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The Event 
Planning 
 

For this brief, the task was to create a one-day cross-media cultural event at Tileyard 

Studios. Fairly early on, a group was established based on connecting those of us with 

similar ideas and work ethics. Preliminary informal meetings were very useful in 

establishing rough ideas and thoughts about how to approach the task and to gain 

valuable insights into what strengths and unique skills each of us could bring to the 

table. In these informal discussions, we quickly established individual roles for our 

three-person team. I was to take the role of event manager, Derek was assigned 

marketing co-ordinator, and Doris was given the role of finance director. We felt that a 

venue director role could have been a useful addition, however due to the nature of our 

venue (which will be explored in greater detail later on in this portfolio), the main bulk 

of venue work could be shared among us with ease. 

 

Meetings / Communication 
 

Following on from the informal meetings it was decided that weekly face-to-face 

meeting should commence immediately and should be recorded using a simple meeting 

minutes format for maximum clarity (See Appendix A). The most important factors 

were the name, content and date of our event. We chose to conduct these weekly 

meetings in the Vinyl Café as it is a relaxed and familiar environment for us all, and as 

we were all students at Tileyard, it was very easy to arrange times when we were all in 

the same area after lectures. We felt that it would also be extremely useful to create a 

WhatsApp group so that any questions or ideas could be quickly sent and back and 

forth, communication is key and helped our planning run smoothly. We also set a rule 

that any big issues or proposed significant changes shouldn’t be shared over text as it 

can be difficult to convey complex thoughts via text. These issues would wait until our 

face-to-face meetings, or if urgent, then a call (either group or individual) would suffice, 

provided that the other member was also brought up to speed.  

 

Content 
 

As our event was required to be a cross media cultural live event, we had to ensure to 

decide on a theme that could easily encompass these attributes easily. After throwing 

around ideas of specific countries and their cultural traditions, we felt that this is 

something that has been done many times and didn’t want to merely repeat or be 

compared with. Therefore, we decided as a group to mix history, culture and identity in 

a relevant and thought-provoking fashion. Halfway into our first official meeting we 

agreed upon exploring and displaying the cultural impacts of Revolution. To explore this 

in detail whilst keeping it interesting, we decided to focus on three different revolutions 
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that greatly differ in geography, history and society. The date of our event was also 

decided early on in our group meetings. To ensure we had sufficient time to plan, obtain 

licenses and organise all the relevant assets, we decided on Saturday 4th April 2020. We 

felt it important to pick a weekend date as to the nature of the Tileyard community 
being office spaces. 

As this event was also to focus on the music of the chosen countries in the revolutionary 

time period, it was important to choose countries with distinct music and music and 

musical instruments that people would easily attribute to the culture. Therefore, we 

chose the French revolution, Russian revolution, and the Chinese cultural revolution, 

which would all be displayed in separate locations (hubs) around the Tileyard area. We 

also felt that immersion is an incredibly important aspect, and we would therefore be 

requiring actors/performers to create an atmosphere in each of the hubs. The actors 

would be dressed up in regional outfits (whilst being aware of not being insensitive to 

culture appropriation), shouting the relevant revolution phrases (E.G, Vive La 

Revolution!) and other interesting stories in the time period of their particular assigned 

country. We originally intended to find actors who could also perform with the regional 

instruments, however this proved challenging. We are lucky to be situated within a 

musical campus, so we therefore concentrated our efforts into finding members of the 

community and friends who would be happy to help. Decorations and food relating to 

the countries will also be present, further adding to the intended immersive experience. 

A photographer will also be present to document the event, to post the photos online on 

our social media outlets to gain following, should we decide to continue the event next 
year. 

After researching these particular events, it was important to decide how the event 

would be laid out, the schedule of the event, the necessary staff, licensing needs, and 
marketing.  

Venue  
As the event was to take place in Tileyard, it was important to establish which specific 

areas and facilities will be used. The most important step to take at this point was to get 

in contact with and meet, Lucy (Tileyard Events Co-ordinator), who has extensive 

knowledge of dealing with Islington council in setting up similar events over the past 

few years. This meeting was to gain valuable advice and to clear up any questions we 

may have about necessary licenses and permissions needed to go ahead with our event 

(See Appendix B). After our meeting, I created a plan using google maps and Microsoft 

Word to display where the hubs will be located, and the intended path for people to take 

when traveling between them (See Appendix C). The three hubs would be located just 

outside Two Tribes, The Gallery, and in an open area between the two-outside 

reception. These locations allowed for a clear path between the hubs and provided the 

most space and best facilities for us to use. The Russian hub will take place in the 

Gallery, as it is the only fully inside venue, in which we can attempt to recreate the dark, 

bleak atmosphere of the soviet period. The Chinese hub will be at Two Tribes, and the 

French, outside the open reception area.  

As there is a small through road across the intended path, we had to take this into 

consideration for health and safety reasons. As mentioned in our meeting with Lucy, the 
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official way to ensure there would be no traffic would be to apply for a Traffic 

Regulation Order (TRO), however this can be expensive and complex. As the event will 

take place on a Saturday in the late afternoon / evening, we were told there would be 

very little to no traffic. Therefore, we should be able to avoid the issue with ease.  

 

 

Licensing  
 

We were lucky to be able to secure the Tileyard area for free. Even though Two Tribes 

and Tileyard both possess a premise license, we still had to apply for a Temporary 

Events Notice (TEN) with Islington Council for the sale of alcohol and performing live 

music (See completed License application at Appendix D). The TEN license is only 

applicable for events which have a maximum capacity under 500 and has to be filed at 

least ten days before the date of the event. As the event will consist of people moving 

from hub-to-hub, we debated the number of people that we would want at the event at 

any given time. We considered applying for two TEN notices to increase the capacity, 

however I felt that this would be a strain on the through path connecting the hubs and 

would be overcrowded. Therefore, we decided to keep the total capacity to maximum 

499 (including staff and organisers). As mentioned in the last section, we were also 

considering applying for a TRO license, however we decided that this process would be 

too expensive and complex for an event of this nature. By not doing this, we take a small 

risk that a few cars may wish to pass through whilst the event is in full swing, however 

this issue will be addressed later in the Staff section.  

In order to maintain Tileyard’s premise license and fall within its regulations, amplified 

and live music will only be played until 23:00. These regulations are clearly laid out in 

the Licensing Act 2003 and the premise license could be reviewed if breached. The Live 

music being played in each venue will be regional, traditional songs played with their 

accompanying instruments. These songs will therefore be live covers, we researched 

what, if any, licenses will be needed to perform these. It is the venues responsibility to 

hold the PRS license, which Tileyard does. However, as it is a live cover performance, 

and not playing recorded copyright, the license is not so strict. 

 

Budget 
 

Before we got into the main bulk of what we wanted to include in our event, it was 

important to establish our budget and how much we had to work with. We also had to 

figure out whether we wanted to make this a free event, or a ticketed event. Soon we 

decided that we were to personally invest equal amounts, whilst also asking family and 

friends if they could possibly invest or help out. This meant either financial help, or even 

donating items, performing or volunteering to help keep costs as low as possible. After 

securing generous personal investment, we researched the most cost-effective way of 

acquiring our required assets such as decorations, marquees, actors, etc. A full budget 
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sheet was comprised by our financial co-ordinator and can be found in (Appendix E). 

We also thought applying for sponsorship would be worth looking into, and this also 

contributed to our decision to host a cultural event, as these kinds of events tend to get 

a lot of interest from various sponsors. I eventually found a popular sponsorship 

company at ‘cultural-brands.com’, in which many European arts companies sponsor 

such events. The Tate Modern and Tate Britain were the only one in England, so I 

therefore sent an email enquiring about the possible sponsorship of our event, which 

can be seen in (Appendix F). 

 

Staff  
 

Staffing for our event was an extremely important aspect and our meeting with Lucy 

helped clear up a lot of our previous worries or queries. The three of us were the core 

staff members, and we would also be around the event on the night managing the floor 

and making sure everything runs smoothly. We knew we needed staff for security, 

catering, actors and set-up crew (Sound, stage, lighting, marquees). After extensive 

research and asking useful contacts about who to use in these fields, we made our 

decisions and secured their involvement. Luckily, all members of our team have basic 

training in first aid, whilst this is not a requirement and it is a low risk event, should 

anything occur we had low risk treatment options and a good communication system 

should we need to phone an ambulance for the more serious issues. 

 

Security 
 

Security for the event was an early concern for us due to the through road and the 

decision not obtain a TRO. This meant that in the unlikely event of cars coming through 

the site, we would need security to be willing to help temporarily stop the flow of 

movement and allow the cars to pass with little disruption to either party. Finding a 

security was also a challenge, however this alleviated during our meeting with Lucy, in 

which she provided us with a contact at ‘Secure On Site’. This Security company has 

participated in various Tileyard events previously and was trusted by management. We 

were also told that they had experience with Tileyard facilities and specific code words 

for communication over the radios which is a vital part of our health and safety. Security 

was to be placed at the main entrance and exit points to ensure the flow coming in and 

out of the site is regulated, whilst also ensuring no suspicious activity occurs (although 
highly unlikely).  

 

Catering 
 

As we had decided to include the three regional cuisines, I was tasked with finding the 

right catering companies who could attend the event. Rather than full meals, I wanted a 
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platter of canapes and small bites to ensure everyone could try all the various foods 

without filling up too fast. After an extensive online search, I found three pop-up and 

delivery companies that seemed most appropriate. Each Food vendor caters for any 

allergies or dietary requirements, something which was advertised and warned 

extensively on our social media handles to ensure of no health issues. I also contacted 

each company to confirm they had an adequate food hygiene rating, and a valid license 
to sell food. 

The Chinese food was to be provided by Leigh House. A company with 25 years’ 

experience in Chinese catering, they could provide their own chefs and could cook on 

site with buffet style service. They also provide their own crockery and dishes. Their 

base was only one hour away so that was particularly useful. I also asked Two Tribes to 

get in contact with the company regarding the possible sale of Saki under their premise 

and TEN licenses.  

The French catering will be provided by Cheezelo, who mainly provide cheese, meat, 

bread and wine platters and have a proven track record around London. The food is 

delivered by a car courier and comprises of bespoke orders that are created online. The 

only downside to this is that they do not provide their own staff, so we therefore were 
tasked with contacting some friends to help tend the stand and serve the wine.  

The Russian catering proved a little trickier, however I eventually found a company 

called Russian Revels, who are a mother and daughter team that provide Russian pies 

and vegetable dishes to many events around London. They offer full-service catering, 

preparing and serving the food themselves. The food is prepared beforehand and 
brought with them to the event.  

 

Actors  
 

To further the sense of immersion and interaction, we decided that hiring actors who 

are themed in the regional dress would be very effective. We each searched online and 

asked friends of any companies they may have had experience with who could provide 

this service. We found a company called Working Cast, who hire out immersive actors 

for events exactly like ours. They have many positive testimonials online and provide 

extensive information on the services they offer. I drafted an email to them and got a 

response confirming they could provide actors with experience in the areas I asked for. 

More specifically, I wanted them to learn a few phrases of the country’s language, and 

also learn famous stories of the specific time periods to tell people as they enter and 

walk past the hubs. The Actors will hire the outfits themselves (except from the French 

revolution theme as they are already in possession of the outfits), which will be 

included in the final quote for us. 

Set-up Crew 
 

One of the most important aspects of staffing is the set-up crew, which includes the 

marquee, sound, lighting and stage companies. For the decorations, we decided to 
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assemble these ourselves as our finance manager has experience and enjoys this 

activity.  Fortunately, being in a music community meant we had good access and 

contacts for these areas as many have worked at Tileyard events in the past. Lucy was a 

big help in putting us in contact with two companies, one for the marquees and the 

other who could provide and set up the lighting, sound and stages. Once I had contacted 

them regarding quote and requirements, we set a time for them to set up on the day to 
ensure they were ready for when the performers and catering companies arrive. 

Schedule  
 

Using an event Schedule was something we had decided was extremely important very 

early on in our meetings. Each of the core team members had their own event schedule 

which comprised of detailed actions which must be completed to ensure that our event 

runs as smoothly as possible. To ensure that each sector of staff knew exactly what they 

were doing, we ensured that each sector arrived at times where one of the core team 

could be with them as they arrived and could be briefed as what to do. I was assigned 

the set-up crew; Derek was assigned the security and Doris the catering. Once I had 

finished briefing the set-up crew (as they were the first to arrive), I could then brief the 

actors as they turned up later. The full schedule that was available for us can be seen at 
(Appendix G). 

Marketing  
 

The Marketing avenues we chose for our event mainly comprised of using social media 

and posters. In our meeting with Lucy, she agreed to include our event in the Tileyard 

weekly newsletter and allowed us to put up posters in the Vinyl Café and Two Tribes. 

After this meeting, I created a poster with the help of Derek (See Appendix H) and went 

into local cafes asking if I could display it on their windows/walls. Whilst putting up 

posters in the surrounding areas may have brought a few people in, I felt that the most 

effective poster usage would be the ones displayed in the immediate community (Vinyl 

and Two Tribes). This is due to our target marketing generally being the type of people 

who work in and around Tileyard every week, and those who enjoy a drink at Two 

Tribes and the atmosphere at Vinyl. We also pushed the word out to bring friends and 

family who may also be interested; however, we were conscious to tell people that it 

will not be an event catering to young children (due to the serving of alcohol and late 

hours). Derek Created social media handles on Instagram and Facebook, but left Twitter 

due to its ineffectiveness on promoting events of this size. As Derek had some prior 

experience in Facebook and Google ads, we allocated a small portion of our budget to 

them. We entered relevant keywords such as culture, food, live music, and events, whilst 

also narrowing down our geographical reach. We also aimed the ad at 25-34, and to 

increase response from this age group, the ad put particular emphasis on the fact that 
there would be regional alcohol served at the event with live music.  

 

 



9 
 

Appendices   
 

 

Appendix A – Meeting Minutes  
 

 

 

 

 

 

 

 

Attendance Date Duration Action  Deadline  Notes 
R, D, DK 03/03/20 1HR Name decided 

Date Decided 
Content TBC 
Venue Discussions 

 
 
Next Week 

Research + 
Update on 
WhatsApp 

R, D, DK 10/03/20 45Mins Content Decided 
Budget Options? 
Look into setup hire 
Meet with Lucy 
Facebook and Google Ads 

 
Next Week 

Contact Sponsor 
options, ask 
family funding 
Contact Lucy 

R, DK 17/03/20 1HR Secured family funding, 
Contacted Sponsor  
Researched actors, asked friends 
about performing  
Need to fill in TEN application 
 
 

 
 
End of Week  

D not present, 
kept updated via 
WhatsApp 

R, DK, D 24/03/20 1HR Catering options decided and 
contacted 
Setup hire contacted and decided 
Need to Set up ticket sales  

 
End of Week 

Google Hangouts 
used midweek to 
ensure all up to 
speed with 
developments 

R, DK, D  31/03/20 1HR30 All services and staff organised  
Venues prepared for us to set up on 
day  
Need to shop for decorations  
Draw up final schedule for event 
 

 
 
Next Two Days 

D can put up 
decorations 
herself 
Need to organise 
face to face 
before event  

R, DK, D 03/03/20 2HR Final check that all staff prepared 
for tomorrow set up  
Ensure all assets are ready for 
installation 
 

 
Today 

Have contacted 
Lucy to thank her 
for help and 
given free ticket 
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Appendix B – Lucy Meeting Notes 
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Appendix D – TEN License Application  
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