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Event Details 


Dancing Bear Festival is a two-day music and arts festival created by 

Pyramid Music and is set to take place over the May Bank holiday weekend 

on the 29th & 30th May 2021. Dancing Bear aims to revitalise the inner 

party animal in its visitors after such recent tough times. The weekend will 

include an extensive line-up of live music and entertainment over two 

stages suitable for people of all ages. The festival will also include food 

vendors, local traders, and the Dancing Bear Bars. The event will showcase 

established artists as well as local up-and-coming talent. 


The Festival site has a maximum capacity of 3000 guests, including on-site 

camping facilities for up to 600 guests. Dancing Bear is a fully ticketed 

two-day event, and tickets are split into three pricing tiers. Adult tickets at 

the cost of £75, children’s tickets at £37.50 and VIP tickets at £150 for the 

entire weekend. Camping is available at an additional cost to the ticket 

price and varies dependent on the size required. The price of camping 

starts at £100 for a small pitch of £100, with a medium pitch costing £200, 

and large pitch £300 for the entire weekend.


In order to make the Dancing Bear Festival run smoothly, I needed to 

identify the key stakeholders. There are two major groups - the group 

involved in the decision making, and the group that is informed of the 

decisions. I began by making a list of everybody involved and prioritising 

and dividing them into different categories, so I knew whom to involve in 

particular decisions that were being made.


In some categories, you can split stakeholders into vendors, artists (who 

are directly involved in the festival), and the audience (who gets informed 
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about the festival. It would help if you communicated to each category 

according to how involved they are in the festival, (Stegmaier, 2020).


Location


One of the first jobs on the agenda was to find a suitable location to host 

Dancing Bear, and I looked at various locations throughout the UK that 

would have been suitable. I wanted to find an excellent geographical 

location in terms of reachability and somewhere with good access routes in 

and out for event-goers.


Whilst picking a venue for the festival there are various questions to 

consider, for example, local residents, sufficient parking for visitors, and 

how much space is required for the event and set up (Event, 2020).


After careful consideration Dancing Bear chose Campbell Park in Milton 

Keynes as the official festival location, Milton Keynes is in a fantastic 

location and is conveniently located on both the M1 motorway and the 

West Coast Main Line, and as a result, there are many ways to both enter 

and leave the town.


The M1 motorway connects London with Birmingham, before continuing 

north to Leeds and Milton Keynes is approximately half-way between 

London and Birmingham. There are also links east and west on the A421 

to Bedford, Cambridge and Oxford making it an extremely convenient 

place. Coach services are also in place from many cities (including Oxford 

and Cambridge) and can be taken from the CoachWay, approximately 7 

minutes from the Dancing Bear festival site (WikiTravel, 2021).


Each year The Parks Trust in Milton Keynes organises and enables over 500 

events and activities within their parks. They work closely with other 
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organisations and community groups to make Milton Keynes a vibrant and 

colourful place for everyone to enjoy (Trust, 2021). Campbell Park is 

located in Milton Keynes's heart and is already famous for hosting the most 

significant festivals and events in the area, making it a natural choice for 

Dancing Bear. Campbell Park stretches over 46 hectares meaning it also 

had suitable space to match the event plan.


It is also worth noting that Milton Keynes is built on a grid system, which 

means there are multiple access and exit routes to the site including two 

car parks for visitors, festival vehicle storage, and crew. This layout meant 

Dancing Bear could design and implement a dedicated crew/vendor 

entrance with separate exit, multiple emergency escape exit routes, and a 

private camping entrance. We also have a specially designed VIP entrance 

to the festival, and all accesses are located on different corners of the site, 

which is vital for crowd safety and effective in keeping the seamless site 

flow. This location has also given us multiple travel routes in and out of the 

location for multiple transport modes. This symmetrical layout that we have 

achieved also meant we could have one central entry gates location with 

the main exit barriers on the opposite side of the event, further adding to 

our organisation and crowd control. 


When designing our preferred layout for the festival, which can be found in 

the appendices labelled (Appendix A, Site Map), we utilised the grounds by 

establishing two main stage areas with suitable sized arenas and space 

between the stages for the reduction of sound bleeding into other areas. 

The location gave us great scope for designing a useable area with 

camping to the south-west of the site, located near the production office 

and first aid. Vendors have been positioned in a central location on site 

with various options on either side. Both stages have a backstage area for 

artists and crew, and the main stage area also includes a VIP area at the 
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rear, which is accessed by its entrance gates by the west entrance on 

Marlborough Road. The Crew / Vendor entrance will be located to the south 

entrance at Avebury Boulevard with the North's main entrance gates on 

Silbury Boulevard. We also have three main emergency exit routes located 

on the north-east, north-west, and south-east corners. In an emergency, 

the crew exit to the North and central exit can also be utilised. This site 

plan has been designed to maximise safety, traffic control, and provide all 

visitors to the festivals a pleasant experience.


Event Plan


Upon selecting the correct location, Dancing Bear needed an effective 

strategy and team to bring the festival to life. I set about plotting a draft 

event plan, which would identify the festival's critical elements and the 

overview required for the management team, key contacts, staffing, and 

organisational structure. One of the most challenging tasks before an event 

is estimating how large to make your team. Is there such a thing as too 

many volunteers? How many security guards should there be? What about 

caterers and engineers? (Nicholas, 2015). After reviewing the Everwall blog, 

I put together a chart with the staff number required for this event and 

those staff's organisation. I also put together a small checklist of critical 

elements for license and application purposes. 


There are many factors to consider in an event management plan necessary 

to ensure the best chance of a successful event. Some of these include the 

event promotion, on-site management and post-event reviews. The EMP 

should also include a key metrics, event safety plan, and transparent 

revenue model. 
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(Eventbrite, 2020).


This helpful graph above displays an effective event planning cycle that 

helps break down your event planning into manageable sections. This 

graphic helped me focus my attention on the finance and budget planning 

of Dancing Bear in the early stages. 


Milton Keynes Council also offered an Event Management Toolkit, which 

outlined their checklist and requirements for an EMP, which was very useful 

(MKGOV, 2021).
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You can find my draft event plan in the appendices labelled (Appendix B, 

Event Plan).


Licensing


One of the essential licenses required for a festival of this nature is what is 

known as a premises license under the Licensing Act 2003. The Licensing 

Act 2003 provides a clear focus on the promotion of four statutory 

objectives:


• Prevention of crime and disorder;


• Public safety;


• Prevention of public nuisance; and


• Protection of children from harm.


It can be defined as an act to make provision about regulating the sale and 

supply of alcohol, the provision of entertainment and late-night 

refreshment, about offences relating to alcohol and for connected 

purposes (Legislation, 2003). 


Dancing Bear is required to obtain a premise license for its event and 

submit a SAG notification form to the local council. This license application 

is to provide them will all the necessary details of the event including 

provisions for live music from 10 am to 11 pm on both days and let night 

refreshments including alcohol from 12 am to 11 pm on each day of the 

event, which is consumable on-site and in the camping areas. 


Within this license, Dancing Bear was asked to provide information on the 

critical points mentioned above. The first section was on preventing crime 

Lucan Mills Page  of 8 72



Live Event Management	 	 	 Portfolio 1

and disorder, in which we provided details regarding security details, risk 

assessments, and incident management plans, for public safety Dancing 

Bear outlined an event safety policy, summary of key risks, and a site plan 

(Appendix A, Site Map). 


On public nuisance, we made clear our provisions on the location of 

speakers and noise levels, whilst including details on our procedures for 

dealing with nearby occupiers. Dancing Bear, is a family-friendly festival 

and takes the responsibility of protecting children from harm very 

seriously. 


As part of our license application, we put together a missing and found 

children's policy with a location point at the production office, which can 

be found on the site map. The two Dancing Bear bars serving alcohol on 

site will be operating the Challenge 25 policy, and staff will undergo 

training on this basis. Festival visitors will also have designated wristbands 

linked to their registration, marked for over and under 18's. This 

implementation will help bars further identify who can and cannot be 

swerved and reinforce our efforts to protect child welfare. Challenge 25 

builds on the highly successful Challenge 21 campaign developed by the 

Retail of Alcohol Standards Group in 2005. Challenge 21 proved an 

effective tool to tackle underage purchase, and research has demonstrated 

that 90% of 18-24 years olds are aware of the Challenge 21 scheme (WSTA, 

2020).


You can find the complete license application to Milton Keynes Council in 

the appendices labelled (Appendix C, Premises License). You will also find s 

Notice Of Application For A Provisional Statement labelled (Appendix D, 

Premise Notification). 
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In addition to the licenses required by the council, it was important for the 

festival to gain a Live Music License from PRS/PPL For Music. This license 

grants the festival permission to play recorded music and live music in a 

commercial setting. The Music Licence cost varies depending on the 

specific characteristics of each live event or venue (PRS, 2021). The current 

rateable value is a 3% royalty, which has been factored into the budget 

costings in the finance projections labelled (Appendix H, Finance Report).


Event Safety


When putting on an event of this scale is fundamental to make sure that 

health and safety is a priority. Dancing Bear must follow fundamental 

guidelines on its visitor's safety and have taken steps to put this in place. It 

is required by law to carry out a risk assessment of your event according to 

HSE directive, and this would cover all aspects of your event including 

workplace transport, pedestrian/vehicle conflict, and fire safety.


Many various aspects of the site can be a risk to safety due to a live music 

event's size and nature. I have put together a risk assessment for Dancing 

Bear, which can be found in the appendices labelled (Appendix F, Risk 

Assessment). 


I utilised the (HSE, 2021), website using their guidance on a practical risk 

assessment and considered all aspects of safety within the event 

timeframe. This risk assessment is a first copy, which is to be reviewed 

closer to the event date and has been completed with our Health And 

Safety Officer Karen Budden.


Dancing Bear has also completed a fire assessment checklist, which can be 

found under (Appendix H, Fire Assessment) to ensure all hazards, training, 

and reviews have been considered. 
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It is worth noting that with a festival of this size and various vendors, 

contractors, and service providers on-site, each individual must also 

complete their risk assessment for the event that must be submitted to us 

for review before the event takes place.


Dancing Bear has also written and produced its own HSE Policy Statement 

outlining our policy, responsibilities, and standards that we will adhere to. 

It also states that our risk assessment information carried out by our HSE 

office on-site, including all contractors are aware of COSHH regulations. 

This Health and Safety policy can be found in (Appendix G, Health & 

Safety). 


In addition to the HSE risk assessment, and fire safety review Milton Keynes 

Council also require a Safety Advisory Group Event Notification. The SAG 

Notice required extensive details regarding Dancing Bear's infrastructure, 

including utilities and essential services that have been contracted in 

including Loo's For Do's, Firefly Hybrid Power, St John's Ambulance, 

Entertee Hire, Peppermint Bars, and our waste disposal provided by A 

Greener Festival. 


The SAG notification also requested details on the festival's staging 

arrangements by Staging Services Limited. We have also made 

arrangements with our staging provider that our platforms, consisting of 

one 6x6 stage and one 10x7.5 stage, are equipped with canopies to protect 

against any weather issues. 


I have included the stage plans and documents in the appendices labelled 

(Appendix J, Stage One Plan) and (Appendix K, Stage Two Plan), showing in 

detail the product and safety information for each stage. Below you can see 

the stages we have decided to move forward with at Dancing Bear Festival.
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 (Stage One Image) 10m x 7.5m.                                                                              

(Stage Two Image) 6m x 6m. 
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The Stage One Package includes: stage, stage canopy, staked anchorage 

into the site. Height: 5.9m / Width: 10m / Depth: 7.5m. Recommended 

Stage Height: 1.5m. The Stage Two Package includes: stage, stage canopy, 

staked anchorage into the site. Height: 4.5m / Width: 6m / Depth: 6m 

Recommended Stage Height: 75cm


The SAG also asked us to provide insurance details for public liability 

insurance, which we found through Events Insurance Limited 

(EventInsurance, 2021). 


The event notification also included information regarding security and 

welfare, which is being provided by Churchill Security Limited, who will be 

providing 60 security staff. This number was calculated using Special Event 

Security (CSS, 2020).


We have also made provisions for safe vehicle storage at our on-site car 

park for vendors and contractors, displayed on our sitemap. This plan 

meant we could keep the main arena clear of unnecessary vehicles, 

reducing the chance of incidents.


The SAG Event Notification application can be seen in full in the 

appendices labelled (Appendix E, SAG Notification).


In addition to the appendices' main site map, I have created an additional 

map below, which displays the emergency exit routes on-site and the 

sound direction of the event. We have four emergency exits on each corner 

of the festival site to make sure crowd control can be evenly distributed.
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(Dancing Bear Site Map B)


Marketing


"One of the most important components of a successful event is how well 

it's promoted. Your promotion plan will depend on your specific objectives, 

but we'd recommend using a multi-channel approach to create a strong 

buzz in the weeks leading up to the event" (Caldecott, 2020).


Marketing has always been a vital part of any successful event, and upon 

research into the costs businesses are prepared to part with, it is said that 

B2C business spends around 16% of gross annual revenue on marketing 

(Nielsen, 2019). Dancing Bear has decided to spend 8% of ticket revenue, 

which accounted for £18,900. This spend can be seen in the finance report 

available as (Appendix I, Finance Report).
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Dancing Bear has decided to approach this event's marketing from various 

angles utilising social media, local businesses, and local radio. We also 

reached out to two local businesses in the surrounding area to see if there 

would be an interest in sponsorship. We managed to secure two 

sponsorship deals for the festival, and this was with David Lloyd gyms in 

Willen Lake and Rock Hard Independent Music store in Stony Stratford. This 

support was a fantastic boost to the campaign and not only encouraged 

residents to attend, but it garnered a new wave of customers towards the 

sponsors in return. Both deals will see sponsorship across both stages, and 

Rock Hard will be running a local talent competition for the chance to win a 

slot on the up-and-coming sessions in Arena 2 over the weekend. We felt 

this would be a fantastic way to market the festival to the local area and 

reinforce our local talent support. 


"Did you know 45% per cent of festival-goers discovered a festival through 

online advertising campaigns?" (Grate, 2017). This quote from an Eventbrite 

blog shows that even in 2017, the number of people discovering festivals 

via social media was vast, and audiences have grown exponentially in 

recent years. Dancing Bear intends to run Facebook, Twitter, and Instagram 

ads over a three-month build-up to the festival starting end on the 29th of 

February 2021. These ads will cover a vast area over the beds, hearts, and 

bucks region. Utilising these ads and our own social media pages at 

Dancing Bear, we hope to spread the word organically and hope this 

transcends into word of mouth. Social media is a great way to connect and 

engage with festival-goers. As long as you remain authentic, post 

consistently and be present at all times, you will hit the nail on the head 

with your Social advertising strategy (Richards, 2019). 


We have also reached out to the local press and have had a response from 

the local gazette, (Citizen, 2021), and we have launched a full-page poster 
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through the three months leading up to match out social media campaign 

length. This paper reaches 130,000 readers a week, so it is an excellent use 

of advertising for the local area. 


The local radio station MKFM is also going to be running our Dancing Bear 

competition, in which our listeners can identify hidden messages and 

decode them for a chance to win VIP tickets. We hope this will encourage 

the family audience with an interactive game and competition.


Another critical area in the marketing of the festival is rich visual content, 

and we plan to role our significant social media videos to show the ethos 

and energy of Dancing Bear and engaging people to interact.


Finance


The budget is the most important part of financial management that the 

event organisation will use to make effective decisions. The budget is the 

key element for each event, and it is for this reason, it is important that 

event managers understand the budgeting process. Event managers often 

neglect the importance of budgeting, which, in return, may cause great 

stress or even destroy good events (Yeoman et al., 2004).


(Goldblatt, 1997) states that “Knowledge of financial management is 

essential to the practice of modern event management”. Furthermore, that 

was then. 


The budgeting process for this festival gave me the ability to clearly define 

what choices could be made on infrastructure and staffing and license 

fees, utilities, and crucially site hire. I broke the financial projections 

budget into the sectors below. 
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1. Site


2. Equipment


3. Publicity


4. Miscellaneous


5. Amenities


6. Production


7. VAT & License Fees


The total expenses for these sectors were worked out in the report so that 

the management team knew what decisions should be made on ticket 

price, camping costs, and vendor pitches. 


Taking all expenditure into account with estimates on the VAT and PRS 

license fees we were looking at a total outgoing of £385,587.50. Taking this 

into account, we were satisfied with the preliminary prices we had 

previously discussed and decided to confirm our prices for ticket sales, 

and the various income streams available. 


When we calculated the income budget for the festival, we took into 

account all our revenue from:


1. Ticket Sales


2. Camping


3. Catering / Vendors


4. Misc (Inc Bars, Merchandise, and Sponsorship 
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Dancing Bears arrangement with Peppermint Bars, (Peppermint, 2020), was 

based on a fixed-price contract at £20000. With estimated earnings in the 

budget of £50,000, we would see this reflected in our profit - loss summary 

on the finance report. Our profit - loss summary currently stands at an 

actual profit of £9,662.50 with total earnings of £395,250.00.


You can see the full breakdown of the event budget in the appendices 

(Appendix I, Finance Report). 


Reflection & Summary


Dancing Bear always has the best intentions for running successfully and 

without hindrance, but nobody is perfect, and sometimes events do not run 

as smoothly as we had hoped. It is essential in this instance to make sure 

you effectively review your event not only whilst in progress but also after 

the event has finished. The event debriefs a vital part of making sure an 

event stays successful and that all the critical stakeholders involved are 

satisfied with the event's outcome. 


Event evaluation is critical to the event management process. The events 

industry is still young and struggles in some areas to establish legitimacy 

and acceptance as a profession. One of the best means for the industry to 

gain credibility is for events to evaluated honestly and critically, so they are 

known, their benefits acknowledged, and their limitations accepted 

(Bowdin, 2006).


In the event debrief, it is a good idea to invite the most important people 

representing each key area of the event. Someone in the team may have a 

very insightful idea or piece of information that could prove usual for the 

next event. It is crucial to go through each key area of the event and ask 
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critical questions so that you can reflect on the feedback as necessary. It is 

then vital to send out an event debrief summary for feedback from all 

concerned, including your festival attendees. This process can prove 

invaluable going forward and can help to improve the experience for 

everyone involved. 


In Summary in this portfolio, I have displayed some of the necessary 

actions required to plan and execute an event of substantial scale but have 

myself discovered the large scale of roles, responsibilities, and challenges 

in taking on such a complex task. I have discussed sourcing site locations 

and the importance of executing the correct council and music licenses.


I have addressed the relevant HSE regulations and the importance of your 

EMP in ensuring the key stakeholders, vendors, and guests experience the 

event at its best. I have also provided an insight into the marketing 

direction and financial projections for the festival, whilst favourable that 

the event, although small, can turn a profit without any unforeseen 

circumstances. 


There are many other areas in planning this event that has not been 

touched upon, which are also vital for running a successful Dancing Bear 

for any other event in question. These include Artist Liason, Programming, 

Travel and Lodging Coordinator, and Talent Booker.


At the beginning of this process, I made some provisional ideas of what 

Dancing Bear should represent using the 5W's of event planning, which is 

as follows:


WHO: Likeminded music lovers, adventurous animals, friendly families, and 

VIP Vendors
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WHAT: To make people dance, laugh, and let go—a festival of culture and 

art with a positive atmosphere. 


WHERE: In an open green space with easy accessibility, good transport 

links, and parking. A place for two stages to provide extensive 

entertainment. 


WHY: To inspire people back outdoors, back to live shows, back to 

entrainment, and back out of lockdown. 


WHEN: The first Dancing Bear to take place on a bank holiday weekend 

when people can relax and enjoy without the fear of the Monday morning 

low.


At the end of this event, I would revisit my initial 5W's above and compare 

them to the event's outcome to see how well Dancing Bear had stuck to its 

initial vision. I would utilise the learning opportunities from this event, the 

event debriefs, and the final actual budget.


Included below is my bibliography and appendices for your convenience. 


Word Count: 3991
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