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Aston New 

Student number 

Module: BMTY7005 

Assignment Title: portfolio 2 

Lecturer: Natalie Smith 

Individually assemble a portfolio of a small group’s organisation of a for a 1-day cross media 
cultural live event held at Tileyard Studios. The portfolio artefacts should include the event 

management planning, meeting minutes, budgeting, licensing, staffing, programming, 

marketing and floor management.  
 

Students should demonstrate their analysis and critical thinking. Citing case studies, data 

and opinion from robust sources is a good way to build robust narratives and arguments.  

 



2 
 

 

 

 

 

Abstract 

On the 23rd of July 2021, team Tile will produce a cross-media event based at Tileyard in north 

London, Islington. The one-day festival will run from 10:30 am with a registration followed by a 

delivery of 16 different workshops from businesses situated out of Tileyard. Our mission is to deliver 

energetic and insightful music, music business, fashion, food, lifestyle workshops to the general 

public and people interested in the relative fields. Following the workshops will be a Tile After Dark 

an evening of showcasing music and a relaxed networking event with industry professionals.  The 

night will be hosted by Gustavo, performances by Cat, Celine love and a DJ set by Shaftkat. Tickets 

will be ranging from £20-£35. This report will include artefacts such as site plans, designs, licenses, 

budgeting sheets, Marketing and PR, Staffing lists, floor management plans, event management 

plans and meeting minutes. 
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1. Initial Ideas and development   

My team for the execution of this event include myself, Alexandru Oprisanu, Dami Dina and 

Caitlin Skea in our initial meetings we discussed that it would be good to take some time to 

think and then later pitch our ideas for the event, from that we then met and brainstormed 

the different ideas. It was clear Dami’s idea made a great impression on the group his idea 

had a great sense of networking and inclusivity. My idea was to follow with an evening event 

of music showcasing current or alumni from Tileyard. From these discussions it was then I 

would consolidate everyone’s ideas and create a cohesive idea at our next meeting. I felt it 

was important to factor in contributing ideas from the team.  

Below are some of the initial early stages of our ideas.  
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2. The Event  

 The abstract or press release in appendix for a further detailed and thorough overview of 

event.  

3. Event Date  

Once the concept had been confirmed we then discussed about when the event would proceed 

specifically dates and times.  Entering this project, we understood that complexities due to the 

global pandemic of covid-19 but during the process of getting this event up and running we 

received information from the government of a roadmap out of covid-19. As a team we 

Ev
en

t 

Jazz event with a 
dinner and drinks 

24hr rave 

Music business 
workshop 

Hip-hop festival

Headphone party 
festival 
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pondered on varying dates for the event but felt we that the following factors were need in 

order to create a successful event.  

• The event would have to be in summer as prospective customers maybe be students 

so we wouldn’t want it to clash with term time.  

• Summer holidays usually people will have time off work so the possibility of more 

people in attendance.  

• Although our event is inside, we initially had ideas of having part of it outside but 

due to unpredictable UK weather it would be inside throughout.  

• The event will be held on a Friday possibility on creating relationships with 

businesses to make it a relaxed event for employees generating more business for 

TILE. 

With all that considered we agreed on the day of the event being the 23rd of July 2021 finishing the 

early hours of 24th of July 2021 

4. Market research  

Collectively we felt we produced a strong concept idea for this event, we wanted to make 

sure it would be well received by the public and prospective customers or getting feedback 

would be a help to tailor the event more concisely. We had the luxury of being able to ask 

some of our target audience. I tasked Caitlin with doing some research by simply proposing 

the idea of the event and if they would attend? We had an influx of positive feedback via 

social’s and with a survey taken by 30 people 28 voted in favour of ‘yes, they would attend' 

over 2 saying ‘They wouldn't'. 

The number of persons asked: 
Answers: 

30 
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28 - YES 
2   - NO  

(Survey Monkey, 2019) 

 
Here is some feedback we received: 

 

With this information me and Caitlin where able to come up with a list of demographics and 

psychographics for the event.  

Demographics  

• Age: Late teens to 35years old.  

• Open to all genders, race and ethnicities. 

•  Marital status not important to the attendance of the event 

• Education – Although the event may have a slant towards students, or people in education 

this event it not exclusive to. You do not have to be educated in order to attend this event.  

• Employment we will be offering a student discount and subsidised tickets to those who are 

unemployed and on benefits.  

Psychographics 

• Enrichment of those who want to progress music, fashion, food and fitness industries  

& a passion for the creative industries or lifestyle inclusive of. 

• Wanting to network with professionals within the music industry  

• Those who enjoy and attend live music, gigs and nightclubs. 

 

5. The Team – TILE  
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Aston New 
 

Event Manager 
Budget and finance 

assistant 
Marketing Manager 
Floor management 
Meeting Minutes 

 

Caitlin Skea 
 

Marketing and social media 
manager 

Event Safety Management 
 

 

Alexandru Oprisanu 
 

Budget and Finance 
Manager 

Floor Management 
Licenses 
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In our earlier meeting the team expressed the roles aligned with their previous experience and 

matched their skillset, this was noted by myself in the early meeting minutes but changed greatly 

throughout the process, this will be further expanded upon in my reflective analysis. Subsequently in 

order to complete this project Caitlin and Alex and I, had to collaborate in other areas which weren’t 

necessarily designated to us.  

Our main way of communication for the duration of the project was via WhatsApp, when we 

needed to have face-to-face calls also factoring in, we were in a lockdown we would set meetings up 

from WhatsApp and have them on Google-Duo, more personal one-to-one meetings would be held 

on Zoom.  

 

 

 

Dami Dina 
 

Programmer 
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Once responsibilities and roles were designated it was easy for us to move forward with the project I 

created a Google Drive in which all work could be upload for the team to view, it enabled us to 

individual keep track of progress and update works.  

 

6. Day Event -The Workshops 

The day event would be delivered by the businesses within the Tileyard complex a full list of the 

vendors and bios can be seen in the appendix. We firstly identified which businesses would be most 

important to the event so arguably businesses which were successful in reputation and social 

presence we felt would create great awareness to the event especially in capturing attendees for the 

event. Dami was eager to have Apple Music Radio because ‘They are the biggest international radio 

station’. (Apple Inc, 2021). I also felt it was crucial to include Mobo Trust ‘its influence in making 

life-changing opportunities to disadvantaged people and people of colour’ was inspiring. (MOBO, 
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2021). Overall, we felt we found great mix of businesses which showed the diversity within Tileyard 

also factoring in the demographic and psychographics researched. Along with creative industries the 

importance of health, wellbeing and nutrition in alignment was important and are topical issues 

within today’s society.  

 The vendors listed for the event included:  

• Good groove  

• Ultra music  

• Peninsula Films  

• Zanzan  

• Good Solider/Good Solider Songs  

• The Hive  

• Red House Productions  

• Be-Hookd Digital  

• Studio Suss 

• Lucid Online  

• CD Baby  

• Pioneer DJ 

• Hart Media  

• Apple Music Radio  

• Tileyard Health and Wellness 

• Mobo Trust  

Liaising with the delegates we gave them some helpful tips in curating their workshops:  

• Start win an overview  

• Determine the goal  
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• List the tangible outcomes  

• Detail the activities in each section  

• Have a strong brand/company awareness 

• Use improv games to warmup  

• Be mindful/Honest/Truthful 

• Sketch out ideas  

• Share Ideas  

• Delegate what’s needed (materials will be provided) 

• Make slides (Be creative)  

• Keep Track of time 

*Curated by myself with additional help by (Chang, 2019) 

Additional information into insight into payment to delegates will be mentioned in the 

budget below. 

 

7. Venue  

The Event will be held at Tileyard Road, London N7 9AH. The workshops will be delivered in The 

Gallery, Vinyl Café and Tileyard Music Studio all of those areas are clearly signposted and have ease 

of access. Local train stations include Caledonian Road, Kings Cross St Pancras and Caledonian and 

Barnsbury train stations. Buses 279, 390, 393 all stop outside Tileyard road.  It was important that 

the event had accessibility to people with disabilities. The programme has clear indications of the 

location. We have volunteers located at the entrance of Tileyard and between the three locations in 

order for people to getting around the workshops with ease.  
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8. Licensing  

In order for this event to go ahead and be permitted TILE team had to apply for licenses, Alex 

who was responsible for this department thoroughly looked into the requirements of eligibility and 

criteria in order to apply for the license.  

Licenses needed: Islington Temporary and Events License (TEN) the application and eligibility can 

be seen in appendix. The TEN license gives permit to: 

• The sale of alcohol 

• The provision of late-night refreshments – hot food or hot drink 

between 11pm – 5am  

• Entertainment defined as a performance of a paly, exhibition of 

a film and indoor sporting event, boxing or wrestling 

entertainment, a performance of live music, any playing of 

recorded music, or a performance of dance.  

(Islington Council, n.d.) 
 

As like many festivals, live events, recorded music and performance, Alex again processed the 

paperwork he filled out the paperwork for PRS and PPL licenses. The application for this can be seen 

in the appendix. 

Prices and quote for the license will be reflective and mentioned in the budget.  
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9. Budget & Finance  

The budget was overseen by Alex, collectively we came up with the ticket pricing for the event.  

 Workshop Day  Tile After Dark  

General Admission  
(Single Ticket) 

£25  £25 

 
Duo Ticket  
(General Admission) 

 £35 

Single Tickets  
(Student) 

£20 £20 

Duo Tickets   £25  

*Unemployed or in receipt of benefits please contact HELLO@TILE.COM for ticket options.  

We also agreed that talent would be paid, Dami negotiated payment for the talent. They declined a 

rider and travel costs due of their affiliation with Tileyard and didn’t think it was necessary for this as 

long as musical equipment was also included and set up.  

All staff, volunteers, workshop leaders and performers are given x2 drink token and free access to 

the evening event. As we felt their participation in the running and delivery of the event was integral 

to its success as well as experience, we wanted to show gratitude in their work an 

Alex has further detailed all aspects of the budget please reference the appendix for further 

information. Including Costs, income and expenditures, projecting income and more.  
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10. Staffing 

From our initial meetings we wanted to create a communal effort across board not only would our 

roles be implemented in the production of the event but also having people on board that would 

ensure the smooth running of the event. Please see appendix for an executive staffing list.  

Volunteers proved to be the backbone of this event and It was clear to us that to ensure the 

smooth running of the day we would have to have volunteers preferably Tileyard students who 

know the complex and had invested interested. We would be mindful of it being a long day so 

having breaks prepared or possibly two Team throughout the day as the duration of the day would 

be quite long.  As previously stated, volunteers well would be gifted free entry to ‘Tile After Dark’ 

and a x2 drinks tokens and food and refreshments would be provided. We agreed that 30 volunteers 

would be needed not only would they be rewarded but learn valuable skills and experience which 

would prove transferable in future work opportunities. ‘Involving volunteers can add great value to 

what your organisation does and support you to achieve your mission and strategic objectives. By 

providing volunteering opportunities you provide opportunities for social inclusion, skills 

development and potential routes to employment.’ (Duffy, 2019) 

Health and Safety would be the responsibility of the Event managers who would be trained prior 

to the event as well as knowing he health and safety regulations for the entire event which would be 

passed on to all staff making sure that we all are aware that the safety regulations are followed as 

well as a risk assessment.  Alex suggests a health and safety training day prior to the event with all 

staff who are present on the day of the event.  
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11. Talent  

Dami leaded the team in sourcing the talent for the event, he was tasked to find the talent 

for the ‘TILE After Dark’ event.  He contacted Tileyard students, Tileyard alumni and Tileyard 

Music communities. We emphasised in our meetings the importance of planning for the 

event. We wanted a diverse genre of music thinking about the perspective attendees 

coming to the event. Dami’s brief and running for the evening can be seen in appendix   

 

12. Marketing 

‘Event Marketing:  An event, function, or activity that is held for the purpose of promoting a 

product, service, or company. The event may target both current and potential customers. 

Event marketing usually takes place in person: it involves face-to-face communication. It 

includes a company hosting an event, sponsoring someone else’s event, or participating in a 

trade show.’ 

          (McCabe, 2008) 

Branding and having cohesion of the TILE event you can see it through the brochure, programme 

and press release. Me and Caitlin both were succent in our deliverables.  

Social media  

Catlin’s contributions to the event can be seen in the appendix  

Press release  
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It can be viewed in appendix and is another vital source of marketing; ‘a press release is a document 

that adheres to a strict format and serves three marketing and promotional purposes (Wolfe, L., 

2021) in which is notifies the media of an event in hopes to spread the work, 

• To notify the media about an event in hopes that they will spread the word. 

• To share something about your business, hoping a reporter will see a story in your press 

release and write an actual news article about it. 

• To promote your business' appearance on the internet via blogs, websites, and social 

networks.   

I think the key components of event marketing which were executed well within the project 

included: 

• Sales 

• Growing leads and database  

• Increasing brand awareness 

• Building brand affinity  

• Establishing and growing relationships  

• Thought leadership and credibility.  

(McCabe, 2018) 
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13. Event Management & Floor 

Management 

Caitlin was responsible for the event management she has further detailed this role appendix 

Would add key components to the ensuring the smooth running of an event would include:  

• Visualising the space 

 with a detailed site map, logistical planning a detailed approach were necessary after 

liaising with the Steve Cole we received a to-scale sitemap (appendix) of your entire spaces. 

We have included not only where each vendor, stage, but also where toilet will go. 

• Plan entry of flow  

Admittedly we didn’t execute clearly due to time constraints, but I will be reflective on this 

within my summary.  

 

• Co-ordinate staff and volunteers  

A vital part of planning a smooth festival experience is staffing entry points and customer 

service locations within the festival. I think we did a great job in e recruiting volunteers or 

delegated staff. 

• Get the right equipment  

• Be flexible 

(Grate, 2019) 
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14. Reflective summary  

I think in analysis the event showed both skills and the mass amount of work that goes into the 

smooth running of the event, I think as a team we excelled in executing the event given many 

implications such as Covid-19 and the redistribution of roles I think part of the that was my recording 

meeting minutes (in appendix) and agendas setting up files in order for us to stay on task. I think on 

reflection areas that could have been further explored but due to time constraints and staffing 

capabilities were: Security, staffing, floor management and logistics this is a learning curve and duly 

noted for myself in future projects but overall, I was happy mostly with the contribution and 

outcome of the event.  
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Appendix 15 - Event Management 
Plan:
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Meeting minutes all accessible at (no password required): 
 

https://drive.google.com/drive/folders/1RjylS1bHGdq-owNKBQ_9OAiFvDBv88hO?usp=sharing 
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