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The Event 

Urban Decay Music Festival is a two-day music festival which will occur on the 8th & 9th of August 

2020 with showtimes taking place between 12:00-22:30 on Saturday & Sunday. The Event aims to 

provide a platform to up and coming urban artists who often struggle to book venues due to the 

negative perceptions and connotations surrounding their music. The planned event is a live music 

festival promoting the best up and coming urban music the UK has to offer and will have a capacity 

of 3,000, taking place in Lee Valley Park, in the heart of east London, the birthplace of Grime music. 

Due to the central location of the Festival we will not need to allocate camping space and people will 

be expected to travel to the festival each morning. The event will be priced at £50 for day tickets and 

£80 for weekend tickets. 

Audience profile – Urban Decay Festival 

It is anticipated that the nature of the music programme will attract an audience profile of 18 – 45 

with 60/40 male/ female mix. The event will not allow access to anyone under the age of 18. The 

security, stewarding and welfare will be based on the split of demographic above. 

Provision for people with disabilities shall be in place and the event will source data at the point of 

purchase to determine the number of mobility-impaired individuals and base provision of 

infrastructure on the information gathered. Carers to disabled attendees may accompany them free 

of charge but must be ticketed. 

 

The Team 

Event Manager & Promoter 

I will be taking on the responsibilities of the event manager and promoter. My responsibilities will 

include: 

• Planning and managing of the festival in line with the event license. 

• Responsible for the allocation and distribution of resources ensuring the running of the festival in a 

safe manner.  

• Responsible for the hiring of competent contractors and staff.  

• Negotiate deals with artists and traders regarding artist payments, rent etc.  

• Provide the relevant local authorities with the events planning information.   

 

Event Production/Safety manager 

• Responsible for managing and operating the event and any associated strategic decisions 

associated.  



• Responsible for security and crowd management and any associated strategic decisions.  

• Responsible for communication between the festival and all relevant licensing authorities. 

• Responsible for ensuring that all health and safety policies are being followed by the hired 

contractors.  

• Responsible in all circumstances other than a major incident for the final decision on event 

operating decisions. 

• Responsible for the implementation of the festivals overall health and safety policy. 

• Continuous assessment of all new risks and hazards. 

 

 

 

Site Production Manager 

• Working with the Event Production/Safety manager in arranging for installation of the site and 

production equipment  

• Working with the Event Production/Safety manager to ensure event Health & Safety policies, and 

sub- contractors Health & Safety policies method statements are implemented during build and 

breakdown  

• Managing the production schedules to ensure all equipment and facilities are delivered as per the 

schedule requirements  

• Assist Event Production/Safety manager in the management and coordination of production 

personnel, sub-contractors, local crew and touring production personnel  

• Ensuring artists production requirements are appropriate and in place as per the production 

schedules 

Steward / Security manager  

• Responsible for the deployment and operation of all security and stewarding staff. 

• Communication with the Event manager and Safety manager regarding any decisions affecting 

crowd management and safety.  

• Consistently monitor crowd densities, flows and situations keeping in mind public safety.  

• Organising and implementing a system of accreditation for any and all workers and vehicles 

entering the site.  

• First point of contact for the Police  

Given its nature the event will be managed by a team of professional managers with a track record 

of running safe events. When the site is open to the public, the event operations will be managed by 

the Event Manager, the Event Production Manager, Safety Manager and the head of 

Stewarding/Security. While the site is open to the public an event control will operate, which will 



coordinate decision-making and oversee incident responses, event control will be situated near the 

Lee Valley Ice factory. 

The event control will be permanently staffed by 2 members of the stewarding company – 1 radio 

operator and a scribe/radio operator maintaining the event log and a representative from the 

medical team. Their physical location and role allows for immediate consultation and co-ordination 

between heads of department and external agencies. Event control will have direct links to the Event 

Manager, the Event Production Manager, Safety Manager, and the head of Stewarding/Security, and 

Medical resources, all of whom will attend event control should an incident require them to do so. In 

effect the Event Control facility will operate as an Emergency Liaison Team, however it is important 

to note that it will function during normal operations as well as in response to emergency. Event 

Control will host a publicly published telephone hotline, which will be answered throughout the 

event period. Event Control will be an entirely separate facility to the Production or Site Offices and 

will not deal directly with members of the public or individual contractors / staff. The objective is to 

provide a more strategic approach to running the event. The facility will be made available as a 

forward control point in the event of a Major Incident 

 

 
(Hope & Glory, 2017) 

 

Choosing a Venue 

When Considering a venue for an event like this many different factors must be considered such as 

the size of the venue, the accessibility of the venue and the disruption to local residents and 

authorities that it might cause. Due to the nature of this event access to public transport is 

extremely important, as people have to commute to the festival on both days and we will look to 

reduce the amount of congestion coming to and from the festival. 



The Event will only incorporate part of the area surrounding Lee Valleys Ice Centre which is located 

at the bottom of the plot. Lee Valley Park is situated next to the A104 in Hackney, the festival is 

located near many public transport links it is a 13 minute walk away from the Clapham tube station 

and is also situated next to many bus routes including the 253,254 and 56. The proximity to the A104 

is ideal for attendees who may be driving to the event but is also ideal for contractors who will need 

to access the site regularly with large trucks. There are three main access points that are connected 

to main roads where contractors can enter the site, this will greatly increase the efficiency of the 

festivals set up and will greatly reduce congestion. The Lee Valley Ice Centre will be cordoned from 

the festival site with high level barriers during opening hours. Once closed, access to the frontage of 

both buildings will be restricted by security gates/fencing to be installed by the festival. The festival 

will be mainly staged on two outdoor, covered stages with other areas clearly defined within a 

fenced arena. The largest of these, Main Stage will be located at the bottom of Lee Valley Park. 

.  

The second stage, The G&G (Garage & Grime) Stage, shall be located next to the entrances as 

attendees come in. 



 

The site will be for a maximum 3,500 people, as per existing licence, inclusive of staff. There will be a 

disabled viewing platform directly in front of the FOH position for the G&G stage, staff will be 

available to assist disabled festival attendees and their carers. All other staging viewing shall be free-

standing with the stage fronts having a “pit” area formed by Mojo style barrier, the “pit” will be 

managed by experienced pit trained stewards. 

The main entrance to the site will be clearly signposted and have high level banners indicating this, 

again this will be clearly indicated on site maps and the Security and Stewards will direct people as 

required. All direct entry to the public area will be ticketed (physical and electronic) and tickets will 

have to be presented on entry to the site. All other personnel and staff requiring entry will have 

event accreditation. The entrance point is indicated on the site plan. There will be a separate ‘pass-

out’ exit for those attendees wishing to leave the site during the day. In the case of an emergency 

situation whereby it is necessary to evacuate the site, there shall be a number of additional exit 

points as indicated on the site plan. 

The intention is to sell all the tickets in advance, but there will be the opportunity for public to 

purchase any remaining tickets on the day of the event from the onsite Box Office. It is not expected 

that there will high volumes at the onsite box office; there will be security in place to manage the 

public and, if required, a queue lane system will be set up and managed by security. 

In addition to the lighting on the stages and backstage areas there will be festoon lighting installed at 

areas around the festival site to reinforce the existing street lighting. The front of the stage will be 

protected by a mojo style barrier. There will be a simple backstage holding and prep area the bands 

performing. There will be a viewing area for disabled individuals and their carers situated directly in 

front of the FOH position. 

The G&G Stage will be a smaller covered stage, again with house and event lighting, a smaller line 

array PA with the front of stage protected by a mojo style barrier, this stage will also have a smaller 

back stage holding and prep area the bands performing. Other site infrastructure will include: 



• Public access to toilets including disabled facilities 

• Bar areas – Anyone selling alcohol will run extensive I.D. checks  

• Mobile catering units, providing a variety of hot food and snacks  

All of these will be located at the festival site, predominantly in Lee Valley Park. Each catering unit 

will have full food hygiene documentation, insurance policies, HACCP and fire risk assessments in 

place. During the event there will be an onsite litter team and toilets management team 

The event times 

Site opening: 12:00 

Bars 12:00-22:00 each day. 

Concessions will close at 22:30. 

Showtime Saturday: 12:30-22:30 

Sunday 12:30-22:30  

Clear site and lock down: 23:00 

Venue and Site 

The following is a brief overview of the facilities available on the site and the timeframe in which 

they will be built. More information regarding the facilities including the locations and site plans are 

contained in the Appendix. All stage activity will be under the control of the Stage Manager.  

The site will be built from 2nd August – 7th August. The construction will be under the supervision of 

our Event Production/Safety manager. The build area detailed on the site plan will be classed as a 

construction site and usual health and safety management procedures will apply. 

Site De rig and Load Out at the completion of the event the de-rig will take place from 6th August - 9th 

August, the same conditions as apply to the build will apply during this period. 

A production village will be established in the backstage area of the Main Stage, in addition to stage 

storage/change over areas and dressing rooms these areas will be secured and access to the area 

will be by correct accreditation only. 

The main stage will be located in front of a stage barrier co panel to create a secure backstage area. 

There will be 1 audience entrance to the site for pre- paid ticket holders, a box office will be sited 

adjacent to the entrance for any persons wishing to purchase tickets on the day should the event not 

be at capacity, this facility will be open 1 hour before doors. 

 

 

 

 

 

 

 



Licensing 

Under the Licensing Act 2003 all premises, even temporary events, must seek a license in order to 

conduct licensable activities, such as: 

• The sale and supply of alcohol. 

• Providing regulated entertainment. 

• Providing late night refreshment. 

Even if the event is only temporary you still need to apply for a premises license as the space you 

choose to operate within becomes a premise in the eyes of the law. This license is given if the four 

listed licensing objectives are accounted for. These objectives include: 

• Preventing crime and disorder. 

• Promoting public safety. 

• Preventing public nuisances. 

• Protecting children from harm. 

As we will be selling alcohol, providing regulated entertainment and supplying late night 

refreshments at Urban Decay Music Festival we will need to acquire a premises license. We need to 

allocate a designated premises supervisor for each premises licence acquired, and they must always 

hold a personal license.  

Our event will take place within the borough of Hackney, so therefore we must make a license 

application the Hackney Borough Council. This licensing form will require a detailed operating 

schedule including information on the activities you plan to undertake and the times you wish to do 

so. This application will include information on: 

• The time at which the event activities will take place 

• The site plans 

• A completed Designated Premises Supervisor Consent form, to be completed by the 

intended premises supervisor 

In order to successfully complete this application, we will also have to provide all necessary 

authorities with a copy of the application form, site plan, consent form and event schedule. A fee 

will also need to be paid to the council depending on the overall application. 

While the application is being filed we must “Prominently Display” a legible notice  on the perimeter 

of our site for a consecutive 28 days from the day the application has been made.  

We will undertake several activities in order to aid the prevention of crime and disorder. We will 

ensure that no weapons drugs or alcohol are brought into the event by contracting trained security 

personnel who will operate search points at the entrances to the site. In addition to this a multitude 

of stewards will be placed throughout the site accompanied by more security contractors in order to 

monitor the events proceedings. The local authorities will also play a secondary role, providing 

assistance when needed. It is the responsibility of the Designated Premises Supervisor to ensure that 

the terms of the license are followed by enforcing policies such as music curfews and I.D checks at 

bars when purchasing alcohol. 

A full risk assessment will be carried out in order to ensure the safety of attendees and address any 

health and safety concerns associated with the event in order to put measures in place designed to 

mitigate these risks. Areas such as the canals present near Lee Valley Park that are deemed to be 



high risk will be cornered off from the rest of the event and monitored by stewards in order to 

mitigate the risk. Hearing Protection will be provided to all staff including stewards, security 

professionals and bar staff in order to reduce the risk of hearing damage. This hearing protection will 

also be available at all bars for attendees to use.  

There will be a disabled viewing platform directly in front of each of the stages, staff will be available 

to assist disabled festival attendees and their carers All other staging viewing shall be free-standing 

with the stage fronts having a “pit” area formed by Mojo style barrier, the “pit” will be managed by 

experienced pit trained stewards. Additionally, there will be trained first aid professionals available 

throughout the event. 

Due to the fact that we are a live music festival near many residential areas we need to put in to play 

measures that will reduce noise pollution as much as possible. We will take action in order to 

minimise the effect the noise levels will have on local residents. We will ensure that all sound 

systems are facing away from residential areas where possible. The event shall finish strictly at 22:30 

in order to comfortably comply with the 23:00 curfew for amplified music in order prevent any noise 

complaints from local residents. Sound Levels will be monitored constantly, and local residents will 

be notified promptly in advance of the event in order to address any potential concerns they might 

have. 

Stewards alongside our sustainability team will be responsible for litter reduction during and after 

the event, they will pick litter up from the site and surrounding streets. 

Alcohol will be sold at this event so we will ensure that wherever alcohol is being sold that minors 

are protected. We will do this by running I.D. checks at all the entrances to the event as well as at 

the bar. The bar will refuse to sell alcohol to any attendee who cannot produce proof of their age 

when asked to or anyone who is suspected of supplying a minor with alcohol. 

Health & Safety Policy 

The event organisers policy is to achieve high standards of Health & Safety in all areas of the event, 

build up, event itself, and breakdown, and recognises that a number of activities which are 

undertaken, or are undertaken on their behalf, could potentially involve risk to the health, safety 

and welfare of its employees, contractors, guests, members of the public and others. It is the 

organisers policy, as far as is reasonably practicable, to seek to ensure safe and healthy working 

conditions for employees, contractors and all other personnel working on behalf of the event, and to 

ensure that any activity undertaken at the event does not adversely affect the health and safety of 

its employees, contractors, guests, members of the public and others. 

Finance & Budgeting 

Expenses 

The first expense we will look at is the site hire. I have set aside £40,000 pounds for the site hire, we 

will approach Lee Valley Ice proposing a £40,000 fixed Fee in order to rent the site for the 2 day 

festival as well as the Set up and Close Days (Nielsen, 2019). Urban Decay will have two stages, a 

large main stage and a small stage. The large stage will cost £2,995 and the small stage will cost 

£795. I have therefore set aside a £3,790 for the stages. On top of this we need to secure the events 

parameters, build entrances and backstage areas, and provide utilities such as portaloos, wifi and 

electricity to the patrons. I have set aside £50,000 pounds for the event equipment budget and 

£25,000 for the utilities budget. An event with 10,000 atendees should expect to spend £60,000 on 



utilities so I estimate we would need to spend 30% of that leaving us with £18,000 and have set 

aside £7,000 for other utilities such as wifi and portaloos budgeting £3,000 for portaloos and £4,000 

for wifi costs (AndyLoos, 2020). Security and Steward hire was our biggest cost coming in at 

approximately £100,000. We managed to cut costs by recruiting mostly volunteers for our 

Stewarding staff. We will Spend 16% of our overall revenue on marketing, which amounts to 

£63,000 in total (Nielsen, 2019). A £40,000 budget will be set for online and social media marketing. 

£20,000 will be set aside for radio and television advertisements. Finally £3,000 will bw spent on 

posters and flyers. Bars will be an important source of income for us so we will buy £15,000 worth of 

stock. Staff will also need to be fed, I have set aside £1,500 for this. Artist associated costs will 

amount to £43,000. This figure includes performers fees, riders, travel costs and hotels. This leaves 

our total expenses at £341,290.  

Income 

Through the sales of tickets we expect to make £250,000 from 2 day and 1 day tickets.Our main 

Sponsor will be RedStripe who will provide us preferantial rates on their beers as well as providing us 

£7,500 in sponsorship. Together with the rest of our smaller sponsor we expect to gain £10,750 from 

sponsorhip in total. We expect there to be a total of 10 large booths, 5 medium booths and 5 small 

booths at the event for vendors, this will generate £55,000 in revenue. The sale of alcohol at our 

bars will generate approximately £63,750 while merchandise is expected to generate approximately 

£4,150. 

Sponsors 

We negotiated deals with Red Stripe to be our main sponsor and to be the main supplier of beer, 

similar deals were made with Somersby, Smirnoff, Bullet Bourbon, Red Bull, Coca Cola, 02 and 

Capital Xtra to be co main sponsors. 

Overall 

When the event is concluded we expect to generate approximately £383,643. When we take away 

our expenses from this figure we are left with approximately £42,353 in profit. 
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