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1. Introduction / background 

 

The MA Music Business Class ‘22 is proposing an event that aims to showcase the musical talent, 

inspiring minds, and educational facilities located at Tileyard, London. Our event will be all about 

networking, educating, and showcasing. We aim to collect donations to fundraise for a music-based 

charity based at Tileyard- Small Green Shoots. 

 

This all-day cross-media cultural event will see interviews during the day in The Gallery, followed by 

a music showcase taking place in both Vinyl Café and The Gallery at Tileyard. The Gallery aims to act 

as a venue for full-scale gigs. Vinyl will be more focused on smaller acoustic live performances in the 

back room, with the front room acting as a place for people to network and socialise freely.  

 

This portfolio intends to provide an overview of our team’s intentions for the event, touching on our 

decision-making, preparation, and accumulated assets across all aspects of the project’s management. 

It will conclude with a personal reflective summary of my involvement on the team. 

 

Team members consist of the following: 

Róisín Doyle-Bakare (myself)  

Fanchon Dehilotte 

Justine Perret 

Marta Teolata 

Tom Parke  

Jan Dittrich 

Kieran Sienko  

Valerie Etienne  

Adam Zanotti  

Craig Williams  

 

 

2. Event Management Planning  

 

2.1. Initial planning and event proposal  

 

Planning for the event began in February. We liaised with lecturer and industry professional Robert 

Gutterman when brainstorming ideas. We initially hoped to do a Tileyard-wide event, using all Tileyard 

based venues to create a festival-type environment. This was swiftly determined to be too ambitious, so 
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we scaled down to a more manageable multimedia event across two neighbouring venues in the Tileyard 

complex. A provisional date of June 1st was decided as the best option available to us.  

 

Provisional team roles were determined based on our strengths. Figure 1 shows the finalised staffing 

table for the event. As seen in contrast to the meeting minutes (Appendix A), the roles changed in some 

cases over the weeks. This was due to people displaying certain strengths in other areas and changing 

roles, or due to a role needing to be filled due to unfulfilled contribution from other team members.  

 

 

Figure 1: Staffing for DemoFest 

 

With the ethos and plans for the event discussed at meetings, I compiled an event proposal (Appendix 

B)  to be sent to Harry Leckstein and Emily Hillier, who manage Tileyard Education proceedings and 

Tileyard venue bookings respectively. Course co-ordinator Steve Cole was also CC’d as one of our 

representatives. I based this proposal on a proposal created by myself and Kieran for a separate 

professional event that we run, which was a great baseline to have. I have had ongoing discussions with 
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Harry and Steve about the event, of which they are both happy to support (this will be detailed more in 

further sections of this portfolio).  

 

We later met as a team to decide a name for the event, which became an urgent requirement for the 

marketing team to begin their planning. After ruling out many ideas due to potential copyright / 

trademark conflict, we collectively decided on ‘DemoFest’. This fits the ethos of the event as a 

demonstration of the talent and facilities at Tileyard, as well as this acting as a ‘demo’/trial event that 

future music business classes may want to carry forward.  

 

From here, we split into our smaller cohorts as outlined in the Figure 1 above to finish planning, usually 

meeting in these smaller groups and reporting back to the wider team at regular meetings. Planning 

decisions and further discussion also took place in a group chat created on WhatsApp, with shared assets 

stored on a Google Drive.  

 

2.2. Programming  

 

The programming and artist liaison team oversee acquisition, programming, and communication with 

all speakers and performers at the event.  

 

Myself and Fanchon spearheaded liaison with the MA Songwriting students here at Tileyard. We 

created a submissions Google Form for them to apply to perform with information we deemed important 

to obtain in advance (Appendix C). We received a lot of interest off the back of this, with a total of 16 

applications to perform. Fanchon began to compile this information into a provisional programme for 

the evening (Appendix D). Val has many industry connections, so primarily managed obtaining speakers 

and a potential headline artist and compiled a programme for confirmed speakers (Appendix E). 

 

We aim to reach out to chosen performers once our event is formally approved by Tileyard. We will 

obtain all equipment and resources required and requested by each artist in advance of the event, likely 

to be provided by Tileyard Education, and maintain clear and consistent communication in the lead up 

and on the day of the event itself.  

 

 

 

 

 



 

 5 

2.3. Licensing and Health & Safety 

 

The licensing and health and safety (H&S) team met early on to create a risk assessment, obtain a site 

map, and to discuss and formalise anything required for the licensing of the event (Appendix F, G, and 

H respectively). This included research into relevant regulations, guidance and codes of practice, as 

well as standard and potential risks for such an event. All team members are required to be aware of the 

H&S precautions in place for the event, though it will be formally regulated by the aforementioned 

cohort.  

 

The team reported that DemoFest does not require a license, as a Temporary Event Notice to carry out 

a ‘licensable activity’ is only necessary on unlicensed premises in England or Wales (London Borough 

of Islington, no date). Both The Gallery and Vinyl Café are licensed and therefore do not require 

additional licences.  
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3. Marketing  

 

3.1. Aesthetic and audience  

 

The entire team were buzzing with ideas to market DemoFest, with Jan and Justine primarily in charge 

of creating assets and plans to bring these ideas to fruition.  

 

Once the ethos and aesthetic was clear in our heads, Jan and Justine designed a logo, posters, stickers, 

and social media posts and accounts (see Figures 2-5 below). Our USP for the event is a showcase of 

Tileyard talent. This will be the first event of its kind to merge a display of student and professional 

talent alongside speakers involved in the industry, making for an event that should inspire and delight 

music-lovers from all walks of life.  

 

The target audience is primarily members of the Tileyard community- including both professionals 

working on the site, and students studying there. This lends to an audience of mixed demographics, 

with a wide age group, all genders, and widely varying economic status. The main connection between 

all groups is a love of music, networking, and learning more about the music industry. This will be our 

key focus in marketing the event as a showcase. We hope to attract aspiring Tileyard residents and 

students also, which will involve marketing in key locations off campus such as to current 

undergraduates and non-Tileyard based music companies.  

 

 

 

Figure 2: DemoFest stickers 

 



 

 7 

 

Figure 3: DemoFest logo in purple 

 

Figure 4: DemoFest provisional poster 
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Figure 5: DemoFest sample graphic for artist announcement social media post. Pictured: Darcy Blu. 

 

 

3.2. Social media  

 

The importance of social media in the modern-day music industry cannot be understated (Ferrone et al., 

2019; Rosenblatt, 2019). Our marketing team is aware of this and aims to fully utilise it to market the 

event to as wide an audience as possible. This will be an ongoing endeavour to maintain engagement 

and create hype for the event, as outlined in a marketing and promotion plan created by Justine 

(Appendix I). A social media marketing plan will be made to outline the plan for content in the weeks 

leading up to the event.  

 

Thus far, an Instagram page and Facebook event (Figure 6) have been created, with these platforms 

likely being where we will best reach our target audience. We will utilise the audience acquired by 

Tileyard and other potential sponsors / partners by requesting that they publicise the event through 

mailing lists and socials. 
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Figure 6: Facebook Event for DemoFest 
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4. Finances  

 

4.1. Budget and Ticketing  

 

The finance team liaised with Robert Gutterman and researched the standard costs that come with 

running similar events in order to build a preliminary budget (Appendix J). So far, we have received 

informal confirmation from Harry and Steve that Tileyard Education will support our event financially, 

and provide the venue hire free of charge once they can retain drink / food sales. In return, we will 

showcase the fantastic talent and opportunities that Tileyard Education have on offer, particularly for 

aspiring students. 

 

The ticketing choice was heavily debated by the team, with different pros and cons becoming clear for 

having a free versus paid event. One downside was the high level of no-shows for free events, which 

was realised through discussions with industry professionals such as Sarah Slater, and through research 

on various blogs and articles (Eventbrite Blog, 2019; Todd, 2019). This was discussed across multiple 

meetings which can be seen in the accompanying meeting minutes, ultimately concluding that the best 

option would still be to have free tickets for data management and to gage an idea of numbers. This 

allows for Tileyard residents to decide on the day if they wish to attend without a barrier to entry of a 

paid ticket, which we imagine will be the situation for many attendees. With this, we will have an option 

for attendees to donate at the time of acquiring tickets, and we will collect further donations at the event 

to donate to our chosen charity.  

 

Adam was tasked with creating a ticket platform comparison to help us conclude which one would be 

best for our specific requirements (Appendix K). Due to the late completion of this, as well as the lack 

of essential data points and the unreliable source of the chart included, there was no time for it to be 

altered or for a group decision to be formally made on this matter. However, based on our in-class 

discussion with Olly Goddard of Weezevents and collective enthusiasm for its features, it provisionally 

seems like a suitable option to suit our requirements.   

 

As a not-for-profit event, our budget predicts a small loss despite the event's low running cost. We are 

putting this down to it being the launch of the event, and due to proceeds going to charity. Tileyard 

education (and our hopeful sponsors and partners) are happy to cover this small running cost.  
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4.2. Sponsorships and partners  

 

I was assigned the job of researching and acquiring sponsorship for DemoFest. Due to the fact that we 

are waiting on formal confirmation to run the event, I have not yet had the opportunity to contact most 

of our hopeful sponsors / partners. For this, we will need to create a pitch deck to share to explain the 

event. It was decided early on that we would work with a charity to make this a fundraiser event. As 

seen in the event proposal, there are a number of charities we would like to work with. However, it was 

deemed best to stick with one charity, and with Small Green Shoots being a Tileyard based music-

oriented charity they felt like a great fit. They will be contacted in due course to see if they are interested 

in this collaboration.  

 

I am planning on contacting music company Ostereo, who run monthly networking events at Tileyard. 

With their event, they would have a large audience that crosses over in many aspects with our target 

audience, meaning that their sponsorship or partnership would provide us with fantastic reach to 

potential attendees. Additionally, having an established name working alongside us to run the event 

would add to our credibility and appeal.  

 

One of the venues for the event- Vinyl Café- as well as on site brewery and bar Two Tribes / Campfire 

would also make for suitable sponsors. Vinyl Café will be hosting the event and able to provide catering 

and drinks for attendees. A collaboration with Two Tribes brewery would be beneficial for further drink 

and catering supply for The Gallery.  

 

Contact details have been acquired for all hopeful sponsors and partners and will be contacted in due 

course.  
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5. Concluding personal reflection 

 

Post-event, I plan to thoroughly reflect on my contribution to the team using Gibbs Reflective Tools as 

a guide (2013). I usually do this after group-oriented activities, be they professional or academic, to 

further improve my communication and team-working skills. As someone who aspires to be a good 

leader, and more importantly a good person and team-player, I find exercises like this incredibly useful.  

 

I learned a great deal about event management and procured new contacts and skills during my time on 

this course. As someone who runs events in my own time, I found that I could apply the knowledge I 

already had to curating this event, in return acquiring further skills and knowledge to take into the 

professional world. Most notably, however, my teamwork and communication skills were both tested 

and enhanced. 

 

There was an unfortunate miscommunication which led to conflict during the completion of the 

assignment. This may have been avoided sooner had a formal ‘leader’ been chosen and maintained from 

the outset. Though I had no intention of being the event manager initially, it slowly but surely developed 

that, with the number of roles I was assisting in alongside Fanchon, we were viewed and subsequently 

appointed as leaders of the team at a late stage. Unfortunately, Adam experienced what he deemed to 

be unfair treatment, caused by a breakdown in communication between team members for what was 

considered by many to be a lack of equal or adequate contribution on his behalf. As soon as Fanchon 

and I were assigned as event managers, we acted fast to attempt to diffuse the growing conflict and 

confusion with a de-escalation of discussion in the group chat and a swiftly arranged meeting for all 

team members to attend. This clarified any issues and made the event details a lot clearer for everyone.   

 

Once assigned a leadership role, I believe I handled it well. When hosting meetings, I used previous 

work experience and further research to learn the correct way to conduct minutes and create meeting 

agendas (Bryant, 2017; Indeed Editorial Team, 2021). Both before and during my role as event manager, 

I ensured that I remained open to the thoughts and opinions of everybody present, and did everything 

that I could to ensure that conflicts were resolved as diplomatically as possible. From discussions with 

team members, I was happy to find that those I chatted with found my leadership to be balanced and 

effective, and as always I am open to and encourage any feedback to the contrary to better refine my 

people skills.  

 

A key take-away I have from the completion of this assignment is a reminder of the importance of 

clearly defined roles and effective communication. Though it can be highly frustrating when team 
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members do not contribute their fair share, it is important to remain civil, professional, and to 

communicate thoughtfully and effectively at all times. Overall, I thought that our team worked 

incredibly well together, and I look forward to continuing to work with anyone who may be interested 

towards a successful DemoFest this summer.  
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6. Appendices  

 

A copy of all assets used for this assignment can be found in the team’s shared Google Drive here.  

 

 

Appendix A- Selection of meeting minutes 

https://drive.google.com/drive/folders/1Za3-r9icf4ZxXSerudjO4Kli9C_BfUxA?usp=sharing
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Appendix B- Event proposal 
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Appendix C- Performer submission form
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Appendix D- Programme for artists
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Appendix E- Programme for speakers 

 

 
  

TALKS  TIMETABLE - THE GALLERY

12.15 - 1.00pm Dominic ’Ski’ Oakenfull

Musician, Producer
Head of curriculum at Point Blank

Music School

‘Song Deconstruction’
LIVE

With Valerie Etienne
(MA Music Business)

1.15 - 2.15pm Gilles Peterson

DJ, Broadcaster, Label Owner
Founder of Brownswood Records,
Worldwide FM, and We Out Here.

Chat /Interview
Q & A

(Interviewed by Valerie Etienne)

2.30 - 3.30pm Yolanda Charles MBE

World Renowned Bassist, Band leader
Session Musician , Educator

Talk  / Interview
‘Women in Music’

Q & A
(interviewed by Valerie Etienne)

3.45 - 4.00pm TBC TBC

4.15 - 5.30PM Paul Weller
Musician

The Jam , The Style Council

Performance/Chat/Interview
‘50 years of Music ‘

‘Magic: A Journal of Song’
(Interviewed by Dylan Jones)

TBC
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Appendix F- Risk assessment  
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Appendix G- Site map 
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Appendix H- Licensing information  
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Appendix I- Marketing plan
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Appendix J- Budget 

 
  

 

Event Budget for Demo Fest EXPENSES

Total expenses label is in cell to the right, Estimated label in cell G3 and Actual in H3.

TOTAL EXPENSES
Estimated Actual

Total estimated expenses in cell G4 and Total actual expenses in H4 are auto-calculated. Next instruction is in cell A6.
£4 ,064 .00 £345 .00

Enter Site expenses in table starting in cell to the right and Refreshments expenses in table starting in cell F6. Next instruction is in cell A13.
Site Estimated Actual Refreshments for staff Estimated Actual

Venue hire £2,000.00 £0.00 Food £300.00 £0.00

Security £200.00 £200.00 Drinks £125.00 £0.00

PA Equipment £50.00 £0.00 Total £425.00 £0.00

Cables £50.00 £0.00

Microphones Rental £8.00 £0.00 Programme Estimated Actual

Monitors £40.00 £0.00 Performers £0.00 £0.00

Enter Decorations expenses in table starting in cell to the right and Program expenses in table starting in cell F13. Next instruction is in cell A21.
Mixing Boards £80.00 £0.00 Speakers

£250.00 £0.00

Total £250.00 £0.00

Total £2,428.00 £200.00

Creative Assets 

Miscellaneous Estimated Actual Graphics work £50.00 £0.00

Enter Publicity expenses in table starting in cell to the right and Prizes expenses in table starting in cell F21. Next instruction is in cell A27
Transport £125.00 £125.00 Stickers £10.00 £10.00

Lanyards £10.00 £10.00 Poster Printing £60.00 £0.00

Total £135.00 £135.00 Total £110.00 £10.00

Staff Estimated Actual

Enter Miscellaneous expenses in table starting in cell to the right.
Host Room 1 - Gallery £115.00 £0.00

Host Room 2 - Vinyl Café £60.00 £0.00

Sound Engineer £60.00 £0.00

Site Manager £120.00 £0.00

Enter Estimated and Actual incomes from each category in respective tables in this worksheet. Title of this worksheet is auto-updated in cells to the right. Subtitle is in cell G1. Helpful instructions on how to use this worksheet are in cells in this column. Next instruction is in cell A3.

Event Budget for Demo Fest INCOME

Total income label is in cell to the right, Estimated label in cell F3 and Actual in G3.

TOTAL INCOME
Estimated Potential

Total Estimated income is auto-calculated in cell F4 and Total actual income is in G4.
£3 75 .0 0 £17 5 .0 0

Admissions label is in cell to the right.ADMISSIONS

Enter Estimated and Actual number of admissions with ticket rates in table starting in cell to the right. Estimated and Actual income from admissions is auto-calculated. Next instruction is in cell A11.
Estimated no. Potential no. Type Voluntary Donation Estimated income Potential income

55 25 Adults @ £5.00 £275.00 £125.00

40 20 Students @ £2.50 £100.00 £50.00

0 0 Children @ £0.00 £0.00 £0.00

Total £375.00 £175.00

Ads in program label is in cell to the right.

Enter Estimated and Actual number of ads in programme and Ad rates in table starting in cell to the right. Estimated and Actual income from ads is auto-calculated. Next instruction is in cell A17.

Profit and loss summary and chart showing Total income and expenses are auto-updated in this worksheet. Title of this worksheet is auto-updated in cells to the right. Subtitle is in cells G1 and G2. Helpful instructions on how to use this worksheet are in cells in this column. Next instruction is in cell A3.
Event Budget for Demo Fest PROFIT 

Loss summary

Bar chart comparing Estimated income and expenses and Actual income and expenses is in cell E3.

Bar chart showing Estimated income and expenses and Actual income and expenses comparison is in this cell.

Summary table starting in cell to the right is auto-updated. Next instruction is in cell A8.
 Total Estimated Potential

Total income £375.00 £175.00

Total expenses £4,064.00 £345.00

Total profit or loss estimated is auto-calculated in cell C8 and Total profit or actual loss is in cell D8.

Total prof it               

(or  loss)
-£3 ,689 .00 -£170 .00
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Appendix K- Ticketing platform comparison
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