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BWF CODE OF CONDUCT – How close is your company to becoming compliant?
Please answer as many of the following questions as possible.

	1.
	Financial Status/Insurance
	
	

	
	Please confirm your current VAT No.


	…………………………………………………

	
	Please confirm you hold Public Liability Insurance:           
	

	
	Insurer………………………………………………………………………….
	Cover £……………

	
	
	
	

	
	Employers’ Liability Insurance:
	
	

	
	Insurer…………………………………………………………………………..
	Cover £……………

	
	
	
	

	2.
	Customer Care
	                             
	                              

	
	
	
	
	Yes
	
	
	No

	
	Do you have ISO 9000 or equivalent?
	
	
	
	
	
	

	
	
	
	

	
	Are you a member of the Government’s Quality Mark 
	
	
	
	

	
	Scheme?
	
	
	
	
	
	

	
	

	
	If you answer yes to either of these questions, please go straight to section 3

	
	

	
	Do you have a [written] complaints procedure?
	
	
	
	
	
	

	
	

	
	If this is not written, could you describe how you deal with complaints?

	
	

	
	…………………………………………………………………………………………………..

	
	

	
	…………………………………………………………………………………………………..

	
	

	
	…………………………………………………………………………………………………..

	
	
	
	
	
	
	
	

	
	Do you keep written records of complaints and how they are
	
	
	
	

	
	dealt with?
	
	
	
	

	
	
	
	
	
	

	
	Do you ask the customer/client/purchaser to sign to accept the
	
	
	
	

	
	order on installation?
	
	

	
	
	
	
	
	
	
	

	
	Do you respond to complaints within 10 working days?
	
	
	
	

	
	
	
	

	
	Do you usually agree how a complaint will be rectified within
	
	
	
	

	
	10 working days of response/inspection?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Can you estimate how many complaints 
	
	
	
	
	
	

	
	you received in the last year? 
	……………..
	
	
	
	

	
	
	
	
	
	
	
	

	3.
	Contracts


	
	
	Yes
	
	
	No

	
	Do you use written contracts?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	- Do you provide: 
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	        - written quotations?
	
	
	
	
	
	

	
	        - delivery dates?
	
	
	
	
	
	

	
	        - written confirmation of changes called for by client?
	
	
	
	

	
	
	Yes
	
	
	No

	
	If you do accept verbal orders, are these subsequently 
	
	
	
	

	
	confirmed in writing?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Are your quotations/contracts worded so as to be self-
	
	
	
	

	
	explanatory to those with a lesser technical knowledge than
	
	
	
	

	
	yourself?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do your contracts draw the client’s attention to any relevant

Health & Safety regulations?
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you supply products with advice on installation/decoration/
	
	
	
	

	
	maintenance?
	
	
	
	

	
	
	
	
	
	
	
	

	4.
	Employment & Training
	
	
	
	
	
	

	
	
	
	
	Yes
	
	
	No

	
	Do you have ISO 9000 or equivalent?  
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you have IiP?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	If you answer yes to either of these questions, please go to section 5

	
	
	
	
	
	
	
	

	
	Do you have written contracts of employment for all staff?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you have a written training policy?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you ensure your employees have proper training for their
	
	
	
	

	
	jobs?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you take on trainees?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5.
	Health & Safety
	
	
	
	
	
	

	
	
	
	
	Yes
	
	
	No

	
	Do you have 3rd Party accreditation to OHSAS 18001?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Are you a Member of the Government’s Quality Mark 
	
	
	
	

	
	Scheme?
	
	
	
	
	
	

	
	
	

	
	If you answer yes to either of these questions, go straight to section 6
	

	
	
	
	
	
	
	
	

	
	Do you have a written H&S policy?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Is a completed H&S poster on display in your factory?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you undertake regular H&S risk assessments?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you provide H&S instructions to new employees?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you reassess existing employees knowledge and give
	
	
	
	

	
	additional training if required?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you have the required number of trained first-aiders?  
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you display hazard/caution signs?
	
	
	
	
	
	

	
	
	
	
	
	

	
	Would you describe your factory as generally tidy?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Are the entrance/exits and walkways clear?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	6.
	Technical Expertise
	
	
	
	
	
	

	
	
	
	
	Yes
	
	
	No

	
	Do you have access to the relevant technical and product 
	
	
	
	

	
	standards applicable to your field(s) of operation?  
	
	
	
	

	
	How do you ensure this?

	
	…………………………………………………………………………………………………..

…………………………………………………………………………………………………..

	
	

	
	If not, how do you maintain your technical knowledge?

………………………………………………………………………………………………….

………………………………………………………………………………………………….

	
	

	
	How do you ensure you are aware of changes in legislation or standards?

…………………………………………………………………………………………………..

……………………………………………………………………………………………………

	
	
	
	
	
	
	
	

	7.
	Environmental
	
	
	
	
	
	

	
	
	
	
	Yes
	
	
	No

	
	Do you operate a 3rd Party Environmental to Management 
	
	
	
	

	
	System ISO 14001 or EMAS?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	If you answer yes to this question, go straight to section 8

	
	
	
	
	
	
	
	

	
	Do you have a company environmental policy?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you have a company waste management policy?
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	Yes
	
	
	No

	
	Do you reuse/recycle waste material?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you ensure that all waste is disposed in a controlled and
	
	
	
	

	
	appropriate manner?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8.
	Sustainability
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you use your best endeavours to provide products which 
	
	
	
	

	
	are fit for purpose, durable and use the most environmentally
	Yes
	
	
	No

	
	sound process available to you?
	
	
	
	

	
	
	
	
	
	
	
	

	
	Do you purchase certificated timber?
	
	
	
	
	
	

	
	
	
	
	
	

	
	If you are asked to supply a product using timber which 
	
	
	
	

	
	cannot be obtained from a certificated source, do you offer 
	
	
	
	

	
	alternatives?
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