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Introduction

This Charter aims to provide a commitment to a level of service applicants and 
stakeholders may expect when information is required to ensure buildings and 
building works comply with the Building Standards (Scotland) Regulations.

The Charter will inform you.

	 •	 What we do.
	 • 	The level of service we hope to provide.
	 • 	The standards we aim to achieve.
	 • 	How to register a complaint if we fail to meet our aims.
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What are Building Standards?

The building standards system in Scotland is established by the Building (Scotland) Act 2003.  The 
Act gives powers to Scottish Ministers to make building regulations and procedure regulations, 
fee regulations and other supporting legislation as necessary, to fulfil the purposes of the Act.  The 
purposes include setting building standards and dealing with dangerous and defective buildings.  
The various regulations are made by the Scottish Ministers.

The system is intended to ensure that building work on both new and existing buildings results 
in buildings that meet reasonable standards. The standards are set out in the building regulations, 
which are, in the terms of the Act, intended to;

	 • 	 Secure the health, safety, welfare and convenience of persons in or about buildings and 
of others who may be affected by buildings or matters concerned with buildings,

	 • 	 Further the conservation of fuel and power, and
	 • 	 Further the achievement of sustainable development.

The purpose of the building standards system is to protect the public interest.  It is not intended 
to provide protection to a client in a contract with a builder.  The system, therefore, does not so 
much control building as set out the essential standards to be met when building takes place and 
only to the extent necessary to meet the building regulations.

It is a pre-emptive system designed to check that the proposed building work meets the 
standards.  It is intended to ensure, as far as practically possible, that the proposed buildings will 
not contravene the regulations on completion and that on completion the buildings do in fact 
comply.    
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Customer Contact Centre

The Building Standards Service is based in Tayside House 
Crichton Street Dundee. The council provides a Customer 
Contact Centre on Floor 2 that allows convenient access 
for elderly and disabled people. The centre’s purpose is to 
provide a means of access to information and advice to the 
public across a range of council services.

At the customer contact centre Building Standards 
Surveyors and Administration Staff are available to advise 
and guide customers and stakeholders through the process 
of submitting a Building  Warrant , the procedures in 
place and the factors which decide the determination of 
a Building Warrant and the acceptance of a Completion 
Certificate  
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Pre-Application Discussion Information/Advice

	 • 	 Pre-application and advice is encouraged to enable good quality 
submissions. However any advice given is provided without 
prejudice to the final assessment of your application. A duty 
surveyor is available during office hours at our customer service 
centre. It is recommended that an appointment is made with the 
Building Standards Surveyor responsible for the area to which 
your building is located. 

	 • 	 Telephone calls will be returned as soon as possible. If  the 
Building Standards Surveyor dealing with your query is not 
available the duty surveyor will deal with your request or ensure 
that a message is relayed to the relevant surveyor.

	 • 	 Written requests for guidance on the need to obtain a warrant or 
general enquiry will generally receive a reply within 10 working 
days of receipt and may be subject to a charge if required in 
writing.
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Submitting a Building Warrant Application

The content of your application will be checked. However, it is the responsibility of 
you or an agent appointed by you to ensure that the warrant application is correctly 
submitted. Plans should be drawn to a recognised scale, eg 1:50, 1:100 etc and must 
include sufficient detail and information to allow a full technical check against the 
Building Regulations. A statutory fee must be submitted with your application for 
warrant. 

Application forms and information is available on our web site and can also be obtained 
from the customer service centre on level 2 Tayside House Crichton Street Dundee.

We will endeavour to dispatch application forms on the day of a request. 

	 • 	 We will endeavour to register an application within 24 hours of receipt, 
measured in working days.  

	 • 	 Receipt of your application should be acknowledged within 5 working days

	 • 	 If your application is deemed invalid you should be advised of the reasons 
for non-validity within 5 working days.

	 • 	 An application which remains invalid beyond 42 days may be considered 
withdrawn.

	 • 	 We will endeavour to allocate valid applications to a Building Standards 
Surveyor for plan assessment within 2 working days of receipt.
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Assessment of Applications for a Building 
Warrant

We endeavour to assess 80% of valid applications for compliance 
with the Building Regulations within 15 working days. We can agree 
to fast track applications in order to avoid unnecessary delay for; 

	 • 	 Proposals that will have an important economic 
development potential.

	 • 	 Proposals that are related to key sectors of the Councils 
economic strategy

	 • 	 Development that will improve personal health in the 
community, including facilities designed for the immediate 
needs of disabled people or people with other medical 
requirements. Written support from an Occupational 
Therapist or Doctor will normally be required in such 
cases.

	 • 	 Major projects that will benefit the local community.
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Following Approval of Building Warrant

A building warrant is valid for a period of three years from the date of approval. It is the 
responsibility of the applicant/agent to ensure that the works are completed within this 
period. If the work is not completed within the 3 year period an application for an extension 
of time must be made by the applicant/agent prior to the warrant expiring.

You must inform Building Standards the date when work will commence by completing the 
commencement of work document, which you received with your building warrant.

Building Standards Surveyors may inspect works under construction. However the Building 
Standards system in Scotland is a pre-emptive system and the majority of control is achieved 
at the plan assessment stage. It is the responsibility of the applicant or an agent appointed 
by the applicant to ensure the works are supervised and completed in accordance with the 
approved plans and the Building Regulations. Inspections by Building Standards Surveyors 
can be very limited and will not monitor all stages of building work. It should also be noted 
that Building Standards Surveyors cannot act as supervisors or clerks of works for an 
applicant.

Records of site inspections will be kept and shall include.
	
	 • 	 The dates of inspections
	 • 	 The name of the surveyor who carried out the inspection.
	 • 	 The type of inspection
	 • 	 Whether or not the works were found to be in order. 
	 • 	 Any departures from the approved plans shall be notified to the applicant/agent.
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Completion of Works

On completion of works covered by a Building Warrant, the Completion Certificate Submission 
must be submitted on the prescribed form. This is a signed declaration by an applicant/agent 
that the works have been completed in accordance with the Building Regulations and approved 
plans.  Where the proposals include electrical works an appropriate Electrical Compliance 
Certificate must be signed by a competent electrician.

On receipt of a Completion Certificate Submission, we will endeavour to inspect the completed 
works within 14 days. (NB. Certain repetitive works may be inspected by sample.)

If a Building Standards Surveyor, after making reasonable enquiry, accepts a Completion 
Certificate submitted by an applicant/agent, we will endeavour to confirm acceptance within 5 
working days.

Where a Completion Certificate Submission has been rejected an applicant/agent shall be 
informed of the reasons why.

It is the responsibility of the applicant/agent to inform Building Standards when the works are 
ready for re-inspection.

A submission for a Certificate of Completion shall only be considered where a Building Warrant 
is still valid.

It is an offence to occupy or use a new building, which does not have the benefit of an Accepted 
Completion Certificate Submission   
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Extending a Building Warrant

The 3 year life period of a Building Warrant may be extended subject to;

	 • 	 A written request being made within the 3 year life period of the Building 
Warrant or in special circumstances at the discretion of the council.

	 • 	 The payment of the statutory fee.
	 • 	 Work on site having commenced. 

Unauthorised Work (Letter of Comfort)

It should be noted that this service is at the discretion of the council

We shall endeavour to respond to a written request for a non-statutory inspection 
(accompanied by the appropriate fee) with a “letter of comfort” within 10 working 
days of the written request. 

A qualified statement where appropriate should be provided within 10 working days 
following the inspection.

All requested inspections incur a fee. 

On request you shall be advised of the fees charged for the “letter of comfort” 
process. 
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Dangerous Buildings

Local authorities have powers under the Building (Scotland) 
Act to ensure that buildings are maintained in a safe 
condition for the benefit of the public in and around 
buildings. Where the local authority has been advised that a 
building is considered to be dangerous we will endeavor to 
visit the property within 24 hours including weekends and 
public holidays.

Buildings, which pose an immediate danger, will be made 
safe or fenced of as soon as possible. Enforcement action 
shall be used where appropriate.

If a building on inspection is not considered to be an 
immediate danger the owner of the building will be 
contacted and advised what steps to take to remove the 
danger.

Failure to take the appropriate steps to make the 
building safe within a prescribed timetable may result in 
enforcement action being taken against the owner.
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Complaints Procedure

Should the service we provide fall short of the standards set out in this charter and you 
wish to complain you can make your complaint by telephone, by letter, or in person. You 
my also register your complaint online using the Council’s web site.

Visit: www.dundeecity.gov.uk/cservices/compform.htm 

If you have a complaint about how we are delivering the Building Standards Service we will

	 • 	 Explain the complaint procedures to be followed
	 • 	 Acknowledge in writing written complaints within 5 working days advising how 

the complaint will be dealt with.
	 • 	 Fully investigate all complaints and give written response advising what action 

the Council proposes to take.

Customer Conduct

The Building Standard Service supports high standards of customer care. However the 
Council will not tolerate instances of physical or verbal abuse of its Building Standards 
Surveyors. The council will record such incidents and may report the most serious 
incidents to the police.

It should be expected that those involved in delivering the Building Standards Service will 
do so with clarity and in a fair consistent manner. 
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How to contact Us

If you wish to discuss any issues regarding the Building Warrant process you can visit our 
Customer Contact Centre on Floor 2 Tayside House.

Office Hours

	 Monday to Friday   8.30 to 1700hrs

If you wish to write to us we can be contacted at the following address

	 The Building Standards Team
	 Planning and Transportation Department
	 Dundee City Council
	 Floor 15 - Tayside House
	 Crichton Street Dundee 
	 DD1 3RB

Alternatively E-Mail, telephone or FAX us using the following contact details:

	 E-Mail:   bs@dundeecity.gov .uk
	 Tel:   01382 433102 
	 Fax:   01382 433 013

Further information on Planning and Transportation services can be found online at the 
following web page:  www.dundeecity.gov.uk/ptrans/main.htm
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Our Commitment

Dundee City Councils Building Standards Team is committed 
to the delivery of a high quality customer based service. Any 
comments on the service you have received during or after the 
Building Warrant process would be most appreciated. 

Please forward any comments to.

	 The Team Leader 
	 Dundee City Council.
	 Building Standards.
	 Planning and Transportation Department
	 Floor 15 Tayside House
	 Crichton Street
	 Dundee
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Bengali

13

Chinese

13
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Punjabi

Urdu

13
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If you have difficulty understanding English, 
please contact the address below:-

Dundee Translation and Interpretation Service
Dundee City Council
Central Library
Wellgate Centre
Dundee
DD1 1DB

Tel: 01382 434910

Dundee Translation and Interpretation Service
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