the premises. 






Performer’s submissions 
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Figure 7: Performers Submission Page 
The Performers submissions were sent to all the artists within Tileyard education and within the Tileyard premises. This submission page was a lot of questions asking the artist personal things about their music experiences, and what equipment that would need for the event. We would then sort these artists into the ones that would like to play in the gallery, or vinyl café. However, if their music is more acoustic sounding, they will be placed automatically in the vinyl café. We implemented these into the programme planning. 







Hosts/potential Speakers 
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Figure 8: Potential speakers 






Program planning 
ARTIST PROGRAMME
10 x 6 = 1h (for breaks)
5.30pm - 10pm = 5h30 - 1h = 240 minutes / 7 acts= roughly 35 minutes per gallery set
Start at 5.30 pm  
20 minutes set in vinyl with 5 minute breaks
35 minutes in gallery with 10 minute breaks
Hoping to end earlier in vinyl so that people naturally flow towards the gallery where music will still be playing
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Figure 9: Talks Timetable 
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Figure 10: Artist Programme for DemoFest
We created a programme so we could make sure which arena the artist is playing in, and what course they are studying on. We made sure that all artists could turn up on time, adding the set times of when everybody is playing and sticking to specific times. We had 14 responses from the Submissions page with other headlines from outside Tileyard possibly wanting to play at the event as well.

Logo and Sticker design 
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Figure 11: Stickers for DemoFest 
These will be used as a marketing technique around the Tileyard and nearing districts to let them know of the event. These will not be put on any private property but public property instead so that there are no problems. These can make people feel that they are invited to the event and persuade them to join. 



Poster/ online presence 
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Figure 12: Poster for Demofest 


Social Media 
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Figure 13: Instagram home page
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Figure 14: Potential Post on Instagram page 
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Figure 15: Facebook event page for DemoFest
We will place posters at the front of our event to remind people attending who is playing, and that they are at the right venue. This poster also helps people to find which venue the acts are playing in, as some people might want to see a specific artist. We will have a social media page where all our marketing will be posted to with hope that it will create anticipation for the event. One of these posts is shown in figure 14 and will promote the artists that are performing at the event. We will set up a Facebook event to let attendees know more about the event in case they are unsure about what the event is about. 




Staffing
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Figure 16: Staff Roles for DemoFest
Within our group we all chose a role before the event and during the event so that others did not feel overwhelmed. We came to all these roles because of research and what our lecturers advised us to have for the day (Corbliss, 2021). We decided each of our roles were based upon our skill range and what individuals wanted to do. We made sure we all were okay with these roles and that we felt we could do the best quality work within our job boundaries. 
I have been given a role on the day of ticketing where I will make sure that all tickets are scanned in properly and that attendees have a ticket beforehand. This will also be making sure that there is a place that people can receive the tickets from. 








Self-reflection
I oversaw the financing section with emphasis on the budget. I thought I created the budget up to a good standard, using past skills to make sure it is clear and concise. While creating the budget I was using excel and created the template using similar templates that were assessable via excel. I was given examples to understand how an event budget is managed and how it is created. With this I created a template and asked other members what different areas would cost to make a profit and loss sheet complete. However, I did have problems with this as I was not given the correct amounts for equipment and other items, causing delays to the final budget. Social interdependence is also an important factor into how an individual can work well in a group with ‘positive independence’ including cooperation from other members of the group (Nam,and Zellner, 2011). Nonetheless I completed the financials, and the final budget was one that was clear to other group members. This was able to be done because we were able to meet face to face, with others joining through zoom calls. This was better for most people as we could meet up for more personal meetings and if people could not turn up then they could join through the online meeting platform Zoom (Shu and Gu, 2018). To improve this in the future I will ask for figures from other group members, with more time available to make sure that the figures will not change. 

















Meeting Minutes 
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Figure 17: Meeting Minutes for DemoFest
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We will give each act £10 for transport on the day to help them get to the event on time with
London transport being capped - a day. The lanyards will also be bought online for all the
volunteers at the event with them receiving a specialist made one.

The other staff that will need to be paid however will be the sound engineers services for the day as
they are going to be needed and we do not know anyone on the day that could help us unless we
pay. Every other staff member we know personally and will be willing to help us as a favour for this
event.

Marketing

There will be multiple marketing techniques that will be used throughout the event to promote and
share the event to as many people as possible.

The Branding and marketing assets that will be used will be having a logo for all our assets so that
people can distinguish our brand of events to others. We will hae flyers that will be given out around

Tileyard and also outside tileyard in areas such as Kings Cross station and _ These
flyers will have the QR codes on them with links to the tickets and sponsors logos on the links pages.

We will have promotion of QR codes used to scan upon entry into the venue to give info on the

artists and hosts at the event, with their socials on the pages as well. On our own Instagram page as
well as the artists page there will be a post of when they are playing at our event and for how long.
We will set up an event on our Facebook page so that others who are on Facebook can easily find a

good event to go to. On our Instagram page there will be a stories section were we upload a story
everyday on the way up to the event. We will also give a small number of tickets away on social
media platforms to entice more people to the event.

For this event we will be using an Eventbrite page to promote the event and also use it to help with
ticketing.
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Demo Fest @ Tileyard

DATE:  1/06/2022 DEPT/LOCATION: Tileyard Education
EVENT SITE: Gallery, Vinyl Cafe

ASSESSMENT TYPE: Risk Assessment

Relevant Regulations, guidance and Codes of Practice:

Health & Safety At Work Act 1974
Management of Health & Safety At Work Regs 1999

RIDDOR 1995

COSHH regs 2002

Electricity at Work Regs 1989

Provision and Use of Work Equipment Regs 1998

Disability Discrimination Act 1995

Working At Height Regs 2005 Control of Noise at Work Regs 2005 (Noise Regulation)
Personal Protective Equipment at Work Regs 1992 (02)

Civil Contingencies Act 2004

Other Guidance used: The Event Safety Guide HSE Publications:
Managing Crowds Safely 1996
Technical Standards for Places of Entertainment

Risk Assessment Grading

Probable Likelihood Severity
1 = Improbable 1 = Slight / superficia

2 = Remote

3 = Possible
4 = Probable
5 = Frequent

2= Minor
3 = Moderate
4 = Major
5 = Fatal

Qualifying the Risks
RISK = LIKELIHOOD X SEVERITY

The resulting risks can be expressed as follows:

15 Very Low
6-10 Low
11-15 Moderate
16-20 High
2125 Very High

KEY ROLES - Abbreviated Key

B: Bar Staff
S: Security
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Risk assessment

Demo Fest @ Tileyard
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4= Major
5= Frequent 5= Fatal
Qualfying the Risks
RISK = LIKELIHOOD X SEVERITY
“The resulting isks can be expressed as follows:

15 Very Low
610 Low
1115 Moderate
1620 High
2125 VeryHigh
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Check that the staff is trained, offer and
display free tap water, keep the drink
deals to a minimum. Work with security to
understand how to react in front of
intoxicated people. Spot intoxicated
people and communicate with bar staff.
Have medics on site.

Provide disabled and gender neutral
toilets. Make the lineup inclusive. Have
security around to prevent crimes against
protected categories.

Check all electrical equipment in the
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precautionary measures. Look out for
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will have to bring or buy their own meals themselves.

The Programme and social media will be free as we will have the performers to work to help the
event and charity, the other equipment such as speakers will be available in the venues already. The
social media posts will be on established pages through the tileyard Instagram and Facebook with
permission of the owners of these pages.

We will give each act £10 for transport on the day to help them get to the event on time with
London transport being capped at £7 a day. The lanyards will also be bought online for all the
volunteers at the event with them receiving a specialist made one.

The other staff that will need to be paid however will be the sound engineers services for the day as
they are going to be needed and we do not know anyone on the day that could help us unless we
pay. Every other staff member we know personally and will be willing to help us as a favour for this
event.

Marketing

There will be multiple marketing techniques that will be used throughout the event to promote and
share the event to as many people as possible.

The Branding and marketing assets that will be used will be having a logo for all our assets so that

Macrium  MetaEditor 4 Music \ people can distinguish our brand of events to others. We will hae flyers that will be given out around

Reflect (64-8 . % Tileyard and also outside tileyard in areas such as Kings Cross station and Camden square. These
> Q g o flyers will have the QR codes on them with links to the tickets and sponsors logos on the links pages.
5
o

MetaTrader TeamViewer

We will have promotion of QR codes used to scan upon entry into the venue to give info on the

artists and hosts at the event, with their socials on the pages as well. On our own Instagram page as
well as the artists page there will be a post of when they are playing at our event and for how long.
We will set up an event on our Facebook page so that others who are on Facebook can easily find a

Antivirus

e PES R PasE)
hnclogiesEs

@) LR good event to go to. On our Instagram page there will be a stories section were we upload a story
21/03/2022
everyday on the way up to the event. We will also give a small number of tickets away on social
media platforms to entice more people to the event.

For this event we will be using an Eventbrite page to promote the event and also use it to help with
ticketing.
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This Site map clearly shows the different areas that will be used within the Tileyard complex to hold
the event. The red square is the gallery where the main stage will be with the louder/rock styled
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will be playing. The Green arrows indicate the entrances into the venues and how people with
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Please let us know if you would be interested in potentially performing on June 1st Tileyard event. Feel free to
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Email *

Valid email

This form is collecting emails

Full name and performer name (if different from full name)

Short answer text

How would you describe your music style / genre? *

Short answer text

Would you prefer to perform a casual set in Vinyl Café, or a gig-style performance in The Gallery?

The Gallery
Vinyl Café

No Preference

What equipment would you need to perform? *

Long answer text
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class.
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Green Shoots and their effort to provide NEETs with opportunities
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