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1. Introduction

This is a portfolio for a forthcoming day event at Tileyard organised and managed by the

group (myself, Emma, Giza, Edina, Anja, and Kirsten). As a remote group, we held

regular video calls and used a WhatsApp group to maintain communication. In the first

meeting, we discussed initial event ideas and allocated roles based on our expertise.

Despite having specialisations, we agreed to take on multiple roles across different skill

sets to ensure a successful event launch. Beech et al. (2014 pp. 75-76) emphasises

that all organisations, regardless of size, need a structure to influence their operation,

with smaller event companies requiring their teams to take on multiple tasks.

The group agreed on the below roles as our specialism, which would be carried out

alongside other necessary tasks as they arise:

● Elle – Marketing & Partnerships

● Edina – Event Admin, Budgeting

● Kirsten – Overseeing Role

● Giza – Health & Safety, Risk Assessments, Licensing

● Anja – Marketing & PR, Ticketing

● Emma – Logistics, Scheduling, Programming / Artist Liaison

Expanding on the statement from Beech et al. above, an ‘overseeing role’ is more

suited to a larger organisation where tasks and communication are much more complex

(2014, p. 76), so I would argue this role did not work on this smaller scale. A Project

Manager role would be suited, which is a crucial part of the event management team.

The role of the project manager aims to integrate management plans from all different

knowledge in the group into a cohesive, workable plan for the entire project (Bowdin et

al., 2011, p. 257).



During the course of the event planning these roles became more fluid, where tasks

were actioned outside of the assigned member’s responsibilities, which will be

described throughout the portfolio.

Appendix A - Example of minutes from a video call meeting



2. Event Conceptualisation and Ideation

A crucial stage is creating a shared vision for the event. A mood board was created

(Appendix B), and included ideas around the event purpose, target audience, venues,

and scheduling. It channelled creativity and aligned ideas with the event theme. This

became an ever-developing reference for ideas around the event.

Appendix B - Moodboard (link to doc here)



Based on group voting, the below are the final details of the event:

● Name: Tileyard Presents: Fusion
● 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

● Target Audience: 18-34 year olds, London, music students and music
enthusiasts

● Date & Time: Thursday 14th September 2023, 4pm until 11pm (Campfire until

midnight)

● Venues: The Gallery (Panel Talks), The Vinyl Cafe (Live Performances) and
Campfire (DJ sets)

3. Venue Programming and Management

The decision to host the event at multiple venues across Tileyard allows multiple

programming to take place, adding value to the overall event. Its central location and

reputation within the music industry provided a unique advantage where we can

promote an event which offers both inspirational talks from industry professionals as

well as showcase local and up-and-coming talent.

As part of the group’s multi-tasking, we decided different members will be in charge of

each of the venues. We divided the venues as per below:

● The Gallery - Emma and Anja

● The Vinyl Cafe - Edina and Giza

● Campfire - Elle



Appendix C (link here) - Overview of the three venues, including hours of business,

costs and availability



Appendix D (link here) - Site Map of Tileyard and where all venues are positioned



Appendix E (link here) - WIP logistics and schedule document, bringing together all

event essentials into one document to be handed to staff and volunteers.



Giza visited Tileyard for a recent event, Gear Fest, and provided useful on-the-ground

insights around how other events have been managed in the same location. One

takeaway was the addition of a food truck, on top of the food already provided at

Campfire. This could open up an additional revenue stream by either charging a pitch

fee or agreeing to a revenue share of sales.

Appendix F - email conversation between myself and food trader ‘Naania’ on their

availability for the event



3.1 The Gallery

The Gallery is the ideal location to host panel discussions, and has played host to panel

discussions previously for other events, such as The Power of Social Media event

hosted in April (Tileyard, 2023).

Appendix G (link here) - floor map of The Gallery (Tileyard, n.d.).

Appendix H (link here) - suitable set up for panel talks in The Gallery (Tileyard, n.d.)



Appendix I (link here) shows one page of the the schedule at The Gallery.



3.2 The Vinyl Cafe

The Vinyl Cafe will host live musicians, featuring booked artists and open slots for sign

ups via the website. There have been past events hosted at The Vinyl Cafe previously,

such as the L.O.L Comedy Night (Eventbrite, 2022). Floor plans are pending from the

venue manager, and will need to be received to properly organise the venue ahead of

the event.

Appendix J (link here) shows the recommended schedule of The Vinyl Cafe



3.3. Campfire

The Campfire area will host several booked DJs and open slots where DJs can apply to

perform ahead of the event. Technical details and requirements were obtained from the

Campfire Venue Manager, Leo Elstob as part of email communications, shown in

Appendix J. Floor plans are pending from the venue manager, and will need to be

received to properly organise the venue ahead of the event.

Appendix K - Email exchange with Campfire venue manager



Appendix L (link here) shows the recommended schedule of Campfire.



4. Key Stakeholders

It is crucial to always keep key stakeholders and their interests in the event in mind in

order for the event to be sustainable and ensure the event is a success (Beech et. al.,

2014, pp. 24-25). If one of these stakeholders shows dissatisfaction of the event in the

planning stage, the event organiser runs the risk of not being able to launch it entirely.

Key stakeholders for the event are as follows:

● The Gallery Venue Manager

● The Gallery Staff

● The Vinyl Cafe Venue Manager

● The Vinyl Cafe Staff

● Campfire Venue Manager (Leo Elstob)

● Campfire Staff

● Public

● Panel Speakers

● Hosts

● Artists

● DJs

● Islington Council

● Food Vendors

● Volunteers



5. Licensing

According to Islington Council (the borough Tileyard is located in) an Temporary Events

Notice will need to be obtained in order to run the event. A Temporary Events Notice

(TEN) is a licence designed for smaller events which propose the sale of alcohol, or

provision of late night entertainment (Islington, n.d.). Appendix M (link here). shows a

TEN form which would need to be completed and sent to Islington Council.

Appendix M - TEN Application Form (Gov UK, n.d.).



6. Health & Safety

6.1 Event Management Plan

The Event Management Plan (EMP) will be shared with the Venue Managers and

Islington Council, giving them full details of the event runtimes and key contact details.

Appendix N shows the EMP document (link here).

Appendix N - EMP



6.2 Risk Assessment

As per the venue requirements stated in Appendix O (link here) a risk assessment

document will be required to launch the event, detailing all possible risks whether in

control of the event organiser or not. It will be submitted to SAG in the local Islington

authority.

Appendix O - Risk Assessment



6.3 Show Stop Procedure

There are multiple reasons why the event may have to perform a ‘Show Stop’, such as

adverse weather or crowd safety issues. The Show Stop procedure outline is at the end

of the Risk Assessment document in Appendix O (link here). For the future, I would

create a separate document for this to keep required documents organised correctly.



Appendix O - Show Stop Procedure in the Risk Assessment Doc

7. Marketing and Promotions

Marketing the event is a crucial task, particularly for a small scale event in a vibrant

location. There are many events which happen at Tileyard, so it is essential to ensure

the event stands out against the noise. For the future, I would recommend applying a

deeper strategy to the marketing, branding and promotions in order to be able to

successfully market the event. A simple SWOT analysis tool is extremely helpful in

organising information by strengths, weaknesses, opportunities and threats, ensuring

the event organiser analyses the event capabilities, competitors and consumer

behaviours in order to market successfully (Preston, 2012, p. 64).

7.1 Branding

Anja created several potential logos for the event using Midjourney, as shown in

Appendix P. A logo was chosen, and would be visible across all promotional material

including the website, social pages and posters.

Appendix P - Logo ideas



7.2 Online

A website mock has been created (Appendix Q), which will act as the primary online

destination to find out more information on the event. The website can be found here.

Appendix Q - Website mock (Fusion, n.d.).



Social Media pages (Appendix R) were also created in order to run paid social ads as

well as create organic content. The type of content posted will be relevant and trending

topics, resharing content from the artists and guests on the line up and sharing content

captured on the day.

Appendix R - Social media pages



An email address was also created for the event - fusiontileyard@gmail.com, which will

be promoted as the main contact for any customer queries. For the future, this email

address should be part of the Project Management criteria with all email

communications using the group email address to ensure all event organisers have

access to email conversations.

7.3 Posters

Posters are an effective way of promoting local events. We will design a striking poster

detailing all the key features of the event including:

● Event Name

● Date and time

● Line up snapshot

● Where to purchase tickets and prices

● Social media handles

● QR Code



Appendix S - QR code I generated, to be added to the posters so passersby can easily

scan and submit their details to play at the event

7.4 Media and Marketing Plan

We set a small budget of £400 in total to promote the event on social and on posters

across Tileyard and the local area. There will also be non-paid marketing strategies to

promote the event including:

● Features in Tileyard Insider newsletter, accessing Tileyard’s student and

professionals email subscriber base

● PR communications to local music and creative businesses and media outlets to

achieve editorial promotion. Targeted websites include The A&R Factory, XS

Noize and The Playground



● Reaching out to local Influencer and Tastemakers around Tileyard to post on their

own social channels

● Booked artists and panel speakers to promote event on their own social channels

Appendix T (link here) is a media and marketing plan I had created

7.5 Sponsors

A sponsor for the event would be beneficial for both the sponsor and the event

organiser. The sponsor would have direct contact with up to 500 music students and

music professionals, and the event would benefit from funding to reinvest into the

experience.

Sound on Sound Magazine were the sponsor for Gear Fest, and will be on the hit list of

sponsors to contact and sell a package.



Appendix U - Sponsorship Package ideas (in mood board)

8. Ticketing

Choosing the right ticketing partner is essential for an event where multiple venues with

their own capacities are in place. Some options for the ticketing partners and key

features based on Kirsten’s research include:

● Eventbrite (preferred)

○ £40 for unlimited tickets



● Ticketsource

○ Booking fee, to be absorbed by customer

● Eventix

○ Booking fee based on %, to be absorbed by customer

● Ticket Bud

○ 2% ticket fee, 2.9% process fee

As with all events, there is the risk that there would be a crowd surge to one particular

venue so it is crucial to allocate the correct number of tickets per venue. Some of the

group members suggested selling 500 tickets to access all areas, however this raises

crowd safety concerns for The Gallery and the Vinyl Cafe which would have 70 and 200

respectively.

As a solution, I would recommend:

● 500 tickets (standing) on sale for Campfire (£5)

● 70 tickets (seated) on sale for The Gallery (+£5 add-on)

● 200 tickets (standing) on sale for The Vinyl Cafe (+£3 add-on)

This ticketing system whereby attendees purchase add-ons to a basic ticket would

ensure we do not go over capacity at the smaller venues.

9. Financing and Budget

A WIP budget sheet had been created by Kirsten to keep a track of event costs, as

shown in Appendix T. The budget sheet is not yet tracking revenue through potential

ticket sales and sponsorship packages, so I would recommend using a templated

version for the budget sheet, which includes ready made formulas and visual graphs to

easily keep a track on profit margins.



Appendix V - WIP Budget Sheet

10. Final Reflection

Whilst good progress has been made for planning the event with much of the

groundwork done, there are a lot of learnings to take from this project. The key learning

is to ensure a Project Manager is assigned, as the lack of this role was noticeable

throughout the process. The lack of role resulted in long decision-making and unclear

communication. A clear strategy of timelines from the start, with the use of a Gantt

chart, showing what tasks need to be completed by when.This would have helped us

work towards a common goal rather than in a siloed way.

Before the event takes place, an evaluation would be critical to ensure all event

organisers are observing, measuring, and monitoring the implementation of the festival,

deciding whether the event should go ahead. To be objective, using a third party could

be an option (Bowdin et al., 2011, p. 191). At its current stage, I would conclude the



event needs refinement from an organisational perspective before launching, which I

believe is achievable but perhaps not in the current time frame. Therefore, I recommend

moving the proposed event date by one to two months to ensure these strategic

processes can be implemented.
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