
  

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) Applicant 

The applicant is usually the owner of the property, for 

example the homeowner, or the tenant.  
 

More than one person can be named if there are joint 

applicants. 

 

 

 

2) Duly authorised agent 

This will often be an architect, or other experienced 

building professional, who submits the Building 

Warrant application on behalf of the applicant. 

 

 

 
 

3) Owner 

If the owner is different from the applicant named in 

1) above, then the name and contact details of the 

owner are to be provided. 
 

The details of the owner must be provided (in either 

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

Midlothian Council Building Standards if a building 

warrant is granted. 
 

4) Location of buildings 

Provide details of the building(s) for which the 

building warrant is required. 

Guidance notes (continued): 
 

5) Proposed works  

Give brief details of the work, for example, to: 

a) Erect conservatory. 

b) Erect detached garage. 

c) Erect access ramp. 

d) Alter house to install 2No roof lights to rear roof. 

e) Alter house to install French doors to dining room, 

build up 1No kitchen window and erect conservatory. 

f) Alter house to convert roof space to form new 

apartment and en-suite shower room. 

g) Alter house to convert attached garage to form new 

apartment and unheated store. 

h) Alter and extend house to increase area of kitchen. 

i) Alter and convert 1No x 5 apt flat to form 2No x 3 

apt flats. 

j) Alter educational establishment to rearrange 

internal layout and provide access ramp. 

k) Alter shop to provide private office to post office 

area. 

l) Demolish detached garage and erect light 

engineering workshop. 
 

6) Application for Demolition 

If the work involves demolition of a building, provide 

an estimate of the time to complete demolition works. 
 

7) Staged Applications 

Staged applications usually apply to large-scale 

projects, such as housing schemes, shops and 

factories. If stages apply to your application, provide 

details.  



  

Guidance notes (continued): 
 

8) Use(s) of building(s) 

Provide details of proposed use of building (if new or 

extension), or state current and proposed use (for an 

existing building). Annex 1 provides guidance on 

conversions, including descriptions. 
 

9) Estimated value of works 

If you are unsure, see the Midlothian Cost Index to 

find an acceptable minimum estimated cost for your 

type of building work. When calculating the value of 

the works, you must use normal market costs rather 

than any discounted costs that you can achieve. For 

example, even if you self-build, the value of the 

building work should still include a fair assessment of 

the value of labour had professional builders 

undertaken the work. 
 

10) Certificates of design and 11) Certificates of 

construction 

Discounts apply to the Building Warrant application 

fee if you choose to submit certificates for either of the 

two schemes approved by the Scottish Government:  

a) Certification of Design - members (usually structural 

engineers and energy assessors) design and issue 

certification for the Structures and/or Energy 

components of your building work (see Annex 2). 

b) Certification of Construction - members (usually 

electricians and plumbers) undertake work and issue 

certification for electrical installations and/or 

drainage/heating/plumbing (see Annex 3). 
 

12) Sustainability 

Applies to new buildings only. Bronze is the starting 

level of sustainability, and you provide details only if 

you choose silver or gold levels (see Annex 4). 
 

13) State of work 

Detail if the work has started. If it has started, you are 

required to pay a higher application fee. 
  

14) Security matters 

If applies, see note 4 for genuine security concerns. 
 

15) Limited life building 

Applies only to a temporary building that is intended 

to have only a short life span on a site. 

Guidance notes (continued): 
 

16) Fire Authority 

Details are required only if the enforcing authority 

is not the local Fire and Rescue Service. 
 

17) Planning – listed building 

If you are unsure, please contact Midlothian 

Council’s Planning Information Officer on  
0131 271 3302. 

 

 

 

 

18) 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 relation is granted for your 

proposed work, provide details. 
 

19) Notices 

If any of these legal notices have been served on the 

building, provide details.  

 

 

 

 

 

 

 

 

20) Declaration 

Sign and date the application. 

 

 

 

 

 
 

Further assistance: 

If you require further assistance completing this form, 

please contact Midlothian Council Building Standards: 
 

Tel:  0131 271 3320 

Email:  building.standards@midlothian.gov.uk 



  

Guidance notes (continued): 
 

ANNEX 1 

Conversion 

Details conversions (if applicable) to assist you in 

answering part 8). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

ANNEX 2 

Certificates from approved certifiers of design 

See guidance note 10) above. 



 

Guidance notes (continued): 
 

ANNEX 3 

Certificates from approved certifiers of construction 

See guidance note 11) above. 

Guidance notes (continued): 

ANNEX 4 
 

Sustainability 

See guidance note 12) above. 


