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1.
Enquiries

When an enquiry is made from a member of the public seeking information on whether certain work may or may not require building warrant the Highland Council policy is to advise the person to submit a written statement explaining the work proposed and if possible to support this with sketches of the works.  A Development Enquiry Form (domestic buildings) can be posted to the enquirer or it can be downloaded from the Council web site.

2.
Assessment

On receiving a completed Development Enquiry Form from a customer the Principal BSS or Team Leader will allocate to the relevant Senior BSS/BSS responsible for the area in which the work is intended being carried out.  

The officer will check the proposed work against Regulations 3 and 5 of The Scottish Building Standards Technical Handbooks and confirm whether the works; 

(a) Are exempt from requiring Building Warrant approval (Reg 3, Sch1) 

(b) Do not require a Building Warrant but must still comply with the Standards (Reg 5, Sch 3) or,

(c) Are subject to Building Warrant approval.

3. 
Response

The Surveyor will formally respond to the enquiry and advise if work does or does not require the submission of a Building Warrant.
Should the works be subject to Building Warrant approval, a Building Warrant Application Form including an explanatory information pack will be enclosed with the formal response.

If the customer enquiry has not specifically stated that they have written separately to the Planning section a copy of the customer’s enquiry will be forwarded to that section to allow a formal response on the possible need for Planning consent to be issued.

 Where a customer has submitted a Development Enquiry Form a joint response following the guidelines above will be provided from both the Building Standards and Planning sections.

4. 
Returned Applications

Where an application for Building Warrant, or Completion Certificate has been made, and at validation it is noted that a warrant would not be required, the application, including any fee, should be returned to the relevant person with a covering letter. A copy of the application form and one copy of the drawings should be retained and the application recorded on UNI-form as Not Requiring a Warrant.
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