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Trinity Leeds Facts
Set in the heart of the thriving city of Leeds,
Trinity Leeds is the UK’s most digitally
enabled mall, offering over 120 prestigious
retail units including Apple, Superdry, M&S,
Next, Topshop and Primark alongside a
dynamic mix of restaurants, bars and cafes
and an Everyman cinema.
Trinity Leeds offers visitors, a network of
digital screens, free Wi-Fi internet
connection for mobile devices and
personalised communication with shoppers.

Shopping Hours:
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

09:00 – 20:00
09:00 – 20:00
09:00 – 20:00
09:00 – 20:00
09:00 – 20:00
09:00 – 20:00
11:00 – 17:00

NB – Restaurants and bars are open
later than these hours. Trinity Leeds
closes to the public each day
between 1am – 6am.

Trinity Leeds Floor Plans
Please see below our floor plans for each level:
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LG Locations available

ES7. Briggate Entrance
ES3. Outside Apple
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G Locations available
ES9. Albion North/Boots Entrance
ES5. Frazer Hart Bridge
ES6. Outside Virgin Holidays
ES1. Outside M&S and Rox
ES4. Bridge link between Next and Rox
ES8. West outside EE Entrance
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1st Locations available

ES10. Outside CSL
ES11. Outside The Entertainer
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Pod Operational Manual
Set up/Shutdown
Signing out/in sheet:
At the beginning and end of your event, you will need to sign a sign
out/in sheet which details what equipment you are
borrowing/returning. This looks like the image on the right:
Set up/shutdown:
The Trinity Leeds team will set up your required pods on the
morning of your event and one of the team will be there to ensure
everything is as requested. At the end of your event/end of each
day the TL team will tensor barrier the event and close the pods
and place covers on at night. Please do not try to more the pods. All
covers for the units will be left in the customer service lounge when
not in use. Please note that NO consumables can be left in the
fridge over night, the pod will be turned off when not in use.
Cleaning:
Please keep the pod tidy at all times but DO NOT use any cleaning
products or cleaning materials on the equipment as it may damage
it which may incur a charge to the retailer. The Trinity Leeds team
will clean after use.

Pod Operational Manual
Light Box Branding
Light box specification:
Tall/Rectangular pods:
978mm (left to right) x 478mm (top to bottom)
Material is 1mm - 1.5mm thickness clear acrylic.

Circular pods:
815mm (left to right) x 930mm (top to bottom)
Material is 1mm thickness clear acrylic.
Costs and suppliers:
Tall Pods: Each graphic £31.00 + VAT
Circular Pods: £54.95 + VAT
To order these please allow at least 1 week
prior to your event.

Email: Rebecca Holliday
rebecca.holliday@fastsigns.com

Pod Operational Manual
Digital Screen Branding

70” Displays – Portrait Mode (aligned bottom edge to the Left) Resolution - 1920×1080p @ 26fps //
1549.44mm by 871.56mm
43”Displays – Landscape Mode Resolution – 1920 x 1080p // 941.2mm by 529.42mm

Promotion of Event- Digital Screens
Promote your event on our 6 Trinity Voice screens that are strategically placed around the centre.
Specifications:
Image/Video: Bespoke image/video for each of our screens:
Bulkhead: 2880 by 540 pixels this size will appear on 3 of the 6 screens
Atrium 2880 by 1920 pixels
River Island 2880 by 810 pixels
BHS 1920 by 1080 pixels
Accepted files: .JPG / .PNG for still images (will play for 10seconds) and .MOV and .MP4 for video
(video must be in codec H264 and 10 seconds long).

Digital Requirements
Newsletter, Website requirements:
Image: 1200 x 1200 px
Include relevant URL’s if linking to an
external landing page.
Facebook: Image/video size: 1080 x 1080
pixels minimum
Instagram: An image/video: 1080 x 1080
pixels minimum
Twitter: An image: 1000 x 500 pixels
minimum- 140 characters maximum

Health & Safety Documentation
Health and safety documentation is required with any event that takes place on our mall:

1.
2.
3.
4.
5.
6.

Method Statement
Risk Assessment
Public Liability Insurance
PAT certification (if using power)
Food & Hygiene certificate (if food and drink are involved)
Floor Plans (if additional structure to pod)

Over the next few pages there is information about these documents for guidance. Trinity Leeds do not provide templates
for any of these documents.

Please make sure that all paperwork is Trinity Leeds specific, we will not accept generic documentation. Paperwork needs
to be submitted no later than 48 hours before your event to review. Late paperwork will not be considered and your event
will not be allowed to take place. Once we have received all of this information and we are happy with the level of detail,
we will confirm via email.
When you arrive onsite, you will need to sign in at the Control Room first before you start work. Please write this into your
Method Statement.

Health & Safety Documentation
1. Method Statement
Your method statement should explain your event in full. This document is sometimes called a "safe system of work“ and
details the way work is to be completed. The method statement should include a step by step guide on how to do your
event safely. Key details that are needed:
• Name of event/promotion
• Location of event (please describe in full)
• Date of event
• Full schedule detailing times from the moment you arrive onsite to the moment you leave site. This needs to be
thorough as this schedule will be used to brief in the team at Trinity Leeds so they can support you during each stage of
the event.
• Loading bay access times (if needed)
• Contact details of the person managing the event from rig to de-rig.
• How many people will be setting up and how many staff will look after the event

Vehicles
Please be aware that if you are bringing in a vehicle, the following applies:
• Maximum of 5 litres of fuel in the tank (this will be checked on arrival)
• A drip tray will need to be supplied to put under your engine
• The battery will need to be disconnected
• The appropriate fire extinguisher will need to be supplied
• You will not be able to drive the car into the mall, you will need to supply trained people to push the vehicle into situ. A
site visit is advised due to the gradients in our mall.

Health & Safety Documentation
2. Risk Assessment
As part of managing the health and safety at Trinity Leeds we assess the risks of each event that happens. To do this we ask
that you think about what within your event might cause harm to people or property and decide whether you are taking
reasonable steps to prevent that harm. This is known as a risk assessment and it is something that will support your
Method Statement for safe practice.
A risk assessment is not about creating huge amounts of paperwork , but rather about identifying sensible measures to
control the risks within your event. You are probably already taking steps to reduce risks, but your risk assessment will help
you decide whether you have covered all you need to. Here are some easy steps to work through:
• Identify the hazards
• Decide who might be harmed and how
• Evaluate the risks and eliminate the risk wherever possible. Otherwise state how will the risk be reduced/mitigated
• Record your significant findings
• Review your assessment and update if necessary

When thinking about your risk assessment, remember:
• A hazard is anything that may cause harm, such as chemicals, electricity, working from ladders, an open drawer etc.
• The risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an
indication of how serious the harm could be.

Health & Safety Documentation
3. Public Liability Insurance
All events require Public Liability Insurance to indemnify them in the event of injury to our staff or customers, or damage to
our property or that of other tenants. Land Securities wants to ensure that these events have sufficient insurance to enable
them to meet these obligations.
The table below is intended to act as guidance to help individuals assess the degree of risk associated with third party's
activities and therefore help determine the level of cover required:
Minimum level of
Degree of risk
Nature of activities
Example Activity
PL cover required
Low
- Playing instruments
- Busking
£2,000,000.00
- Singing
- Choirs
Medium

- Modular low level stand

- Minor promo event

£5,000,000.00

High

- Crowds of people in close
proximity of the activity
- Structural events
- Bringing in vehicles

- Larger scale promotional
events. e,g, car displays,
electrical goods displays
and popular giveaways

£10,000,000.00

Please note that Trinity Leeds will be able to guide you with which degree of risk your event sits in.

Health & Safety Documentation
4. PAT Certification
Portable Appliance Testing is the name of a process in the United Kingdom by which electrical appliances are routinely
checked for safety.
Health and Safety regulations require that electrical appliances are safe and maintained to prevent harm to anyone. If you
are using any electrical items within your event, please send us your PAT certification for the items being used onsite.
Please note: If you are building a structure that requires electrical wiring onsite, you will require the install to be signed off
with an Electrical Install Certificate.

5. Food & Hygiene Certification
Food business operators are required by law to ensure that food handlers receive appropriate supervision and
instruction/training in food hygiene in line with their work activity and should enable them to handle food safely.
If your event requires you to handle food, we will require your Food & Hygiene certification.

6. Floor Plans
If your event has anything structural we require a floor plan marking out the space. This will support your Risk Assessment,
Method Statement and help us determine the level of cover needed for your Public Liability Insurance.

Car Park & Loading Bays
Car Park
The closest is Trinity Leeds Car park on Swinegate (opposite Bibis restaurant), which has over 630 spaces and is open
Monday – Sunday, 24 hours. You can also access the Car Park with a Sat-Nav, by using the postcode LS1 4AG. The entrance
to the car park has a height restriction of 1.98m.

Loading Bays
Trinity Leeds has 2 loading bays:
• East Loading Bay – satnav LS1 6HW
• West Loading Bay – satnav LS1 5EL
If you need to use the loading bay, Trinity Leeds will guide you to which one is most appropriate for your event. You will
need to write the vehicle details & timings into your method statement. We will then book this in for you.
If you are building overnight between the hours of 8pm – 6am, we will try to allocate you a bay to keep your vehicle in
during your build. This cannot be guaranteed but if the vehicle is booked well in advance, this will increase the chances of
securing a bay. You will not be able to park in the loading bay out of these hours. This will be for drop off and pick up only,
20mins maximum.
The service lifts allow access up to all levels and there is step free access. The service lift is 2.7m length x 1.3m width x 2.2m
height. It takes about 5-10mins to get from a loading bay to an event space on average. The service doors onto the mall are
1.7m wide x 2.2m high. Please note a site visit is recommended to ensure that items fit in the service corridors.
If your event is in the main atrium, you may want to consider unloading at the Commercial Street or Briggate entrances that
are open from 7.30pm until 10:30am. After this time they become pedestrianised and you will be blocked in. However, very
handy for a quick unload. A site visit is recommended to assess the best route.

Operations & Resources
Protocol
On arrival we will just need to go to control to sign in. This is on the top floor of the centre next to Nandos. There are 2
silver doors, please buzz for control. You will then be shown to the pod.

Communication
If you have any problems onsite, you can contact customer service lounge on the number: 0113 3942415. They are
incredibly helpful and will be able to assist you if you need any help.

Resources
There are a limited number of resources that Trinity Leeds has available. However, please state as early as possible your
requirements so we can book them in for your event. We have available:
• Red rope barriers
• Tensator barriers
Anything else, please don’t hesitate to ask. You never know what we have hiding out back!

FAQs
1. What are the operating times of the pod?
The pod is available to brands on a flexible basis. We ask on a weekend that the pod is used for a minimum of 8 hours.
During the week the minimum use is 4 hours. The maximum use is 1 week currently. We ask that you surround your
workspace with barriers to stop members of the public walking into your event when setting up. This needs to be stated in
your method statement, Trinity Leeds can supply tensor barriers to help with this. The centre closes to the public at 1am –
6am when it re-opens.
2. Is there security to look after the pod?
Our internal security cannot look after the Pod whilst it is in your care. For high risk pod set ups we would suggest you
provide your own security staff to look after the stand when the event staff have left site.
Contact for additional security:
Steven Wakelin: steven.wakelin@interserve.com or Jackie Wallace: Jackie.Wallace@trinityleeds.com
3. Can we flyer? Can we have pull up banners around the pod?
No, we do not allow flyering in our centre. It is messy and we want our shoppers to have a non-hassle experience. We also
don’t allow pull up banners. It gets quite windy in the centre and even with weights, they have the potential to fall over.
The stand has to look slick, engaging, interactive and enhance the customer shopping experience. We have the right to
close down any stand that doesn’t perform to what has been described when submitting their documents.
4. Do you have storage onsite for promotional events?
Unfortunately, we have no storage onsite and you will need to integrate the storage into your stand.
5. Is there internet onsite?
Yes there is WIFI. Simply look for Trinity Leeds FREE Wifi. There is also a hardwire connection at some locations in the mall.
Please enquire for further details.

FAQs
6. Will it cost extra to use the power or internet?
No, they are included in the price of the pods upon booking.
7. Do I need to think about the weather?
Our event spaces are mostly under cover, however, Trinity Leeds is an external environment and it can get cold in the mall.
Please wear appropriate clothing. Please note, the floor is stone and appropriate footwear is advisable.
8. Does the Pod need to be manned at all times?
Yes. From the moment we sign over the Pod to you, someone needs to be with it at all times. It is your responsibility to sort
this and this will need to be written into your Health & Safety documentation. Please note: We are not liable for your
product whilst it is on our property.
9. Will there be cleaners to clean the Pod?
We expect that the pod will be returned in the same condition that it was given to you, clean and tidy. Please also be aware
of bags and personal items. These need to be integrated into storage on your stand. We wouldn’t want anything to go
missing whilst you are here with us. It also looks really messy when items such as bags and coats are scattered in the space.
If the pod is returned dirty/unclean you will be charged a fee of £60.00 + VAT.
10. Can we play music?
Yes, however, it will need to be at a low level to avoid disrupting our retailers. Trinity Leeds have the right to turn this off if it
is causing offence. Trinity Leeds has a busking initiative and retailers understand that this is part of the Everyday Wonder
brand proposition that our centre upholds.

