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1. The Event 

 
The two-day event is called ‘Mango Music Festival’ and will take place in Powys, Wales 

August of 2021. The reason for the choice of name is because when thinking of the fruit, 
mango, it is usually compared to an exotic or tropical setting. This is what I would like to 
bring to Powys, Wales. A fun, exotic and musical event that can bring happiness to those 
that attend and work there. But also, to leave the festival with smiling memories that will 
be told for weeks on end. This portfolio contains everything necessary to plan and create a 
festival.  
 
 Planning the event was easier when thinking of the five ‘W’s. Who? What? When? 
Where? And Why? After these questions were answered the plan for the event was much 
clearer. 
  Mango Music Festival will be accessible to everyone from the ages of 16 and over. 
After looking at other festivals I felt it would be safer to have an age restriction to avoid any 
major issues that involve minors. On the Reading Festival website, they ‘advise not bringing 
young children [and] anyone 15 and under must be accompanied by a ticket holder over 18 
years old at all times’ (Reading Festival, 2021). I would like those who attend to enjoy their 
time at the festival and not feel restricted by anyone under the age of 16.  

The total capacity will be 3,000 a day with 2,000 attendees camping. The event will 
be fully ticketed and will have different coloured wristbands that follow the theme for staff, 
artists and VIP guests, campers and day attendees. This will help the staff and security to 
keep track of who is and isn’t allowed in certain areas of the premises. The cost for the 
tickets will be £70 for day attendees. This price also includes a shuttle bus to and from the 
station. Weekend tickets will be priced at £150, which includes camping and a shuttle bus 
to and from the station. Campers will be asked to provide and take back their own tents. 
Parking will be limited to 1,500 spaces and priced at £10 per vehicle.  

 
The Venue 
 

The reason for choosing the event to reside in Wales is quite simple. A lot of the 
festivals that are held in Wales are usually quite close to the south and near major cities like 
Cardiff and Newport. For example, ‘Let’s Rock Wales!’ is in Newport, ‘Green Man Festival’ 
near Brecon National Park, and ‘Cardiff Gin Festival’ in Cardiff. Although the event will be 
held further away from the cities the premises needs to be accessible for all and be close to 
a train station to make it easier for attendees and staff to arrive.  

 
A website called ‘Land Hire’ helped find the appropriate land in Clatter, Powys, 

Wales (Land Hire, 2021). The website gave a full description of the property priced at ‘£750 
per day with time allowed for setting up beforehand and clearing up afterward’. The land 
has been used previously for wedding events and other musical events there and seems to 
be the perfect place for the festival. There is a list with all the necessities that are available 
when hiring the grounds, some go as follows; ‘security available…water supply 
available…toilets available…amplified music permitted’ (Land Hire, 2021). There will need 
to be a discussion with the owner, Graham Law, about the use of all 30 acres as the price is 



not clear on what part of the land it covers, and electricity is not available for the whole 
space (see appendix B for map). However, it is situated just off the A470 in the Severn Valley 
and only 20 minutes from Newtown train station in Powys.  
 
The Site 
 

As seen on the site plan in appendix C there is a small road that cuts in the middle of 
the map with a small car park at the top. This will be used as a road for contractors, vendors 
and for emergency vehicles to get to the arena. Once the event is running this will be solely 
for emergency usage and for the shuttle bus. The shuttle bus will have a designated area to 
stop and drop people off to avoid confusion and blockage. The main car park is the first 
location available for attendees. It was decided because from a customer point of view, 
when driving to a festival the first place to go would be the car park. It also helps to have 
the car park and shuttle bus stop separate to keep traffic management under control. To 
avoid any more congestion the exit and entrances to the car park are separate and will be 
managed by Stewards, or otherwise known as volunteers. 

The main arena is located in the middle of the premises as it has more space to fit 3 
stages and a strip down the middle for vendors, but also to help create a walkway for crowd 
control. At the bottom, or point, of the arena there will be an entrance and exit gate called 
‘The Sunset Gate’ for the day ticket customers to attend that is closer to the car park. There 
is also an entrance and exit gate where the shuttle bus is for those using the bus and also for 
the campers to use as well called ‘The Palm Tree Gate’. The artist entrance and exit way is 
called ‘The Coconut Gate’. The names of the entry and exit ways will be useful when trying to 
locate and communicate with those working the event. The Arena will open at 12pm and 
close at 23:30pm just after the last acts of the day perform. Each entrance and exit gate will 
have security to check wristbands. The camp site for the weekend tickets will open at 8am on 
the Saturday as well as parking. Parking, however, will close at 00:30am to allow time for any 
day ticket attendees to leave the arena and find their vehicles to leave.  Following the road 
around there is the staff and volunteer car park, which is considerably smaller but also closer 
to the staff camping that is just above. This is so if there needs to be last minute purchases or 
staff need to collect important objects that have been forgotten, it is easier and closer to find 
their vehicles instead of using the other car park that is further away. Behind the car park will 
be the backstage and VIP area where tour buses for artists and their crew are placed. Crew 
catering will be split between the backstage area and the staff camping.  

Focusing on the overview for the arena (see appendix D), the layout has been decided 
to make sure those attending are safe. After the ‘Love Parade’ incident in Berlin where there 
were ’21 deaths [and] more than 600 people were injured in the stampede’, what happened 
has been taken into consideration when planning this event (BBC News, 2020). Those who 
were in charge of the event planning did not logically think about the mass amount of people 
that would turn up and did not have a safety measure put in place to avoid the congestion 
escalating to the amount it did. It is clear that there was no communication between the 
security, authorities and event managers. But most importantly, there were no signs or 
communication with the attendees to alert them and direct them away from the festival. 
Taking this into consideration, there will be CCTV placed around the arena and at the exit and 
entrance gates as well as constant communication with local authorities, security and 
appropriate staff. Crowd flow will also be directed to go around the vendors situated in the 
middle of the arena in one direction. The design can change depending on the site itself and 



surrounding areas. Behind the stages will have track mat put down for vehicles to transport 
artists and their teams to their designated stages to avoid any damages to the field itself and 
keep the artists on time. Track mats will also be placed around the camping grounds and in 
areas of the arena for wheelchair users.  
 

2. Event Safety 

 
 Event Safety is a very important part of planning a festival, especially if there are 
fireworks or performers. The Health and Safety Executive (HSE) website gives a lot of insight 
and good pointers when making sure the event has all the safety procedures put into place. 
For example, ‘develop emergency procedure to be followed by staff and volunteers in a 
significant incident/emergency’ (HSE.gov.uk, 2021). This can be related to ‘sudden bad 
weather, a fire or structural failure’. The website also says to develop an emergency plan but 
to always share your plans with the emergency services like the police, fire and rescue, 
ambulances and emergency planning. This is so everyone is up to date, know where to go and 
what to do in case of an emergency. HSE also created The Purple Guide to help those planning 
events and has all the key elements needed when setting up an event safely. This can be 
printed and kept on hand and made into a check list. The Purple Guide covers the Health and 
Safety at Work Act, legislation and good practice for Health and Safety including the Licensing 
Act 2003.  
 
Risk Assessment 
 
 Doing a risk assessment is one of the key points in the guide. A risk assessment is done 
to ‘examine activities and workplaces to identify what could cause harm to people and decide 
whether they have taken enough action to prevent harm, or if they need to do more’ (The 
Purple Guide, 2020). The University of Reading created an example risk assessment form (see 
Appendix E) that is very detailed and identifies hazards related to an event they held. This has 
been used as a template to make an overall risk assessment for Mango Music Festival and the 
guidance from the HSE website and Purple Guide (see appendix F). Nevertheless, all the 
vendors, independent stalls and contractors attending will need to make a risk assessment of 
their own and hand it to the health and safety manager. If they don’t create their own risk 
assessment, then they will not be allowed onto the grounds. 

There are a few steps that need to be taken in order to complete a risk assessment 
properly. The risk assessment made for this festival identifies a wide variety of hazards 
believed to occur before, during and after the event. There are columns that identify how the 
risk can be controlled and dealt with, how high or low the risk is to happen, and who is 
affected by the risk. These are done even if the risks and measures to reduce them are out of 
our control. As mentioned in the risk assessment, radios will be used to keep staff, volunteers/ 
stewards, security and authorities connected at all times. Each will be given a lanyard with 
laminated instructions of the radio language and directions on which radio channels each 
person needs to be on depending their role. It will also have an emergency radio channel to 
speak to police and ambulances directly in case of an emergency. This will only be available 
to security and staff.  

There will be alcohol sold in the arena, this means that proof of age checks will be 
made by vendors when selling alcohol. Challenge 25 will be put into place and servers reserve 



the right to re-check customer identification cards but also to decline anyone they feel is 
below the age of 18.  

 
 
Safety Advisory Group (SAG) 
 

The next steps in ensuring the event is safe are attending Safety Advisory Groups 
(SAGs). ‘SAGs are usually co-ordinated by a Local Authority (LA) and made up of 
representatives from the LA, emergency services, other relevant bodies and the event 
organiser’ (HSE.gov.uk, 2021). There will need to be a meeting with the SAG from Powys 
county and submit an event proposal for a discussion on the event and also to get some advice. 
Even though attendance of the event organiser is sometime voluntary, it would be useful to 
attend as there are benefits from the engagement in the SAG process. It also proves to the LA 
and local residents that you are serious about the event and are willing to co-operate in 
making sure it is safe for everyone, and that everyone is all in agreement. On the South Wales 
Fire and Safety website they have given some insight into SAGs and also mentioned having a 
live document of the event management plan, ‘which records the development of the event 
and records any important information’ like any amendments to the site plan (South Wales 
Fire and Rescue Service, 2021). There will be a Google Drive set up where the appropriate 
people can have access to it and check what has been changed or added. There will be a 
WhatsApp group for the staff working the event to keep in touch and have quicker responses. 
Not only this, there will be management meetings every day, or close to everyday, so that 
there can be discussions and briefings to keep everyone up to date and for any questions to 
be answered. 

 
Event Management Plan (EMP) 
 
 An event management plan (EMP) can also be known as a ‘Safety Plan’ and is a ‘written 
statement of how an event organiser will run their event’ (Pembrokeshire.gov.uk, 2020). It 
contains the following: 

• The preplanning – 5 W’s – Why? What? Where? When? Who? 
• Risk Assessment 
• Traffic and transport planning 
• Health and Safety 
• Fire Safety 
• First aid and medical locations 
• Crowd management 
• Height safety 
• Accessibility for those with disabilities 
• Stewarding 
• Site layout 
• Toilets and other utilities 
• Audience profiles 
• Temporary structures 
• Barriers 
• Emergency planning and evacuation plans 



• Noise management 
• Electricity and generators 
• Litter disposal 
• Communication protocols 
• Licence and application checklist 
• Key Event Management Contacts and other key contacts 
• Details of contractors working on site (have their own risk assessments) 
• Details of vendors (Own risk assessments) 
• Staffing 
• Security 
• Organisational Matrix (see appendix G) 
• Programme and production schedule 
• Run Sheet 
• Temporary demountable structures 
• Vehicles on site 
• Entry policy 
• Amusements, attractions and displays 
• Timeline of event 

 
The EMP is very important and can be known as the ‘event bible’. This is because it holds 

all useful information about the event and can be given to the local authorities (LA), 
emergency services and anyone working the event. This is why it is important to keep it live 
and up to date as so many refer back to the EMP for any information they may need to know. 
Additionally, it helps with having the key contact information in there if any questions may 
arise.  
 
 

3. Licensing 
 
Premises Licence/ Premises Supervisor Licence  

The Licensing Act 2003 ‘provides for a unified system of regulation of the activities of the 
sale and supply of alcohol, the provision of regulated entertainment and the provision of late-
night refreshment’ (Licensing Act 2003 – Explanatory Notes, 2003). Otherwise referred to as 
‘the licensable activities’. The main purpose of the licensing is to promote four main 
objectives: 

1. The prevention of crime and disorder 
2. Public safety 
3. The prevention of public nuisance 
4. The protection of children from harm 
 
When putting on a festival you will need a Premises Licence from the local council. 

This is because the festival will be selling alcohol, providing entertainment throughout the 
day and supplying late night refreshments. As mentioned before the arena will open at 12pm 
and close at 23:30pm. Bars, hot food and drink vendors will use the same opening and closing 
times. Although, in the campsites hot food and drinks will open from 9am till 3am. The whole 
area is divided into 6 premises. This means there will need to be a Premises Licence for each 



area and then a designated Premises Supervisor. All the details will be on the application form 
with consent from the individual person. There is also a Premises Supervisor form that needs 
to be completed. Below is what the first page of the Premises Licence looks like (See appendix 
H for full Premises Licence). It is also required that those in charge get a personal licence 
number. 

The first few pages on the licence ask for the basic details of who is applying for the 
licence, whether they are a business and the address for the premises that the application is 
for. On page 5 the date is put for how long the licence is needed and a description of what 
the premises and what it will be used for. Pages 6 to 9 ask whether there will be shows of 
plays, films, indoor sporting events, and boxing or wrestling entertainments. If any of these 
are a ‘yes’ then a schedule for the times these events are shown need to be added. Pages 10 
and 11 ask about live and recorded music. As this is a music festival ‘yes’ has been ticked and 
the opening times of the arena have been put down. Recorded music will be played in 
between live music acts. Pages 14 and 15 are about late-night refreshments and the serving 
of alcohol. Once again, the specific times these will be served have been put on the form and 
given details as to when and where. There is also a section dedicated to the details of the 
premises supervisor. After that the form asks how the premises supervisor will give consent 
to this role. There will be a premises supervisor form that they will fill out and other premises 
supervisors will also complete the same form for the areas they are put in charge of (see 
appendix I for full Premises Supervisor form). Opening times for the public are put and 
described in detail, which parts and where are open. One of the important parts of the licence 
is on page 18 when there are 4 ‘licensing objectives’ that need to be answered. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

It is important to know what safety measures will be put in place in order for 
permission to be granted to allow the event to go ahead. Signs for smoke and lights will be 
placed around the arena for the public to read and be aware of. Crowd safety barriers will be 
placed in front of stages with security and stewards to watch the crowd as well as CCTV put 
in specific spots with an event control log to keep track of everything that happens during the 
day. Security and stewards will be checking bags and tickets, or wristbands, of anyone 
entering the event and working closely with local authorities like the police if any emergencies 
were to happen. The bars on site serving alcohol will have the right to re-check identification 
cards even if attendees have an over 18 wristband. The servers can refuse sales if they think 
they are serving minors any alcoholic drinks. There will be signs with policies such as, no 
racism and discrimination against anyone or they will be immediately spoken to by the 
authorities and asked to leave the premises. 

Figure 1 – Screen shot of Premises Licence. Page 1. 



As shown in the map layout there are medical tents around the arena and there will 
also be first aiders and ambulances around the whole premises in case of emergencies. Within 
these tents will be a mental health area for those who need to speak to someone about 
personal issues they are facing, or if they don’t feel safe. Areas that are deemed unsafe will 
be fenced off, for example, the river that flows near and around the site. A Noise Management 
Plan (NMP) is made to control how much noise disruption is created from the event. Speakers 
will be faced away from local housing and the curfew for amplified sound will be put in place 
at 11pm. The noise levels during the event will be constantly checked throughout the day to 
make sure they aren’t reaching high levels. The local residence will be notified ahead of time 
with the relevant details. If they have any complaints, they will be given a point of contact for 
noise and public nuisance. A clean-up crew of stewards will make sure any litter is disposed 
of correctly and safely. This will be done in the premises and along the roads leading to and 
from the event. To make sure the traffic is managed, a Traffic Management Plan (TMP) is 
created. Stewards will be on the road with directions to the car park, camping grounds and 
the event itself. Shuttle buses are provided in the price to try and help prevent a build-up of 
on road traffic or noise disruption. The car park is also an extra price with limited spaces to 
try to push the attendees to use the shuttlebus. 

 Figure 2 – Screen shot of Premises Licence. Page 18. 



 
 
 
 
After this page are notes on entitlement to work in the UK, regulated entertainment, 

and finally the payment details and signature. The Premises Supervisor form is similar but 
much shorter with only four pages to complete. It mainly consists of the details for the festival, 
where the premises will be and the details for the supervisor and their solicitor. There is also 
a fixed fee of £23.  
 
Temporary Event Notice (TEN) 
 
 Temporary Event Notices (TEN) can be used if the event is ‘outside of the terms of an 
existing premises licence’, or for events ‘that are held in a place which doesn’t have a premises 
licence’ (Powys County Council, 2021). The application form is comparable to the premises 
licence, nevertheless, it is shorter and asks if anyone working the event has had a TEN in the 
same calendar year (see appendix J for full TEN form). A TEN costs only £21 according to the 
Powys County Council form. This isn’t needed for this event as the premises licence is 
available.  
 
Live Music Licence  
 

The next licence needed is the live music licence from PRS or PPL. This is necessary 
because it allows the festival or music event have the rights to play music. ‘The Copyright 
Designs and Patents Act 1988 states you need to get permission from the copyright holder to 
‘perform’ music in public - and a music licence grants you this permission’ (Prsformusic.com, 
2021). This can be found on the PRS website.  

 
 

4. Promotion & Marketing 
 

The promotion of the festival is very important. If this is done well and reaches the target 
audience then the festival is able to sell tickets and get the right funding for the event. 
Mango Music Festival is open to all music tastes and genres, but it also aims to promote 
local welsh artists as well. The target audience for the festival would be teenagers, university 
students and young adults. As there are three main cities in Wales, promotional posters and 
flyers will be given out in Swansea, Cardiff and Newport. Reaching out to local radio stations 
as well as BBC Radio Wales to broadcast the details of the festival and reveal the line-up. A 
social media account will be made on the most used apps like Instagram, Twitter, Facebook 
and Tiktok to keep attendees up to date. The social media accounts will also be used to 
remind attendees of the times for each act and if any announcements need to be made. But 
for pictures and spreading the fun atmosphere of the event itself too. A website will be 
created with all the contact information and general information of the festival. It will also 
have a link to buy the tickets. The website front page will have the logo (see appendix O for 
logo) clear to see and the colour scheme from the logo will be used on the different pages 
to make sure it is all colour coordinated. The website will have the option to change the 



language so it can be accessed by everyone, especially in Welsh. The website will also have 
an audio option for those who are visually impaired/have low vision.  

There will be a BBC introducing stage to showcase new talent, and the BBC are in charge 
of the line-up after it has been checked by the programmer for the festival to make sure the 
artists suit the ethos of the festival. The line-ups for the festival will be introduced by each 
stage. The stages are named after different fruits to follow the theme of the event: Mango 
Stage (main stage), Kiwi Stage (second stage), and the Blueberry Stage (BBC Introducing 
stage).  

In order to get the designs done for the festival and promotion, there will be a 
collaboration with university students that study graphic design. This will save costs for 
hiring a freelance graphic designer but gives university students a chance at working in the 
industry. They will be rewarded with free day tickets (See appendix K for wristbands).  
 

5. Programming 
 
The Programming for the festival is important when it comes to bringing in the crowd and 
making sure it appeals to the target audience. Since Reading and Leeds Festival is a similar 
target audience for Mango Music Festival, the line-up for the festival was taken into 
consideration for ideas and scheduling the right times. Even though it was a ‘huge 
throwback to celebrate the best of Reading and Leeds’, it was useful for the timing of each 
act (Hartley, 2020).  A line-up also will need to depend on if the artist the festival wants will 
be touring, if they will be happy with what time slot they are given and what they will need 
as part of their set. After talking with the programmer for Boom Town (Kaptin Barrett), 
sometimes starting the line-up for some of the stages with a very exciting and energetic 
artist is a good idea to draw the crowd in and to start the day in a positive way. This is why 
I started the Mango stage on both days with two energetic artists/ bands (See appendix L). 
I also noticed that the Reading Line-up did the same thing. The length of the times depended 
on how well-known the act is. Contradictory to how some attendees may feel, some of the 
acts that are well known and similar are placed at the same time, for example, The Wombats 
and The Kooks. This is done so the crowd is split and there is more control on how big the 
audience will be. When they are split there is less likely for injuries and emergencies to 
happen.  

When researching what time the sunset would be in August, it is about 7pm-9pm. 
This is when the decision to have more mellow and relaxing acts were put on for the first 
day. The Kiwi stage on the Saturday has a band called Sticky Fingers followed by Yellowman, 
which are two reggae bands set at the dedicated ‘sunset’ time so those watching can feel 
like they are taken away in another country so to speak. 

On the Sunday line-up it is slightly different as the acts on the Mango stage start off 
in a hip-hop, pop and R&B that then changes to more rock bands. This was done so that the 
energy is still there when the act finishes and leaves the attendees in a really good and 
happy mood. Yet the Kiwi stage on the Sunday finishes the line-up with Khalid, who is a pop 
artist, but his music is still quite mellow and laid back. This was done because if too many 
people were energetic then it can cause issues for the local residents from the noise 
disruption of the crowd. Either way both days finish with great headliners that will leave the 
attendees with fun-filled memories.  

 



 
6. Staff and Crew 

 
It is good to know who the staff and crew are in order for the festival to run smoothly 

and to for the budget of the festival to know how many wages need to be paid. The Core 
Team is made up of all the main managers like: 

• Project Manager – They are usually the through line of the project. They create the 
project plan. They set the milestones along the timeline to make sure deadlines are 
adhered to. When a problem arises, project managers come up with the solution 
most of the time. They also give roles to other people and keep everyone in check 
by building and motivating the rest of the team.  

• Site Manager – The site manager is in charge of the site itself. Making sure there is 
a layout, and that the layout works with the contour of the field. They also work 
closely with the set designer that is hired to produce the look of each stages and 
small venues if there is a running theme throughout. They also work with the 
contractors hired to make sure they know where they need to build the scaffolds for 
the various stages. Also making sure there is access for emergency services to go in 
and out of the event. They work with the project manager and the health and safety 
manager to keep track of what needs to be done and agree where certain things 
need to go. They also make sure they do a weather plan to get the event prepared 
for all types of weather. If not, then have an insurance plan in place in case the 
festival needs to be cancelled due to the bad weather. They work closely with the 
council to keep them updated on the event as well.  

• Creative Producer – The creative producer looks after the branding and ethos of the 
festival. They make sure it stands out and works towards gaining the attention of the 
target audience. They work closely with the project manager.  

• Procurement and Infrastructure Manager – they are similar to the site manager 
except they make sure all the waste produced has a way to be disposed of properly. 
They also work closely with the set designers to make sure everything built is safe 
and secure. They work closely with the contractors to understand that the 
scaffolding that is being built is secure and stable. Team talks are necessary to make 
sure they get the overall plan.  

• Licensing Manager – They make sure all the relevant licensing is done for the festival. 
They attend the Safety Advisory Group (SAG) meetings, talk with the council and 
local authorities to make sure there is constant communication during the planning 
and executing of the event.  

• Health and Safety Manager – The health and safety manager make sure that there 
is a thorough risk assessment, and method statement, done for the festival, vendors 
and contractors. The safety of the public and those working is the most important 
part of the planning. Otherwise, the council will not allow the event to happen. It is 
really important that plans and safety measures are put in place, and that all exits 
and entrances are properly controlled. They tell the council about the numbers of 
the crowds so that they are aware how many people the event can bring. They work 
closely with the licensing manager as they need to make sure they put all the safety 
plans in with the licensing applications. They make sure the thought process behind 
each decision for the event makes sense.  



• Programmer – The programmer is in charge of getting the line-up for the various 
stages and also anything else that happens during the day that needs a set time. 
They make sure to research the artists that would suit the festival and target 
audience but also make sure these artists aren’t in the media for issues that can 
affect the festival in a bad way. They work with the artist manager to book the artists, 
the project manager to make sure they agree with the line-up. They make sure to 
get the right riders, technicians and engineers set for the event. As well as the light 
technicians. The programmer works with the marketing team to make sure the artist 
names are all spelt correctly and placed on the right stage with the right time. They 
also make sure to get all the specifications from the stage managers of the artists in 
case they have or want certain things like lights and various stage placements for 
their sets.  

• Artist Manager – The artist manager books the artist and bands and relays any 
communication from the agents to the programmer about the event, for example, 
if the artists aren’t happy with the time slots they were given.  

• A production office Manager – They usually have all the information for anyone to 
ask if they are unsure of certain things. There is usually a tent or hut where they 
would be placed in the crew area or backstage for those to go if they need this 
information, or even keys or passes for other parts of the premises.  

• Finance Manager – The finance manager is in charge of the budget and finances. 
They make sure everything is followed and if something becomes too expensive, 
they have a meeting to discuss what cuts to make and how to adjust the expenses. 
This is important as keeping track of how much everything costs can help make sure 
the festival doesn’t go bankrupt or have to cut out anything that the customers are 
paying to see.  

• Set Design Manager – The set design Manager works with the site manager in order 
to see what sets can be produced and how they fit. They also have their own smaller 
team to execute the final designs.  

• Box Office Manager – They are in charge of the tickets and wristbands. They work 
with their own designers to create the look for the wristbands. They are also in 
charge of the guest list/ artist guest list. They make sure they tell the artists and 
managers which gates to go through and where they need to be for their sets. They 
work with the health and safety manager to know the numbers of the crowds and 
inform the stewards and security about the different colour wrist bands for different 
access. The box office manager is in control of the crew tickets and crew catering 
tickets when everyone working eats breakfast, lunch and dinner.  

 
These can be all different people or if the festival is smaller like Mango Music Festival is, 

some of the roles can be given to the same person to save on costs and wages. The Core 
Team will have meetings almost every day leading up to the day of the event, as mentioned 
before, to make sure everyone is aware of everything that needs to be done and what is 
going on in that moment in time. The meetings also bring to light any errors and issues that 
need to be resolved. Then there are Team Managers, which are usually made up of 
freelancers that are hired from The Core Team. This consists of: 

• Security – Help keep those attending and working the event safe. They have radios 
to keep in contact with the relevant people in charge as well as emergency services. 
They also check wristbands at dedicated gates, keep crowd control and have an 



event control log to note down the time and what has happened at that time in case 
of emergencies.  

• Production Manager – They work with the production office manager and have a 
team around them to help keep the event organised with radios and logbooks for 
anyone taking keys for certain areas.  

• Set Designers – They are the team designated to work with the set design manager 
completing the painting and completing the designs by the set design manager.  

• Stage Manager – The stage manager is in charge of the stages and if there is more 
than one stage there will be different stage managers for each. They are in charge 
of making sure their stage has the specifications required by the bands for each set 
ready and taken off in time for the next act.  

• Volunteer Manager – The volunteer manager is in charge of all the volunteers and 
having a team of their own managers to help brief and de-brief the volunteers on 
what they have to do and where. They work with the security team and use radios 
with different channels from the security to avoid any confusion. Unless there is an 
emergency then the volunteer managers will contact the right people.  

• Contractor Manager – The contractor manager is in charge of the scaffolding and the 
builders putting together the scaffolding.  

• Street Venue Manager – The street venue manager has an overview of all the small 
venues and vendors hired for the event. Making sure they are happy with their 
placement and that they meet the needs required from the festival. They check that 
they have their risk assessments done and are also given a radio for emergencies.  

• Crew Catering Manager – The crew catering manager is in charge of the crew 
catering, giving the finance manager the details on how much the food will cost for 
how much is needed. They also make sure they have a big enough team to work to 
prepare and deliver the food for the crew and staff.  

 
The Team Managers are informed by The Core Team on all the ideas and goals of the 

project from the meetings the Core Managers have by having meetings as well and having 
a shared live document with all the managers to keep everyone on track, and everything in 
one place so it is all easy to find. Then there is the Crew that mostly consists of volunteers 
and any extra hands to help, such as: 

• Volunteers for stewarding (Giving directions/ information, cleaning litter and crowd 
watching) 

• Crew catering 
• Extra hands to help 
• Stagehands 
• Local residents are offered to help  
• University Students 

 
The crew will have briefs from the team managers closer to the event day with meetings 

on emergency situations and all the necessary information they will need whilst working the 
event. Or helping out before and after the event has happened.  
 

7. Timeline and Project Management 
 



 
 

The time for the project helps outline what needs to be done and for when. This helps 
keep the event on track and schedule sorted. It also allows the Core Team to see everything 
and keep the finances in order. If any delays were to happen and if things have been changed 
for various reasons (see appendix M for an example of the timeline). Usually, festivals take a 
whole year to prepare for, but as this festival is set in August 2021 there is only 8 months to 
prepare, which doesn’t leave much room for anything to go wrong. The timeline is also 
nowhere near as detailed as it should be with specific dates put in and what needs to be 
brought onto the site each time. Names and details of contacts should be on there as well.  

When it comes to project management the pre-production, or the planning phase, takes 
up at least 90% of the overall event. Then there is all the cost and budgeting of the event that 
needs to be checked constantly. There are wages that regularly need to be paid, for those 
spending their time on this project. Clear and concise briefs need to be delivered when 
speaking to anyone with all important points written, delivered and understood so there is 
no miscommunication. This is so the event can run like a well-oiled machine.  

The breakdown, or derig, is just as important because of the waste management. ‘An 
estimated 23,500 tonnes of waste are produced by music festivals in the UK each year’ (Gray, 
2019). This means that there will need to be a cleaning crew specifically for those leaving 
tents and any other form of waste. Once campers have bought their weekend ticket, they will 
also receive an email with rules for the festival, including taking back and cleaning any rubbish 
they create. If anyone leaves tents, they will be taken to the nearest recycling centre or to a 
homeless charity as donations. All the rubbish remaining will be disposed of correctly with 
the clean-up crew. After the event is over there will be an event evaluation sent to the crew, 
and everyone who was behind working the event, and the attendees. This will be useful when 
setting up the next festival to have good and bad feedback to work on to make it an even 
better festival. Then there will be meetings set up to create the next festival if this one is a 
success.  

 
 

8. Finance and Budgeting 
 

Finance and budgeting can make or break the event. Everything needs to be calculated 
on how much things will cost and if they are worth having as part of the festival. From knowing 
how much the tickets will cost if they sell out it was easier to see how much income there 
would be (see appendix N for finance and budgeting sheet). Then it was clear to see how 
much the expenditure is when putting the cost of licences needed and finding out the average 
cost for various other necessities for the festival. However, it was hard to calculate how much 
wages would be, so the price was estimated over the five days of the land hire for the festival. 
It was worked out at an average of £150 per day for each of the team managers and £250 per 
day for each of the core team managers. There is a sum of money left over after taking out 
the costs listed that can cover the price of hiring the ambulance and first aid services, the 
electricity needed for the whole premises, and the riders for the artists. Festival sponsorship 
is around £20,000 per headliner, which helped gain some money back. Merchandise, 
depending on sales, also adds to the profit made at the end of the event.  

 
 



9. Summary 
 

These are all important points that must apply when creating a successful festival that 
runs smoothly. It isn’t as in depth as planning a festival should be but generally illustrates how 
much planning goes into it. For this assignment I have made sure that most aspects of 
planning a festival is mentioned, especially the most important objectives. For example, all 
the licenses necessary, except there is a Safety Advisory Group Event Notice that some 
councils offer but the council I chose offered the Temporary Event Notice instead. That, 
however, is only useful for smaller events, like I stated before. It was very insightful to learn 
what goes into planning and executing a festival. It also shows that a year to plan for a 
reoccurring festival like Reading and Leeds festival, sometimes feels like it isn’t enough time 
when thinking about how much needs to be done. Especially if things go wrong and aren’t 
sorted in due time it can have disastrous effects on the event itself. This highlights that 
communication is absolute key when in the planning stage to avoid such issues. The amount 
of health and safety rules that need to be followed are really necessary and need to be right 
otherwise this too can be disastrous.  Festivals aren’t as cheap as you would think after seeing 
all the costs that come out. On the other hand, if the festival goes to plan the first time and 
has good feedback to create an annual event, the trust generated between the festival and 
customers would help with the finance as the event will be able to rely on those who attend 
each time. But also, giving them a reason to come back is just as important by delivering 
something new each year to build excitement. 

 It definitely feels like it will be very rewarding to see the event run after all the blood, 
sweat and tears that went into bringing the festival to light. I hope to one day be able to really 
bring this project into existence as I definitely think it would put Wales on the map for bigger 
festivals and happy memories.   
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11. Appendix 
 



A – Question asked to my social media about the artists/ bands they would 
want to see 

 
 
 
B - Land Hire map. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



C – Layout 1 – Overview of the whole premises. The entrances and exits 
around the camping will only be available to staff, volunteers and attendees 
who are camping. All entrances and exits will have security and Staff to check 
wrist bands. 
 

 
D 
 
Layout 2 – Overview of just the Arena. CCTV will have security and volunteers placed nearby 
for crowd control and safety. The arrows signify where crowd flow will be directed.  

• Day tickets entrance - named Sunset 
• All access entrances – named Palm tree  
• Artist entrances – named Coconut 

 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
E –Risk Assessment example from University of Reading 
 



 



 
F – Mango Music Festival Overall risk assessment 
 

 
 
 
 
 
 
 
 
 
 
 
 



 



 



 
 
G – organisational matrix 
 
Organisational Matrix taken from Pembrokeshire county council online library 
of the example event management plan document. 
 
 
 

 
 
 
 
 
 
 
 
H - Powys Premises License. 
 
 
 
 
 
 



 
 
  



 
 
  



  



  



 
 
  



 
  



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
  



 
 
 
  



 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
  



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
  



 

 
 



 
 

  



 
 
 
 
 

 
 



 
  



 
  



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
I – Premises Supervisor form 



  



 



 



 
J – Temporary Event Notice  
 

 
  



 



  



 
  



 
  



 
  



 
  



 

  



K – Wristbands – Made from Recycled Material 
 

• Green – Staff 
• Orange – VIP 
• Yellow with orange writing – Day Tickets 
• Yellow with green writing – Camping Tickets 

  



L – Program 
 
  



M – Timeline for Mango Music Festival 
 Jan

uar
y 

Febr
uary 

Ma
rch 

A
pr
il 

M
a
y  

Ju
n
e 

J
u
l
y 

Au
gus
t 
5th 

Au
gus
t 
7th 

Aug
ust 
9th/
10t
h 

Get a core team 
and start 
planning and 
creating google 
drive doc  
Regular meetings 

x x x x x x x    

Speak to Local 
Authorities / Sag 
groups  

x x x x       

Contact Premises 
owner to discuss 
the event/ date 
and payment 

x          

Program for 
stages and 
contact artists 

 x x        

Contact team 
managers and 
have regular 
meetings 

x x x x x x x    

Get designs for 
stages/ contact 
contractors/wrist
bands/logos. 
Keep regular 
contact 
 

 x x x x      

Get licences  x          
Contact all 
involved with the 
Crew, send 
emails and 
documents 
briefing on event 

  x x x      

Start promotion 
for festival 

 x x        

Contact CCTV 
company  

 x         

Get on site for 
the layout of the 
event/ Walk 

     x     



through with 
Local Authority 
Get designs 
finished and start 
to create ready 
for transport to 
site 

   x x x     

Contractors / 
volunteers and 
help on site for 
setting up 

       x   

Brief the Crew on 
event and check 
all duties 

      x x   

Live         x  
Contractors and 
help on site for 
break down 

         x 

 

N – Finance and budgeting sheet 
 
With estimates from, London Security Services, How Much Does a Music Festival Cost to Put 
On? 18 Expenses to Plan For - Billetto Blog, Cost To Hire A Portable Toilet - London And 



Essex – LetLoos, Hiring a contractor – rates you should expect to pay, CCTV Rental - Acetech 
Securit, Event CCTV | Temporary CCTV for Events Security - Revader Security, Walkie-talkie-
hire.co.uk. 2021.  
All Located in the bibliography. 
 
 
 
O – Logo created from Secure Logo Maker.com 
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