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1. Introduction  

As a group task, I was put into a group with three other students to decide on what type of event we would like to organise at the 

Tileyard studios and how we were going to achieve it. On our first zoom meeting, it became evident that the three other people in 

my team were passionate about the Black Lives Matter movement and it was clear that they finally felt themselves being able to 

speak openly about a lot of built-up trauma through growing up in an environment which held them as an ethnic minority. After 

this conversation, I suggested that we propose the event like a convention that is based upon minor ethnic groups being able to 

speak up about their struggles and even more importantly, their successes. We decided to host the event on the 2nd of October 

2021, as all student will have finished their studies or will be just starting and willing to network plus it is Black History month in 

the UK.  

I started to picture in my mind, a convention that includes music, speeches, learning and opportunity. As Tileyard studios are 

known for their music business complex, I thought that this would be the perfect place to celebrate the success of black, Asian 

and other ethnic minorities who have grown in the music industry (site plan found in appendix 3). The rest of the team 

immediately lit up to this idea and became passionate about the idea. We decided to part ways and come back with a list of 

musicians, performers, street food business, lecturers and CEOs who would be ideal candidates to be involved in the event.  
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In 2019, 78% of people in the UK were employed, compared with 66% from all other ethnic groups combined (Employment, 

2021). One of the aims of this event is to show that all ethnic groups should have equal opportunities, especially in the music 

industry and the event offers a platform for those in the minority ethnic groups to show their talents, voice their opinions and 

share their successes in the industry.  

To begin my search, I looked up all of the successful music-industry-based companies in London, especially those who 

specialised in music that is considered the minority in the UK. I began to look them up on Linked In to pursue them with our 

event idea. We created a press release which we sent to potential prospects to surge a sense of their interests. I found that the more 

I connected with people in the industry, the more possible the event seemed.  

We received a response from a charity called Black Ticket Project who offered to work alongside us on our event. Black Ticket 

Project work as a bridge organisation between independent youth workers, schools, youth groups, charities and youth arts 

companies and cultural institutions and organisations to widen cultural access for Black young people across England (Patreon, 
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2021). They already have a database of clients which they regularly invite to their events, therefor we offered the ‘ambassador’ 

charity givers, who donate £77 a month, to our event without a ticket charge.  

2. The Team  

I was lucky to work in a team of people who were not only passionate about the aim of the event but also equipped with skills in 

event planning and artist management which meant money could be saved in almost every avenue. The team were extremely 

motivated and enthusiastic during the zoom meetings. Karl Gordon has experience as a producer and has sold over ten million 

singles resulting in him being well-known amongst the music industry which resulted in him having the ability to contact other 

well-known musicians and music business professionals who volunteered to take part in the event. Thando is an artist manager 

and like myself, has experience in putting on events which meant the workload of preparing things such as licensing, food drink 

and management could be shared. Florian owns a videography company which gave me confidence in the fact that we would be 

able to create professional content before and after the event which saves on expenses and portrays a positive public image.  
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3. Marketing plan  

Target market  

The target audience will predominately be those who are of black origin, aged between 18-30 and have a strong interest in music 

and equality. We will be targeting students as we are students ourselves, and professionals involved in the music industry who can 

guide and be of influence to the students. As the capacity is 250 and we already have 12 guest speakers and artists who we hope 

will stay for the duration of the event, and 10 staff, which means that we have limited tickets. We have decided to sell 200 tickets 

and keep the extra capacity of 28 so that the guest speakers and artists can bring along a +1/2 if they wish.  

Firstly, we will be targeting all of the music-based charities in London, secondly, we will make Tileyard students and staff aware 

of our event before we open our ticket sales to the public. This is because we feel this target market will be the most beneficial to 

the event and will make the most difference.  
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Branding  

We decided to emphasise the word tie and call the event Black TYE, the word TYE stands for Tile Yard Events and Tile Yard 

Education and portrays the fact that black-tie events are usually something that the white ethnicity majority participate in, making 

a statement of equality. As Florian, our team member is skilled in editing content, he quickly came to us with the Black TYE logo 

which I feel looks professional and easily recognisable. The fact the image is in black and white is also a message of fair equality. 

We plan to stick to the black and white theme throughout all of the marketing including the flyers, posters, physical tickets, 

merchandise, signage, videography, photography, social channels and the website. Different shades of grey will also be used to 

highlight the fact that there are minority ethnic groups in England who want to be recognised and heard.  

Tone of voice  

The tone of voice is to stay consistent throughout the plan and aims to portray a message of passion, education, talent and a sense 

of all ethnic groups coming together to celebrate and stand for the rights of the minority ethnic groups involved in music. Black 

TYE hopes to make it clear that we are hosting the event in the hope of supporting the global movement of Black Lives Matter 

and that we are dedicated to making a cultural change.  
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Marketing and PR 

The first step of the marketing and PR was to ensure our website and social channels were set up. Once this was done we asked 

all of the guest speakers and performers to share our digital flyer and post about our event to create awareness amongst their 

online following. This helped to build up suspense before the ticket release. The second step was interviewing the guest speakers 

and performers to create content for us to upload onto the website and social channels. This helped the audience to understand the 

point we were trying to get across and also understand what they could expect from Black TYE. Paid social media ads were used 

to expose the recordings of these interviews.  

Once we had built up momentum across our media channels, we sent invitations to London based music charities and Tileyard 

associates to buy the first release tickets. We left it two weeks for responses until we opened the tickets to the public. Before the 

public ticket release, we did a one week count down on our social media channels (Instagram and Facebook) to make the public 

aware of the event.  
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We chose not to print physical flyers and posters until we gave the ticket sales some time. The tickets were released three months 

before the event so we still had time to play around with physical marketing if it was needed. This technique meant that we could 

save on expenses by taking advantage of technology and also because it is eco-friendly.  

The next step we took was to focus on the press release. This involved creating a professional-looking event press pack and 

sending it out to relevant online blogs, magazines and radio channels. This not only created exposure for the event but also 

exposure for the guest speakers and performers who were then invited for interviews and radio performances.  

Once the tickets were sold and a solid momentum of interest was built up online, we began to reach out to our social media 

followers and asked them to join us on a live discussion to voice their opinions on how peoples ethnicity affects their career in the 

music industry. This leads to further online engagement and allows our followers to feel that they were a part of our community, 

giving them an open space to speak their truths.  

The marketing will not end after the event. All photography and videography from the event will be shared following the event to 

create momentum for the next event. The aim is to ensure everyone who attends or performs at the event is photographed as this 
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will encourage them to like and share the images online and create more awareness for future events. Further press releases and 

extended reach outs to the media will take place after the event. 

During the event, a live stream will be set up so that people from across the globe can see what is going on at the event. This will 

be set up with professional high tech equipment so that the online audience can see and hear everything clearly from a 360-degree 

angle and it will portray a professional and positive public image for Black TYE.  

Marketing summary  

The main objectives for the marketing plan include:  

• Building an online presence  

• Targeting the major target audience before opening the ticket sales to the public  

• Keeping sustainability in mind when using physical marketing  

• Taking advantage of new technologies  

• Creating suspense and momentum across the social media channels  
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• Broaden the audience’s knowledge on equality in the music industry 

• Expose the guest speakers and performers to the media  

• Portray a positive public image  

• Stick to the black, white and grey colour scheme  

• Engage with online followers  

• Advertise the ticket and merchandise prices  

• Encourage feedback  

• Reach out to relevant media associates and create a buzz across the music industry press  

• Create high-quality content  
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4. Financial plan  

Ticketing  

As we are proposing the event as a not-for-profit, the aim is to break even with the main aim being exposure for our guest 

speakers and performers. Tickets that are advertised to local charities will be higher, however, they will be given a VIP experience 

and will be seated in a comfortable area with a special service. This includes twenty tickets at the price of £100 each. These 

tickets will include food and the opportunity to talk to the guest speakers and artists in-between sets who will share the same 

seating area. Standard tickets will be sold at £15 for the entire day and £5 for evening only entry and £10 for limited access 

tickets. We decided to divide the tickets into day and night as some people may not be able to make it during the day or may have 

interest in only certain performers. Donations will be encouraged online and at the event throughout the performances. We hope 

that will this price strategy we will make £1500 in ticket sales and double this by including the expected donations. All donations 

will go to the sponsors of the event; The Black Ticket project.  
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Food and drink  

Luckily, Tileyard sells alcohol at its Vinyl Cafe bar with a full license which will be easily accessible to the event attendees. 

Tileyard usually offers its drinks for an average to a low price bracket. For the Black TYE event, Tileyard has agreed to raise all 

of the prices by £1 which will go towards the donations.  

As the capacity is a limited number of 200 people, we had to decide between having fewer food trucks and charging a pitch fee, 

or having a larger choice of options with no pitch fee. We finally decided to offer the space to four different traders with no pitch 

fee however, we chose food traders who are in alignment with the brand’s message, have a positive public image and have a large 

social following. The food trucks will be asked to deposit £300 to ensure that they will show up on the day.  

The VIP area ticket holders will have a prepared lunch and dinner which will come from a local restaurant, ‘Little Creatures’. The 

price for these meals is £50 for both the lunch and dinner per head for 20 people = £1,000. This must be paid in advance so that 

the restaurant can prepare the ingredients however the VIP ticket cost is £100 each therefore it covers the food costs. The VIP 

meal will be served at tables in the Vinyl Cafe and will be closed off from the standard ticket holders with branded separators 

which will cost £300.  
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Guest speakers and performers  

The majority of the guest speakers and performers understand that this is a not-for-profit event and they do not expect to be paid. 

In addition to this, Karl Gordon, a member of the Black TYE events has a solid connection in the industry which may help to 

seek out volunteers. We have decided to set aside £7,000 for both the speakers and perfumers as we respect that due to the recent 

pandemic, many people involved in the music industry have lost out on funds and may need to cover travel, food and beverage 

costs.  

Technical equipment  

As a team, we have been extremely lucky in the fact that our team member Florian owns a videography and photography 

company and has committed to letting us use his team and equipment for the day which saves a huge amount on expenses. As the 

event is held at Tileyard studios where the entire team studied their master’s degree, the campus has offered us the use of their 

musical equipment and speakers which is a huge relief as it not only saves us on expensive but there no hassle of moving around 

equipment to different locations.  
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Staff  

Due to the experience the team holds, we have decided to take on the roles of event managers throughout the day to save on costs. 

We will still need some additional staff including two security guards, and additional bar staff as Tileyard are not equipped with 

enough staff to handle a busy bar and we are not sure how many people will be drinking alcohol on the day therefore, we have 

decided to book two additional bar staff for the entire day. Another cost will be for cleaners to clean up after the event. We 

estimate that the staff costs will be around £500 which will mostly be spent on the security. It is suggested to have at least one 

guard per seventy-five people, however, we have decided to hire only two guards as it is an all-day festival so people will be in 

and out and there will be one of us on the door for ticket checks at all times (Harris, 2015).  

Merchandise  

The team have decided to cover the costs of the merchandise themselves. The reason for this is that we plan to make a personal 

gain from this and if the merchandise is not sold out at the event we can use it for future events and on the website. For this 

reason, the merchandise will not be included in the overall budget.  
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Miscellaneous 

It has been decided to have a £1,000 contingency fund in case a problem occurs that necessitates extra support.  

Funding  

Tileyard Education is extremely supportive of the event and have offered a donation of £1,000 to ensure the plan of the event 

goes ahead. As additional funding we plan to create a GoFundMe page where people can donate as they please, this will be 

highlighted throughout the marketing campaign, across all social channels, on the website and also send out to all subscribers via 

email. We also plan to apply for the PRS Open Fund, The Open Fund for Organisations supports new music projects led 

by promoters, talent development organisations, venues, festivals, curators and large performance groups and grants 

up to £10,000 (The Open Fund For Organisations, 2021). We will ask for a total of £10,000 on our application which 

is to be sent off as soon as possible.  
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5. Reflective summary  

Being part of a team that has struggled with ethnic minority difficulties has urged me to want to put all of my efforts into 

spreading awareness for this purpose. In my view, the plan has been extremely simple and easily came together as each person in 

the team holds unique skills which bind perfectly together to make the plan a reality. I feel that the passion from the other three 

members of the team are what has made this event seem so doable and of course the support of Tileyard studios.  

The fact that the Black Lives Matter movement was recent makes me confident that strong support will be shown through 

relevant charities and attendees. Not-for-profit events are a risk as profits must still be made to cover costs if nobody shows up to 

the event although, the passion and persistence the UK hold for this cause puts my mind at ease and gives me the confidence that 

this event will be a huge success.  

In my opinion, the most important aspect of the planning for this event is the marketing and online presence. Having Florian in 

the team who has a videography company is a huge blessing as this would usually be a very large expense and for me, a positive 

public image is one of the most important things when hosting an event.  
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The outcome of this project has been that organisation is key for planning a sustainable event, however, without any passion or 

belief in the project, the initial planning would not be so simple. What I will personally take from this activity is that in the future 

I only wish to work alongside people in who I can see the pure passion in, as that is clearly what drives dedication and 

motivation. The one thing about the planning that I would change is the applications for funding. As I looked at my own plan of 

the financial budget (Appendix 4 ) compared to the teams budget (Appendix 5 ) I realised that more money should have been 

spent on advertising and marketing and even if we received the £10,000 funding from the PRS Foundation, we could be operating 

at a loss of - £3,629. I would suggest applying for all possible funding schemes to ensure that no losses are made and any money 

left over could be spent on planning the next event.  
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6. Appendix  

1. Meeting minutes  

Date: 7th February 2021 7 pm 


Attendees: Karl Gordon, Thando Zulu, Natasja Taylor, Florian Bel 


Meeting agenda: 


• Meet the team 


• Decide on the type of event 


Notes: 


KG - we should put on an event focused on culture, diversity and equality for POC within the music industry and invite all people 

involved in Tileyard plus other music industry professionals so that we can all learn from each other! 


NT - Great idea! How about an event in the form of a networking based event, people have spent an entire year not attending events so 

I feel that everyone is more inclined to mingle and meet new people now we are finally coming out of the pandemic. I am sure all of the 

people from the Tileyard studios and offices would join in, and of course the students. 
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FB - We should still have music, since the black lives matter movement it could be a good idea to have a black only set list, however, 

ones that don’t usually fit the ‘urban’ category, it could be very experimental. I have a videography company and I am happy for us to 

use it for content. 


TZ - I am totally up for this, can we make sure we see it through and actually put on the event? I have experience in putting on events 

and I manage some black artists, I can really see this coming together, great ideas! 


Agreed event: 


- Master classes in the day and then an after party with music, food and drinks throughout the day, maybe a background DJ during the 

networking 


- 12:00 - 22:00 


- Highlighting black potential in the music industry and successes 


- Job opportunities 


- Speed interviewing for those who are employing / looking for work 


- Celebrate the different cultures in music 


- Celebrate the Tileyard community 


- Encourage black leadership and highlight where the UK is failing 


- Black females in the industry discussion 


Which artists? 
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- Speakers as well as artists including; Kwame Kwaten, Ben Wynter, Darcus, Stormzy, Dave, Mary McGovern


- Artists: JERUB, Jake Isaac, Laura Mvula, A reggae band 


Marketing ideas: 


Use visual events as part of the campaign


Stream the event online as it is happening with high tech equipment 


Contact journalists 


Interview the artists and guest speakers as pre content 


Meeting 2 


Date: Wednesday 10th February 


Attendees: Karl Gordon, Thando Zulu, Natasja Taylor, Florian Bel


Meeting agenda: Confirm name and logo, decide on a definite date, exact locations and timings, capacity and ticket goals, budget, 

food and drink 


Meeting notes: 
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FB: presented his idea for ‘Black TYE’ event 


- The team all agrees on the logo Florian has presented, it looks very professional and has a deep meaning behind it 


- The date is to be the first week of October as it is the official black history month 


- Music throughout the entire day, create a line-up of artist who will bring in ticket buyers 


- Networking and conferences embedded in with the music to keep the guest interested 


- Florian’s company will record the entire event 


- We need to decide on which food trucks we will have 


- VIP area for charity’s 


- Not-for-profit event 


- Maybe make some profit from merchandise 


KG: I am going to speak to the following artists and potential guest speakers as I know them personally: Darcus, Ben Wynter, Kwame 

Kwaten, Michelle Escoffrey, Cookie Pryce, Jackie Davidson, Akala, JERUB, RAM1, Laura Mvula, DJ, Jaguar


- Capacity goals 200/300 people? 


- Budget: no more than £10K


Team discussed whether to charge for tickets or not because it is a charity event, maybe profits can go to a chosen charity? 


NT: I will focus on seeking out charities that may be interested in supporting this 
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TZ: Potential sponsors could be; Power Up, PRS, Tileyard, Arts Council and the MOBO Awards 


KG: A charity idea could be to do a raffle and the winner wins studio time at Tileyard 


Actions 


TZ: create next meeting agenda, look into the budget, organise a date and speak to Tileyard 


FB: Send over notes on marketing from your previous events 


NT: Send event management plan examples, reach out to charities, look into health and safety aspects


KG: Define the event and reach out to performers, get some booked in 


FB: Set up the Google Drive 


TZ: Write out the application for PRS funding 


All to update each other frequently, at least weekly in the WhatsApp Group chat. 
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2. TEN (Temporary Event Notice)  

A Temporary Events Notice (TEN) is required if you intend to carry on licensable activity on unlicensed premises or wish to operate 

outside the terms of your existing premises licence. TENs relate to temporary events with less than 500 attendees (Temporary Event 

Notice - Chorley Council, 2021).


TENs can be given to permit any or all of the following: 

• the sale of alcohol 

• the supply of alcohol to members of a registered club 

• the provision of late-night refreshment - hot food or hot drink between 11pm - 5am 

• entertainment defined as a performance of a play, an exhibition of a film, an indoor sporting event, boxing or wrestling 

entertainment, a performance of live music, any playing of recorded music, or a performance of dance. 

TENs can often be used to temporarily extend the hours or activities permitted by a premises licence or club premises certificate 

(Council, 2021). 
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Temporary Event Notice 

Before completing this notice, please read the guidance notes at the end of the notice.  If you are completing this notice by hand, please write legibly in block capitals.  In all 
cases, ensure that your answers are inside the boxes and written in black ink or typed.  Use additional sheets if necessary.  You should keep a copy of the completed notice 
for your records.  You must send at least one copy of this notice to the licensing authority and additional copies must be sent to the chief officer of police and the local 
authority exercising environmental health functions for the area in which the premises are situated.  The licensing authority will give to you written acknowledgement of the 
receipt of the notice. 

I, the proposed premises user, hereby give notice under section 100 of the Licensing Act 2003 of my proposal to carry on a temporary activity at the premises described 
below. 

1. The personal details of premises user (Please read note 1)

1. Your name 

Title Mr  Mrs  Miss  Ms  Other (please state)     

Surname      Taylor

Forenames      Natasja Leah

2. Previous names (Please enter details of any previous names or maiden names, if applicable. 
Please continue on a separate sheet if necessary) 

Title Mr  Mrs  Miss  Ms  Other (please state)     

Surname      

Forenames      

3. Your date of birth              Day   Month   Year    

4. Your place of birth         

5. National Insurance Number          

6. Your current address (We will use this address to correspond with you unless you complete the 
separate correspondence box below)
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Post town     Postcode      

7. Other contact details

Telephone numbers 
Daytime 

Evening (optional) 

Mobile (optional)

      

      

     

Fax number (optional)      

E-Mail address 
(if available) 

8. Alternative address for correspondence (If you complete the details below, we will use this 
address to correspond with you)

      

Post town       Postcode      

9. Alternative contact details (if applicable)

Telephone numbers: 
Daytime 

Evening (optional) 

Mobile (optional)

      

      

     

Fax number (optional)      

E-Mail address 
(if available) 

     

2. The premises  
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Please give the address of the premises where you intend to carry on the licensable activities or, if 
it has no address, give a detailed description (including the Ordnance Survey references) 
(Please read note 2)

      

Does a premises licence or club premises certificate have effect in relation to the premises (or any 
part of the premises)?  If so, please enter the licence or certificate number below. 

Premises licence number   

Club premises certificate number   

If you intend to use only part of the premises at this address or intend to restrict the area to which 
this notice applies, please give a description and details below.  (Please read note 3)

      
 
 
 

Please describe the nature of the premises below. (Please read note 4)

      

Please describe the nature of the event below. (Please read note 5)
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3.   The licensable activities

Please state the licensable activities that you intend to carry on at the premises (please tick all 
licensable activities you intend to carry on). (Please read note 6)

The sale by retail of alcohol

The supply of alcohol by or on behalf of a club to, or to the order of, a member 
of the club

The provision of regulated entertainment   (Please read note 7)

The provision of late night refreshment 

Are you giving a late temporary event notice? (Please read note 8)  

Please state the dates on which you intend to use these premises for licensable 
activities.  (Please read note 9)

Please state the times during the event period that you propose to carry on licensable activities 
(please give times in 24 hour clock). (Please read note 10)

      

Please state the maximum number of people at any one time that you intend to 
allow to be present at the premises during the times when you intend to carry on 
licensable activities, including any staff, organisers or performers.  (Please read 
note 11)

   

If the licensable activities will include the sale or 
supply of alcohol, please state whether these will be 
for consumption on or off the premises, or both 
(please tick as appropriate). (Please read note 12)

On the premises only 

Off the premises only 

Page  of 29 65



Both 

Please state if the licensable activities will include the provision of relevant entertainment. If so, 
please state the times during the event period that you propose to provide relevant entertainment 
(including, but not limited to lap dancing and pole dancing). (Please see note 13) 

4. Personal licence holders  (Please read note 14)

Do you currently hold a valid personal licence? 
(Please tick)

Yes No 

If “Yes” please provide the details of your personal licence below.

Issuing licensing authority      

Licence number 

Date of issue 

Any further relevant details

      

      

      

5.  Previous temporary event notices you have given  (Please read note 15 and tick the boxes that 
apply to you)

Page  of 30 65



Have you previously given a temporary event notice in respect of any premises 
for events falling in the same calendar year as the event for which you are now 
giving this temporary event notice? 

Yes No 

If answering yes, please state the number of temporary event notices (including 
the number of late temporary event notices, if any) you have given for events in 
that same calendar year 

  

Have you already given a temporary event notice for the same premises in which 
the event period: 
a) ends 24 hours or less before; or 
b) begins 24 hours or less after 
the event period proposed in this notice? 

Yes No 

6.   Associates and business colleagues (Please read note 16 and tick the boxes that apply to you)

Has any associate of yours given a temporary event notice for an event in the 
same calendar year as the event for which you are now giving a temporary event 
notice? 

Yes No 

If answering yes, please state the total number of temporary event notices 
(including the number of late temporary event notices, if any) your associate(s) 
have given for events in the same calendar year. 

Has any associate of yours already given a temporary event notice for the same 
premises in which the event period: 
a) ends 24 hours or less before; or 
b) begins 24 hours or less after 
the event period proposed in this notice? 

Yes No 

Has any person with whom you are in business carrying on licensable activities 
given a temporary event notice for an event in the same calendar year as the 
event for which you are now giving a temporary event notice? 

Yes No 

If answering yes, please state the total number of temporary event notices 
(including the number of late temporary event notices, if any) your business 
colleague(s) have given for events in the same calendar year.
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Has any person with whom you are in business carrying on licensable activities 
already given a temporary event notice for the same premises in which the event 
period: 
a) ends 24 hours or less before; or 
b) begins 24 hours or less after 
the event period proposed in this notice? 

Yes No 

7. Checklist  (Please read note 17)

I have: (Please tick the appropriate boxes, where applicable)                                                                       

Sent at least one copy of this notice to the licensing authority for the area in which the 
premises are situated

Sent a copy of this notice to the chief officer of police for the area in which the premises 
are situated

Sent a copy of this notice to the local authority exercising environmental health 
functions for the area in which the premises are situated

 

If the premises are situated in one or more licensing authority areas, sent at least one 
copy of this notice to each additional licensing authority

If the premises are situated in one or more police areas, sent a copy of this notice to each 
additional chief officer of police

If the premises are situated in one or more local authority areas, sent a copy of this 
notice to each additional local authority exercising environmental health functions

 

Made or enclosed payment of the fee for the application

Signed the declaration in Section 9 below

8.  Condition  (Please read note 18)
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For completion by the licensing authority 

It is a condition of this temporary event notice that where the relevant licensable activities 
described in Section 3 above include the sale or supply of alcohol that all such supplies are made 
by or under the authority of the premises user. 

9. Declarations  (Please read note 19)

The information contained in this form is correct to the best of my knowledge and belief. 

I understand that it is an offence: 
(i) to knowingly or recklessly make a false statement in or in connection with this temporary 
event notice and that a person is liable on summary conviction for such an offence to a fine of 
any amount; and 
(ii) to permit an unauthorised licensable activity to be carried on at any place and that a person is 
liable on summary conviction for any such offence to a fine of any amount, or to imprisonment 
for a term not exceeding six months, or to both. 

Signature 

Date      

Name of 
Person signing

     

10.  Acknowledgement   (Please read note 20)

I acknowledge receipt of this temporary event notice. 
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Signature

On behalf of the licensing authority

Date      

Name of 
Officer signing
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Notes for Guidance 

General 

In these notes, a person who gives a temporary event notice is called a “premises user”. 
  
The police and local authority exercising environmental health functions may intervene on the grounds of any of the four licensing objectives (the prevention of crime and 
disorder, public safety, the prevention of public nuisance, and the protection of children from harm) to prevent the occurrence of an event at which permitted temporary 
activities are to take place or to agree a modification of the arrangements for such an event.  However, the licensing authority will intervene of its own volition in the cases 
described below. 

First, it will issue a counter notice if there is an objection to a late temporary event notice (see note 8 below). 

Secondly, it may issue a notice in relation to its decision to impose conditions on a temporary event notice (see note 2 below). 

Thirdly, it will issue a counter notice if the first, second, third and fifth of the limits set out below would be exceeded.  If any of the limits below are breached or if a counter 
notice has been issued, any licensable activities taking place would be unauthorised and the premises user would be liable to prosecution. The limitations apply to: 

• the number of times a person may give a temporary event notice (50 times per year for a personal licence holder and 5 times per year for other people); 

• the number of times a person may give a late temporary event notice (10 times per year for a personal licence holder and 2 times per year for other people); 

• the number of times a temporary event notice may be given in respect of any particular premises (15 times in a calendar year); 

• the length of time a temporary event may last for these purposes (168 hours or 7 days); 

• the maximum aggregate duration of the periods covered by temporary event notices at any individual premises (21 days per calendar year); and 

• the scale of the event in terms of the maximum number of people attending at any one time (a maximum of 499). 

For the purposes of determining the overall limits of 50 temporary event notices per personal licence holder (in a calendar year) and of 5 for a non-personal licence holder 
(in a calendar year), temporary event notices given by an associate or a person who is in business with a premises user (and that business involves carrying on licensable 
activities) count towards those totals.  The limits applying to late temporary event notices are included within the overall limits applying to the total number of temporary 
event notices. Note 16 below sets out the definition of an “associate”. 

When permitted temporary activities take place, a premises user must ensure that either: 

• a copy of the temporary event notice is prominently displayed at the premises; or 

• the temporary event notice is kept at the premises either in his own custody or in the custody of a person present and working at the premises and whom he has 
nominated for that purpose. 
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Where the temporary event notice is in the custody of a nominated person, a notice specifying that fact and the position held by that person must be displayed prominently at 
the premises. 

Where the temporary event notice or a notice specifying the nominated person is not displayed, a constable or an authorised person (for example, a licensing officer, fire 
officer or environmental health officer) may require the premises user to produce the temporary event notice for examination. Similarly, where the nominated person has the 
temporary event notice in his custody, a constable or authorised person may require that person to produce it for examination. Failure to produce the temporary event notice 
without reasonable excuse would be an offence. 

It should also be noted that the following, among other things, are offences under the Licensing Act 2003: 

• the sale or supply of alcohol to children under 18 years of age (subject to an unlimited fine on conviction); 

• allowing the sale of alcohol to children under 18 ( subject to an unlimited fine on conviction); 

• knowingly allowing the consumption of alcohol on the premises by a person aged under 18 (subject to an unlimited fine, on conviction ); 

• allowing disorderly behaviour on the premises (subject to a fine not exceeding level 3 on the standard scale, on conviction); 

• the sale of alcohol to a person who is drunk (subject to a fine not exceeding level 3 on the standard scale, on conviction); 

• obtaining alcohol for a person who is drunk (subject to a fine not exceeding level 3 on the standard scale, on conviction); 

• knowingly allowing a person aged under 18 to make any sale or supply of alcohol unless the sale or supply has been specifically approved by the premises user or 
any individual aged 18 or over who has been authorised for this purpose by the premises user (subject to a fine not exceeding level 1 on the standard scale, on 
conviction); and 

• knowingly keeping or allowing to be kept on the premises any smuggled goods which have been imported without payment of duty or which have otherwise been 
unlawfully imported (subject to a fine not exceeding level 3 on the standard scale, on conviction). 

In addition, where the premises are to be used primarily or exclusively for the sale or supply of alcohol for consumption on the premises, it is an offence to allow children 
under 16 to be present when the premises are open for that purpose unless they are accompanied by an adult.  In the case of any premises at which sales or supplies of 
alcohol are taking place at all, it is an offence for a child under 16 to be present there between the hours of midnight and 5am unless accompanied by an adult.  In both 
instances, the penalty on conviction is a fine not exceeding level 3 on the standard scale, currently £1,000. 

Note 1 
A temporary event notice may only be given by an individual and not, for example, by an organisation or club or business.  The individual giving the notice is the proposed 
“premises user”.  Within businesses, clubs or organisations, one individual will therefore need to be identified as the proposed premises user. 

If you include an e-mail address in section 1(7) or 1(9), the licensing authority may send to this the acknowledgement of receipt of your notice or any notice or counter 
notice it is required to give under sections 104A, 106A or 107 of the Licensing Act 2003. 

Note 2 
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For the purposes of the Licensing Act 2003, “premises” means any place.  Premises will therefore not always be a building with a formal address and postcode.  Premises 
can include, for example, public parks, recreation grounds and private land. 

If a premises licence or club premises certificate has effect in relation to the premises (or any part of the premises) which you want to use to carry on licensable activities, it 
is possible that any conditions which apply to the licence or certificate may be imposed on the temporary event notice if certain pre-conditions are met.  These pre-conditions 
are that the police or the local authority exercising environmental health functions object to the notice and the licensing authority decides: 

• not to give a counter notice under section 105 of the Licensing Act 2003; 
• the conditions apply to the licence or certificate; and 
• the imposition of the conditions on the notice would not be inconsistent with the carrying on of the licensable activities under the notice. 

Note 3 
A temporary event notice can be given for part of a building, such as a single room or a plot within a larger area of land.  You should provide a clear description of the area in 
which you propose to carry on licensable activities.  This is important as any licensable activities conducted outside the area of the premises protected by the authority of this 
temporary event notice would be unlawful and could lead to prosecution. 

In addition, when holding the proposed event, the premises user would need to be able to restrict the number of people on the premises at any one time when licensable 
activities are taking place to less than 500.  If more than 499 are on the premises when licensable activities are being carried on, the licensable activities would be unlawful 
and the premises user would be liable to prosecution.  The maximum figure of 499 includes, for example, staff, organisers, stewards and performers. 
 
Note 4 
A description of the nature of the premises assists the chief officer of police and local authority exercising environmental health functions in deciding if any issues relating to 
the licensing objectives are likely to arise.  You should state clearly that the premises to be used are, for example, a public house, a restaurant, an open field, a village hall or 
a beer tent. 

Note 5 
A description of the nature of the event similarly assists the chief officer of police and local authority exercising environmental health functions in making a decision as to 
whether or not to make an objection.  You should state clearly that the event taking place at the premises would be, for example, a wedding with a pay bar, the supply of beer 
at a particular farmers’ market, a discotheque, the performance of a string quartet, a folk group or a rock band. 

Note 6 
The licensable activities are: 

• the sale by retail of alcohol; 
• the supply of alcohol by or on behalf of a club to, or to the order of, a member of a club; 
• the provision of regulated entertainment; and 
• the provision of late night refreshment. 

Note 7 

Regulated entertainment, subject to specified conditions and exemptions, includes: 

(a) a performance of a play; 
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(b) an exhibition of a film; 
(c) an indoor sporting event; 
(d) a boxing or wrestling entertainment; 
(e) a performance of live music; 
(f) any playing of recorded music; 
(g) a performance of dance; and 
(h) entertainment of a similar description to that falling within (e), (f) or (g). 

 In terms of specific regulated entertainments please note that:  
• Plays: no licence is required for performances between 08.00 and 23.00 on any day, provided that the audience does not exceed 500. 
• Dance: no licence is required for performances between 08.00 and 23.00 on any day, provided that the audience does not exceed 500. However, a 

performance which amounts to adult entertainment remains licensable. 
• Films: no licence is required for ‘not-for-profit’ film exhibition held in community premises  between 08.00 and 23.00 on any day provided that the 

audience does not exceed 500 and the organiser (a) gets consent to the screening from a person who is responsible for the premises; and (b) ensures that 
each such screening abides by age classification ratings. 

• Indoor sporting events: no licence is required for performances between 08.00 and 23.00 on any day, provided that the audience does not exceed 1000.                           
• Boxing or Wrestling Entertainment:  no licence is required for a contest, exhibition or display of Greco-Roman wrestling, or freestyle wrestling between 

08.00 and 23.00 on any day, provided that the audience does not exceed 1000. Combined fighting sports – defined as a contest, exhibition or display which 
combines boxing or wrestling with one or more martial arts – are licensable as a boxing or wrestling entertainment rather than an indoor sporting event. 

• Live music: no licence permission is required for: 
o a performance of unamplified live music between 08.00 and 23.00 on any day, on any premises. 
o a performance of amplified live music between 08.00 and 23.00 on any day on premises authorised to sell alcohol for consumption on those 

premises, provided that the audience does not exceed 500. 
o a performance of amplified live music between 08.00 and 23.00 on any day, in a workplace that is not licensed to sell alcohol on those premises, 

provided that the audience does not exceed 500.  
o a performance of amplified live music between 08.00 and 23.00 on any day, in a church hall, village hall, community hall, or other similar 

community premises, that is not licensed by a premises licence to sell alcohol, provided that (a) the audience does not exceed 500, and (b) the 
organiser gets consent for the performance from a person who is responsible for the premises. 

o a performance of amplified live music between 08.00 and 23.00 on any day, at the non-residential premises of (i) a local authority, or (ii) a school, 
or (iii) a hospital, provided that (a) the audience does not exceed 500, and (b) the organiser gets consent for the performance on the relevant 
premises from: (i) the local authority concerned, or (ii) the school or (iii) the health care provider for the hospital. 

• Recorded Music: no licence permission is required for: 
o any playing of recorded music between 08.00 and 23.00 on any day on premises authorised to sell alcohol for consumption on those premises, 

provided that the audience does not exceed 500. 
o any playing of recorded music between 08.00 and 23.00 on any day, in a church hall, village hall, community hall, or other similar community 

premises, that is not licensed by a premises licence to sell alcohol, provided that (a) the audience does not exceed 500, and (b) the organiser gets 
consent for the performance from a person who is responsible for the premises. 

o any playing of recorded music between 08.00 and 23.00 on any day, at the non-residential premises of (i) a local authority, or (ii) a school, or (iii) a 
hospital, provided that (a) the audience does not exceed 500, and (b) the organiser gets consent for the performance on the relevant premises from: 
(i) the local authority concerned, or (ii) the school proprietor or (iii) the health care provider for the hospital. 

• Cross activity exemptions: no licence is required between 08.00 and 23.00 on any day, with no limit on audience size for:    
o any entertainment taking place on the premises of the local authority where the entertainment is provided by or on behalf of the local authority;  
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o any entertainment taking place on the hospital premises of the health care provider where the entertainment is provided by or on behalf of the 
health care provider;  

o any entertainment taking place on the premises of the school where the entertainment is provided by or on behalf of the school proprietor; and 
o any entertainment (excluding films and a boxing or wrestling entertainment) taking place at a travelling circus, provided that (a) it takes place 

within a moveable structure that accommodates the audience, and (b) that the travelling circus has not been located on the same site for more than 
28 consecutive days.                                                              

If you are uncertain whether or not the activities that you propose are licensable, you should contact your licensing authority for further advice. 

Note 8 
Late notices can be given no later than 5 working days but no earlier than 9 working days before the event in relation to which the notice is given.  A late notice given later 
than 5 working days before the event to which it relates will be returned as void and the activities described in it will not be authorised. 

The number of late notices that can be given in any one calendar year is limited to 10 for personal licence holders and 2 for non-personal licence holders.  These count 
towards the total number of temporary event notices (i.e. 50 temporary event notices per year for personal licence holders and 5 temporary event notices for non-personal 
licence holders). 

If there is an objection from either the police or local authority exercising environmental health functions, the event will not go ahead and a counter notice will be issued. 

Note 9 
The maximum period for using premises for licensable activities under the authority of a temporary event notice is 168 hours or seven days. 

Note 10 
You should state here the times during the event period, for example 48 hours, when you intend to carry on licensable activities.  For example, you may not intend to carry 
on licensable activities throughout the entire 48 hour event period, and may intend to sell alcohol between 8.00 hrs and 23.00 hrs on each of the two days. 

Note 11 
No more than 499 may be on the premises for a temporary event at any one time when licensable activities are being carried on.  If you intend to have more than 499 
attending the event, you should obtain a premises licence for the event. Your licensing authority should be able to advise you.  The maximum figure of 499 includes not only 
the audience, spectators or consumers but also, for example, staff, organisers, stewards and performers who will be present on the premises. 

Note 12 
If you indicate that alcohol will be supplied only for consumption on the premises, you would be required to ensure that no person leaves the premises with alcohol supplied 
there.  If such a supply takes place, the premises user may be liable to prosecution for carrying on an unauthorised licensable activity.  Similarly, if the premises user gives 
notice that only supplies of alcohol for consumption off the premises will take place, he/she must ensure that alcohol supplied is not consumed on the premises.  The 
premises user is free to give notice that he/she intends to carry on both types of supplies.  For this purpose, the supply of alcohol includes both of the first two licensable 
activities listed in note 6 above. 

Note 13 
Relevant entertainment is defined in the Local Government (Miscellaneous Provisions) Act 1982(“the 1982 Act”) as any live performance or any live display of nudity which 
is of such a nature that, ignoring financial gain, it must reasonably be assumed to be provided solely or principally for the purpose of sexually stimulating any member of the 
audience (whether by verbal or other means). Relevant entertainment therefore includes, but is not limited to, lap dancing and pole dancing. 
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The 1982 Act requires premises which provide relevant entertainment to be licensed under that Act for this purpose. Premises at which there have not been more than eleven 
occasions on which such entertainment has been provided within a period of 12 months, no such occasion has lasted for more than 24 hours and there has been a period of at 
least one month between each such occasion are exempt from the requirement to obtain a licence under the 1982 Act. Such premises are likely instead to require an 
authorisation under the Licensing Act 2003 to be used for such activities as these are a licensable activity (the provision of regulated entertainment — see note 6 above). A 
temporary event notice may be given for this purpose. 

Note 14 
The holder of a valid personal licence issued under the Licensing Act 2003 may give up to 50 temporary event notices in any calendar year subject to the other limitations in 
the 2003 Act.  A proposed premises user who holds such a licence should give the details requested. 

Note 15 
As stated under Note 14, a personal licence holder (issued under the Licensing Act 2003) may give up to 50 temporary event notices (including 10 late notices) in any 
calendar year.  An individual who does not hold a personal licence may only give 5 temporary event notices (including 2 late notices) in England and Wales in any calendar 
year.  A calendar year is the period between 1st January to 31st December inclusive in any year. 

If an event straddles two calendar years, it will count against the limits on temporary event notices (15 for each premises, 21 days for each premises, 50 per personal licence 
holder and 5 for non-holders) for each year.  However, only one notice needs to be given. 

For the purposes of determining the overall limits of 50 temporary event notices per personal licence holder (in a calendar year) and of 5 for a non-personal licence holder 
(in a calendar year), temporary event notices given by an associate or a person who is in business with a premises user (and that business involves carrying on licensable 
activities) count towards those totals.  Note 16 below sets out the definition of an “associate”. 

If a temporary event notice has been given for the same premises, by the same premises user, and would have effect within 24 hours before the start of the event period under 
the current proposal or within 24 hours after the end of that period, the temporary event notice given would be void and any licensable activities carried on under it would 
therefore be unlicensed. 

For the purposes of determining whether or not the required gap of 24 hours is upheld, temporary event notices given by an associate or a person who is in business with a 
premises user (and that business involves carrying on licensable activities) count as if they had been given by the premises user.  Note 16 below sets out the definition of an 
“associate”. 

Note 16 
An “associate” of the proposed premises user is: 

a. the spouse or civil partner of that person; 
b. a child, parent, grandchild, grandparent, brother or sister of that person; 
c. an agent or employee of that person; or 
d. the spouse or civil partner of a person within (b) or (c). 

For these purposes, a person living with another as that person’s husband or wife is to be treated as that person’s spouse. 

Note 17 
It is a requirement that you send at least one copy of this notice to the licensing authority at least ten working days (or five working days for a late notice) before the 
commencement of the proposed licensable activities. The authority will give you written acknowledgement of the receipt of the notice.  This will be important proof that you 
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gave the notice and when you gave it for the purposes of the Act.  Some premises may be situated in two licensing authority areas, for example, where a building or field 
straddles the local authority boundary.  Where this is the case, at least one copy of the notice must be sent to each of the licensing authorities identified, together with the 
appropriate fee in each case.  In such circumstances, you will receive acknowledgements from all the relevant licensing authorities. 

One copy must be sent to each of the chief officer of police and the local authority exercising environmental health functions for the area in which the premises is situated at 
least ten working days for a standard notice (or five working days for a late notice) before the commencement of the proposed licensable activities.  Where the premises are 
situated in two police areas or environmental health areas, a further copy will need to be sent to the further police force and local authority exercising environmental health 
functions. 

Note 18 
Under the Licensing Act 2003, all temporary event notices are given subject to a mandatory condition requiring that where the licensable activities involve the supply of 
alcohol, all such supplies must be made by or under the authority of the named premises user.  If there is a breach of this condition, the premises user and the individual 
making the supply in question would be liable to prosecution.  For this purpose, the supply of alcohol includes both of the first two licensable activities listed in note 6 
above. 

Note 19 
It is an offence knowingly or recklessly to make a false statement in, or in connection with, a temporary event notice.  (A person is to be treated as making a false statement 
if he produces, furnishes, signs or otherwise makes use of a document that contains a false statement.)  To do so could result in prosecution and an unlimited fine. 

Note 20 
You should not complete section 10 of the notice, which is for use by the licensing authority.  It may complete this section as one means of giving you written 
acknowledgement of its receipt of the notice (Temporary event notice form, 2021). 
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Appendix 3. Site Plan 
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Appendix 4. Expected budget  
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Appendix 5. Group expected budget  
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Appendix 6. The event brochure  
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