
 

 

  

Guidance on completing this form 
These additional guidance notes aim to help you 

complete this form. This guidance does not replace 

any of the legal requirements or responsibilities set 

out in the Building (Scotland) Act 2003. 

 

 

 

Guidance notes: 
 

1) Relevant person 

The relevant person is usually the person with overall 

responsibility for authorising the work in the first 

place, such as the homeowner, tenant or building 

owner. The relevant person is also accountable for the 

completed work. Of note, the relevant person is not the 

building professional who made the application for a 

building warrant on your behalf (if this applies, see 

part 2), or the builder who undertook the work for you. 
 

More than one person can be named if there are joint 

relevant persons. 
 

 

 

 

 

 

 

 

 

 

 

2) Duly authorised agent 

This will often be the architect, or other experienced 

building professional, who submitted the building 

warrant application on your behalf. 
 

 

 

 

 

 

 

 

3) Owner 

If the building owner is different from the relevant 

person named in 1) above, then the name and contact 

details of the owner are to be provided. 
 

The details of the building owner must be provided (in 

either part 1) or 3)), as the owner has to be informed 

by Midlothian Council Building Standards if a 

completion submission is accepted or rejected. 

Guidance notes (continued): 
 

4) Details of building warrant  

Provide date and reference number of the building 

warrant, and the address. If the address has changed 

since the building warrant was granted, provide full 

postal address. 

 

If this completion certificate submission applies only to 

part of a building warrant (for example, for one house 

in a housing scheme), provide full postal address of the 

individual building covered by this submission. 
 

 

 

 

5) Description of building 

Detail the work covered by this submission. 
 

 

 

 

 

 

 

 

6) Relaxation direction 

A relaxation is when a person applies to Scottish 

Ministers to relax or dispense with a provision of the 

building regulations. If a relaxation was granted for 

your work, provide details. 
 

7) Certificates (see Annex 1) 

The Scottish Government has approved 2 schemes:  

a) Certification of Construction - members (usually 

electricians and plumbers) undertake work and issue 

certification for electrical installations and/or 

drainage/heating/plumbing. 

b) Certification of Design - members (usually structural 

engineers and energy assessors) design and issue 

certification for the Structures and/or the Energy 

components of your building work. 



 

 

 

 

Guidance notes (continued): 
 

8) Notices 

If any of these legal notices have been served on the 

building, provide details. 

 

 

 

 

 
 

9) Date work was completed 

State the date the work detailed in building warrant 

was completed. 
 

10) Declaration 

Sign and date the declaration. 
 

For building warrants issued after 01 January 2013, 

please refer to your CCNP (Construction 

Compliance Notification Plan) for a full checklist of 

supporting documents to be submitted with this 

completion certificate submission. Your CCNP was 

issued with your building warrant. 

Guidance notes (continued): 
 

WARNING 

Note that it may be an offence to occupy or use the 

building covered by this submission until a notice of 

acceptance of a completion certificate has been issued 

by Midlothian Council Building Standards. Of note, 

building insurance may often be invalid until an 

acceptance of a completion certificate has been issued. 
 

Please note warning about false or misleading 

statements, which may lead to a fine. 

 

 

 

 

 

 

 

 
 

ANNEX 1 

List reference numbers of any certificates from 

approved certifiers and attach original certificates to 

this submission. 
 

 

 

 

 

 

 

 

 

 

 

 

 

Further assistance: 

If you require further assistance completing this form, 

please contact Midlothian Council Building Standards: 
 

Tel:  0131 271 3350 

Email:  building.standards@midlothian.gov.uk 


