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Service Provider Questionnaire. 

The following questionnaire should be completed by ALL persons/ organisations providing a service for an event at Durham University that is 
not subject of a specific questionnaire. The purpose of the questionnaire is to provide the University with a suitable level of information to 
consider the potential risks and support the management of any associated event. This questionnaire does not replace and specific legal 
requirements related to your undertaking. As this is a generic questionnaire there may be items that are not applicable please indicate this. 

General Information Comments 
Name of provider 
 

 

Contact details of provider 
 
 

 

Service Provided 
 

 

Event service provided for 
 

 

Are you a member of a Trade Association? 
If yes please provide membership 
identification number.  
 

 

Who are your insurers? 
(Please provide a copy of relevant 
insurance certificates) 

 

  
Service 

How much space is required for your 
service? 

 

How long does your service take to set 
up? 

 

How long does your service take to take 
down/ remove from site? 

 

How many people are involved in setting 
up and taking down your service?  

 

Please provide evidence of the 
competence of those that will be involved 
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in set up, take down and during the event? 
Evidence include training records, 
competency matrix and the like.  
Is you service accompanied during the 
event? E.g. is it supervised or staffed by 
your employees.  

 

What documentation will you provide to 
indicate that your service is fit for use at 
the event? This may include certificates of 
completion for structures or installations, 
records of pre-use checks and the like.  

 

Has the service you are providing been 
risk assessed, including consideration of 
local factors? Please enclose a copy of your 
assessment.  

 

Do you have a method statement for how 
your service will be set up and removed 
from site?  Please enclose a copy of your 
method statement.  

 

Has all equipment provided as part of 
your service been inspected and tested as 
is required? This could include portable 
appliance testing, insurance inspections, 
inspections forming part of a statutory duty 
(lifting equipment and the like) or inspection 
requirements to conform to industry 
standards.  

 

Further Information  
Is there any further information not 
included in the above that the University 
should be made aware of to ensure the 
event is managed appropriately? 
Information may include additional risks, 
effects of weather, any emergency 
arrangements and the like. 

 

IS there any further information that you 
require from the University?   
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