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The BWF was established as a not-for-profit organisation aimed at supporting woodworking businesses and raising standards in the supply chain.
BWF works with members and the wider industry to support best practice.  This process is designed to uncover companies who are undermining core standards laid down in the Construction Products or Building Regulations so that either appropriate support is offered or the appropriate authorities are contacted to ensure that bad practice does not undermine wider perceptions of the UK Woodworking Sector.  
Guidance Notes
1. This process is designed to look at issues relating to woodworking products installed in the UK only.  Key areas include, misuse of certification or accreditation, non-compliance with the Construction Products Regulation or Building Regulations.

2. The process is open to use by any BWF member who has a concern relating to the legal compliance of work undertaken or quoted by a competitor company.

3. It should be noted that BWF is a membership body and consequently there are no sanctions that can be applied to those outside of membership of BWF or BWF CERTIFIRE.  

4. The BWF is, however, dedicated to raising standards across the Woodworking Industry in the UK and will provide support in helping to clarify detail and further any concern associated with initially, the appropriate company and then certification body, association or government department (e.g. Trading Standards).  

5. This process does not include BWF arranging for a site visit (unless paid for by either party), rectification or completion of the work, paying compensation or making you any other financial award.

6. Please answer all questions, providing full but brief details.

7. If the BWF is unable to assist further in the process, the organisation reserves the right to close any complaint by recommending further action for the complaint rather than specifically undertaking further activity.

8. It should be noted that the BWF process may be able to assist, but it should not be used in lieu of any legal procedures and it is vital that you alert us to any action or instruction already given in SECTION 6 of the form.  This procedure cannot be used if either party has started legal action.

9. BWF will wherever appropriate and possible to protect the identity of any complainant, however, refers the right to use any information supplied in wider representative work




BWF REFERENCE NUMBER (COMPLETED PRIOR TO DISPATCH):

Please fill in all sections of this form in full and send it back to:
Dispute Management, BWF, The Building Centre, 26 Store Street, London, WC1E 7BT
SECTION 1:
Is the work you want to complain about, covered by (please tick any appropriate):
	1. BWF Member
	

	2. A BWF Scheme Member (e.g. Stair Scheme, WWA or BWF CERTIFIRE)
	

	3. Other
	


Please see Note 1

SECTION 2:
Please provide details of the company that you wish to complain about:
	Company name:
	

	Address and postcode:
	




	Phone number:
	

	Website address: 
	

	Your main contact:
	



Please give details of any evidence of or claim of Certification (please see Note 4):
	Product certificated by:
	

	Certificate reference number:
	

	Describe details of any product markings (please supply photographs is applicable)
	







SECTION 3:
Please note we will not deal with any anonymous complaints see notes at end of form.
	Your name:

	Your address and postcode:	





	E-mail address:

	Telephone:



SECTION 4:
Please note your involvement (please tick any or all that apply):
	1. Client
	

	2. Specifier
	

	3. Building Contractor
	

	4. Inspector
	

	5. Competitive supplier
	

	6. Insurer
	

	7. Other (please specify):


	



SECTION 5:
	Product that you wish to complain about (please include photo’s if appropriate):

	



	Date product supplied (if known)

	



	Address where product installed 

	




	Please fully but briefly describe the nature of your complaint:

	








SECTION 6:
Please describe any activity that you have directly or that is known to you that has been undertaken in order to resolve this situation:
	



SECTION 7:
Please describe the ideal resolution to this matter:
	











SIGNATURE:									DATE:
____________________________			_____
Please note that by signing this form you have read and understand guidance notes.
Please tick permissions as appropriate (please remember if we cannot use specific detail directly with the company, it may limit our ability to support) 
1. I am happy for my details to be shared with the company in question

2. I am happy for my details to be shared with the appropriate certification company
Notes:  
What we do with the information 
1. Once we receive your completed complaint form, we will extract the relevant details from the form and pass them to the company in question. Please remember to provide the address where the works have been carried out, if these are different from your given address. 
2. By signing this form you are giving your permission to all details contained herein in this approach to the company in question or in referring to the appropriate authority.
3. We will not deal with anonymous complaints, but commit not to disclose details of complainant to the company about which you are complaining unless deemed necessary and permission given via this form or subsequently to do so. Our ability to support may be limited if details cannot be disclosed.
4. We will then ask the company to respond within 14 days. If the company does not respond, we will send them a reminder and ask them to respond within another seven days. If they still do not reply, we will send them a final warning letter which they must respond to within seven days. When we receive the company’s response, we will forward the details to you and will assist in trying to sort out the complaint.
5. For more information on the BWF and certification/accreditation schemes run and operated by the BWF, please visit www.bwf.org.uk  
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