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Executive Summary 
 

This portfolio is a compilation of the Planning and prior management of the small indie folk 
festival Melodies Meadow taking place at Frogmore Fields in North Herts. Chronicling the 
festival’s conception, planning, management and applications. Highlighting the personal 
involvements and experiences which correlated to the document evidence strategies 
alongside the practical elements of festival management from venue to licencing. 
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Event Planning & Management  
 

Concept  
 

The region of North Hertfordshire has a rich history of hosting small festivals with different 
themes, ranging from world music to cover bands. However, since the pandemic, the area 
has seen a significant reduction in the number of smaller family-oriented indie folk festivals. 
As a result, there is a gap in the market, and this festival is aiming to fill this space by 
providing a festival experience that caters to families who are looking for a fun and safe 
event. 
 
The festival will be a two-day event, offering overnight camping at the venue, giving families 
the chance to immerse themselves in the festival atmosphere. To ensure that the event is 
family-friendly, there will provide a dedicated tent with a small stage for children's 
entertainment.  
 
In addition to musical performances, there will be a wide variety of food options. The towns 
of the North Hertfordshire area frequently host successful food festivals with high turnouts, 
making it an essential aspect for festival attendees. 
 
Overall, the Meadow Melodies Festival hopes to create a unique experience that caters to 
families and other festival-goers who are looking for a fun, safe, and inclusive event. By 
filling the gap left by the reduction of smaller family-oriented indie folk festivals in the North 
Hertfordshire area. 
 

Venue  
 

As the Event Manager and promoter were inexperienced in managing a festival and were 
working individually on the project, finding a venue that provided the necessary space and 
had the staff and infrastructure with experience in holding festivals and the requisite 
licenses and relationships was critical. 
 
In the North Hertfordshire area, the team was able to identify a specific venue that met 
these requirements and more in Frogmore Hall. Working with Frogmore's event team the 
range of services that the venue would be able to provide for the event includes sound, light 
and staging, street food vendors, event staffing, bars, hospitality, power, generators, traffic 
management, toilets and waste management, security and marshalling, health and safety, 
and on-site accommodation. 
 
Having access to these services can significantly reduce the burden on the event team and 
help them to focus on other critical aspects of the festival. The services would be managed 
jointly between the on-site team and the management of Meadow Melodies. Additionally, 
the opportunity to bring in other vendors or services that the team feel may better reflect 
the festival’s aims. 
 
With the venue's experience in hosting festivals, it would be easier to navigate any 
challenges that might arise during the event. The venue would have established 
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relationships with local authorities, vendors, and other stakeholders, ensuring that 
everything runs smoothly. 
 

Entertainment 
 

The entertainment for Meadow Melodies will be found through a careful selection process 
that prioritizes Indie Folk artists who have a strong local following and an engaging live 
performance. To ensure a diverse and dynamic line-up we will be accepting applications 
from artists of all backgrounds and experiences via our website. In addition, we will be 
working closely with local music industry booking and management agencies alongside 
reaching out to artists we believe to be up-and-coming talent in the North Hertfordshire 
area. 

Event management  
 

Stakeholders 
 

As stakeholders in the forthcoming festival, both the on-
site management team and the promotional team share a 
vested interest in the event's success. Effective 
management is key to the success of any event, and this 
festival is no exception. However, given that the on-site 
management team receives their payment in advance, 
the promotional team has a greater financial and time 
investment in the festival's success. 
 
Therefore, the success of the event relies heavily on the 
promotional team's ability to effectively market and sell 
tickets. This involves successfully targeting the right 
demographic audience, booking suitable artists, and 
ensuring the event runs smoothly on the day. Any failure 
in these areas could result in financial losses and 
significant damage to the team's reputation. 
 
In addition, stakeholders such as the audience, sponsors, 
and business partners also have a substantial stake in the 
success of the festival. As a first-time festival, the 
expectations are unknown, and stakeholders with a 
financial investment in the event will be hoping for a successful outcome. While refunds can 
be covered under the event's insurance policy (protectivity, 2023), lost time and reputation 
cannot. 
 
Finally, any company partnering with the festival for sponsorship or a presence at the event 
is putting their brand image at risk. A poorly managed or poorly attended festival could 
reflect negatively on the sponsoring company and damage its brand reputation. Therefore, 
all stakeholders must work together to ensure the festival's success and mitigate any 
potential risks. 

Figure 1 Event stake holders 
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To achieve the success of the festival, all stakeholders, including the on-site management 
team, the promotional team, the audience, and partnering companies, need to work closely 
together. The on-site management team should provide regular updates on logistical 
considerations such as security, health and safety, and any potential problems, while the 
promotional team should work to engage with the festival's audience through a multi-
faceted marketing strategy. 
 
Partnering companies should also be actively involved in the festival's success. They can 
provide financial and logistical support, sponsorships, and a presence at the event. In return, 
the festival provides partnering companies with an excellent opportunity to promote their 
brand to a captive audience. The festival can create bespoke packages to cater to the 
specific needs of partner companies, including promotional materials and branding 
opportunities. 
 
Overall, effective communication and collaboration between all stakeholders are essential 
to ensure the success of the festival. By working together and mitigating any potential risks, 
the festival can provide a unique and enjoyable experience for all attendees and create a 
lasting positive impact for all stakeholders involved. 
 

Financing 
 

The Event Manager had an initial budget of £200,000 personal investment money, this 
would cover upfront costs so that the event did not need to involve applying for bank loans 
against a new and unknown quantity. That said it would be hoped that not only would this 
investment be recouped through ticket sales but a profit of at least another 50% would be 
made to make this a viable future event. 
 
The initial budget would in the main be spent on the venue hire of £175,000, with a small 
outlay of £5,000 on leaflets, posters and social media advertising. This left an emergency 
fund of £20,000 for advance artist payments (as some artist contract to receive a 
percentage of payment before appearance), and unexpected costs (The Pick and Gather, 
n.d.). 
 
The large outlay of £175,000 completely covered all basic festival costs, staff, site, 
communications, staging etc, and gave experienced management with all licences in place. 
 
As a business start-up festivals find it hard to get sponsorship, bank loans and local 
community funding for the first event. Once an event is established financials and 
documented evidence are available to support any applications. 
 
However, as the festival was being held at Frogmore the site’s reputation carried some 
weight and small sponsorship could be sought among the local business community. 
 
Pre-selling tickets means that the budget can be managed before the event and the event 
size tailored up or down according to the attendance expected and finances come in before 
the event start. 
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Vendors invited to pitch at the festival for food, and beverage would pay in advance £400 
for the weekend and vendors of merchandise £200. The venue recommended 12 food and 
beverage vendors and an unlimited number of merchandise vendors. This would give an 
income of £9,800 if twenty merchandise vendors attended. The festival would also have its 
own merchandise sales point, retailing clothing and objects branded with the festival logo, 
to add to this income. 
 
The maximum number of attendees at the festival could be 3,000 but how that would break 
down financially is difficult to predict accurately as there are a variety of ticket prices for age 
and group details. For example, a child day ticket at £25, an adult weekend camping ticket 
at £100 and a family weekend camping ticket (2 adults and 2 children) is £240. If 1,000 
family tickets are sold that would give the site 2,000 adults out of the 3,000 permitted and 
an income of £240,000. With another possible 1,000 adult tickets available to create further 
finance. 
 

 

Licences  
 

An important factor in the decision to site the festival at Frogmore was the legal 
infrastructure already in place (GOV, 1986). As an established venue not only were the staff 
and management experienced in festival running but the local authority worked with them 
regularly so had established a relationship based on trust and experience. Licensing and 
permits were in place and just needed to be updated with relevant information about the 
‘Meadow Melodies event (see appendixes). St John’s Ambulance had teams available, local 
traffic signage is permanently displayed as a site of leisure and historic interest.  
 
The fire brigade was aware of onsite water access and vehicle access/egress. North 
Hertfordshire Council were notified of the dates and details in the Event Notification Form 
and the Event Management Plan which were approved. Hertfordshire Police were sent a 
Police Awareness form (herts police, 2023). Again because of the reputation of the site from 
previous events, these authorities were comfortable with our requests and no issues arose. 
All forms were completed with the Event Manager taking joint responsibility with the 
Frogmore Team Manager. 
 

Risk assessments 
 

To ensure the safety of all attendees, a full risk assessment has been conducted prior to the 
event, identifying potential health and safety concerns. Measures have been put in place to 
mitigate these risks, such as conducting a thorough fire risk assessment  (HMSO, 2007) and 
ensuring the police are informed of the event. Additionally, St John Ambulance will be 
present on-site throughout the event to provide immediate medical attention in case of any 
emergencies. These measures will help ensure the safety and well-being of all attendees at 
the event. 
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Child Safety 
 

Ensuring the safety of children is a top priority as the event will be marketed as a family-
friendly occasion, children of all ages are anticipated to attend alongside their parents. To 
ensure child protection and that they have adequate supervision any child under the age of 
16 will have to be accompanied by an adult over 21 to gain entry with age verification at the 
gates of entry to ensure this. With this at entry, each guardian will be given a wristband 
which they can fill in their details and put onto their child's wrist, ensuring in the case of a 
lost child the stewards will be able to contact the child’s guardian. 
 
While the Frogmore site has a permanent children’s playground and woodland education 
centre there will be extra entertainment specifically aimed at children. All people involved in 
this are to be DBS checked, parents will not be allowed to leave their children unattended 
but the child will all wear festival bracelets with parental contact information in case of 
emergency. A small tent with low staging will be set up for storytelling sessions. These will 
be run by a local independent bookstore that will use this as self-promotion, they are 
bringing in members of a local drama group and 2 local children’s book authors to run a 
number of sessions throughout the weekend. Other entertainments include a magician who 
will give two 30-minute performances each day, face painting and a craft creative session 
each day. These will all come at a cost to the budget (£3,000 has been allocated to this) and 
will be free to festival visitors. 
 

Staffing  
 

Frogmore Hill has established relationships with various staffing companies. These 
companies specialize in providing event staff for large-scale events such as festivals and can 
assist with the recruitment, training, and management of staff. This means that we can rely 
on the expertise of these companies to ensure that we have a professional and well-trained 
team of staff working to help manage the festival's various aspects, including security, traffic 
management, and health and safety. Moreover, Frogmore has its on-site team that is 
experienced in handling festivals and events, and they will be available to provide support 
and assistance throughout the entire festival. Additionally, we will work with local vendors 
to provide a wide range of food and beverage options to festival-goers. We will also hire 
volunteers to help with various tasks such as ticketing, cleaning, and set-up 
 

Noise pollution 
 

One significant concern of this event is noise pollution, and we take measures to minimize 
the impact on the local community. Throughout the event, sound pressure levels are 
consistently monitored, and stewards are positioned throughout the festival site to ensure 
that noise levels do not exceed the permitted limits. Additionally, the positioning of 
loudspeakers is directed away from local housing where possible, and the curfew for 
amplified music in outdoor arenas strictly adheres to prevent noise nuisance to the public. 
To address any noise complaints from the public, a point of contact is established at the 
event. Local residents are notified of the event in advance, and any concerns they may have 
can be brought forth to the management team at a local council hearing. Our commitment 
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to ensuring the safety of attendees and minimizing the impact on the local community is a 
vital aspect of our event portfolio. 

Event Execution 
 

Marketing 
 

The Marketing plan involves various channels of communication, including social media, 
advertising, and public relations. The aim is to create a buzz about the festival, generate 
excitement among potential attendees, and ultimately drive ticket sales. 
  
The first step in the plan is to establish a strong brand identity 
for the festival. This will involve the logo, tagline, and a brand 
voice that is consistent across all channels. The logo will be 
used on all marketing materials, including posters, flyers, and 
social media posts. The tagline will communicate the essence 
of the festival and what attendees can expect. The brand voice 
will be friendly, upbeat, and enthusiastic, reflecting the fun and 
celebratory nature of the event. 
  
Social media will play a significant role in promoting the 
festival. The festival will have dedicated social media pages on 
all major platforms, including Facebook, Twitter, and 
Instagram. These pages will be updated regularly with news 
about the festival, including line-up announcements, ticket 
sales, and other updates. In addition, the festival will use social 
media advertising to reach a wider audience, targeting people 
who are interested in music festivals and live events. 
  
Another key element of the marketing communication plan is 
public relations. The festival will work with a PR agency to 
secure coverage in local and national media outlets. This will 
include press releases, interviews with festival organizers, and 
features on the festival in music and entertainment 
publications. The aim is to generate buzz and excitement about 
the festival, as well as to establish it as a major event on the 
festival calendar. 
  
The festival will use a range of traditional advertising methods 
to promote the event. This will include posters, flyers, and billboards in key locations, as 
well as radio and TV ads. These ads will be designed to create a sense of excitement and 
anticipation, highlighting the key features of the festival and encouraging people to buy 
tickets.  
 
Local shops, leisure centres and sites such as libraries will be targeted for posters and leaflet 
displays. Lastly, the festival will produce a range of merchandise such as t-shirts, water 
bottles, posters and playing cards which will be sold on-site during the festival and online 

Figure 2 Festival Logo 
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before and afterwards to increase brand loyalty and add to the sense of inclusion. This will 
also have the advantage of bringing in another source of income. 
 

Ticketing 
 

We aim to ensure a smooth and hassle-free ticket-purchasing process for attendees while 
maximizing revenue for the festival organizers. Our proposed ticketing strategy includes 
different ticket categories for attendees of different age groups, early bird ticket sales, and a 
secure and reliable ticketing platform. 
  
To cater to the diverse age groups attending the Melodies Meadows Festival, we propose 
different ticket categories for attendees of different age groups. The festival will offer day 
tickets and weekend tickets for attendees. Day tickets will allow entry to the festival for a 
single day, while weekend tickets will allow access to the festival for the entire weekend. 
  
Categories based on age: 
18+: These tickets will be available to adults over 18 years of age at a standard price. 
14+: These tickets will be available to attendees between 14 and 17 years of age at a 
discounted price. 
4-13: These tickets will be available to children between 4 and 13 years of age at a further 
discounted price. 
Infants: Children under the age of 4 will be granted free entry to the festival. 
 
Early Bird Ticket Sales:  
To incentivize early ticket purchases and create hype for the festival, we propose an early 
bird ticket sales strategy. Early bird tickets will be available for a limited period at a 
discounted price before the standard ticket prices come into effect. 
This strategy not only encourages early ticket purchases but also helps generate revenue for 
the festival before the actual event. We propose that early bird ticket sales should be 
available for a period of 4 weeks before the festival. 
 
Family Ticket:  
To cater to families attending the Melodies Meadows Festival, we propose a family ticket 
option. This ticket will allow entry for two adults and up to three children between the ages 
of 4 and 13. The family ticket will be available at a discounted price compared to purchasing 
individual tickets for each family member. 
 
Ticketing Platform:  
To ensure a smooth and reliable ticket purchasing process, we propose using a secure and 
reputable ticketing platform such as Eventbrite or Ticketmaster. This will allow attendees to 
purchase tickets online from the comfort of their homes or mobile devices. 
The chosen ticketing platform will have features such as mobile ticketing, real-time 
inventory management, and secure payment options. These features will ensure a hassle-
free ticket purchasing process for attendees and efficient management of ticket sales for 
the festival organizers. 
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Appendix 
 

Appendix One – North Herts Police Awareness Forms 
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Appendix Two – St John Ambulance Medical cover 
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Appendix Three – COVID Guidance Questionnaire 
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Appendix Four – North Herts District Council  Event Management Plan 
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Appendix Five – North Herts District Council Event Notification Form 
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Appendix Six – Festival Risk Assessment 
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Appendix Seven – Map of the Site Concept  
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Appendix Eight – Posters concept   
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