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Introduction
Ro-radh

Corporate identity is the overall image of The Highland Council which reflects our values and
objectives.

It is usually visibly manifested by way of branding, which includes combination of colour schemes,
designs, words and images that an organisation employs to make a visual statement about itself and
to communicate its business philosophy and culture.

What do we want to say about ourselves? Therefore our corporate identity goes

+ Our Values: Listening, Open, Valuing, beyond branding reflected in:

Improving, Supporting, Partnering, + Ourlogo
Delivering + Our style of publications and use of
« Accessible typography
+ Professional + Our style and tone of writing
- Effective and Efficient + Our use of colours, pictures and signage
+ Modern and forward thinking + Our website
- Digital First + Our social media and other online
presence

+ Consistency
It is also reflected in our engagement with
the public and our internal organisational
culture.

«  We are part of a corporate family,
working in partnership, not silos

This set of guidelines has been developed to strengthen our corporate identity and to reflect what we
want to say about ourselves.

The guidelines will:
+ Provide an updated logo and corporate colours with a more accessible font.

« Use graphic design and colour palettes to promote corporate identity, but allow flexibility
in design so that every publication is appropriate for its purpose and its audience, however
looks like it comes from the same corporate family.

« Encourage use of concise and clear plain English.
+ Provide advice on layout and printing to ensure efficiency.
« Promote Digital First by promoting website address and social media links.

« Promote efficiency in reduced printing costs, concise writing and effective templates.
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Our logo
Ar suaicheantas

Our corporate identity starts with the logo and a set of rules for how it can be used. It promotes our
image to the community and helps people recognise the extent of our involvement in the provision of
services.

It's essential that it is used often and correctly. It must be applied to all printed and published council
materials and should also be used to brand and help promote projects, products and services.

No other logo should be used to represent our services or activities without express permission of the
Chief Executive. Council departments
should not create their own logos.

Please contact the Corporate Corporate Communications Office

Communications office for more Email: corporate.communications@highland.gov.uk
information.

Correct use of the logo

The logo should not be fragmented or modified. All elements of the logo — map symbol, lettering and
the solid line across the bottom of the logo must always be used together.

There are 3 different versions of the logo that can be used, the full colour version, the black only
version and the reversed out white version. The full colour version should always be the default
option.

These logos are available in various file formats and can be obtained from the Corporate
Communications office.

vThe Highland

éﬂv@mhﬁi‘::‘::l!

Gaidhealtachd

o Full colour version

vThe Highland AvThe Highland
Council Council
AvAvComhairle na AvAvComhairle ha
W Gaidhealtachd W Gaidhealtachd

O Black only version O Reversed out white version
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Clearance

To ensure prominence and legibility of the logo
try to leave an area of clear space around it.

If possible the surrounding area should be 7mm
from the edge of the logo but it can be less if
space is tight.

When placing the logo near the edge of the
page it should be at the very least 8mm from
the edge of the page but preferably 10mm or
more from the edge.

AvThe Highland

éuvc(,m.::::‘::i!

Gaidhealtachd

Misuse

How the logo should not be used:

vThe Highland
Council
évAvComhairle na

Gaidhealtachd

0 Individual elements of the logo design
must never be omitted, for example the line

underneath.
27232
FUEs
i §s

'— .
N
T\
B

9 The logo should never be reproduced
vertically or at an angle.

‘v The Highland
Council Av The Highlanfi
MY ...icr: aaw,.. oo
"Galdhealtachd W Gaidhealtachd

9 The logo must never be distorted — any
reduction or enlargement should be equal
so that the logo reproduces in proportion
e.g. when re-sizing never squash or stretch
the logo.

A'The Highland

Council
AvAvComhairle ha
W Gaidhealtachd

o The lettering is part of the logo design and
the font must not be changed in any way
i.e. the font used or size of text.

e The logo should never appear against a
conflicting or busy background and should
be kept clear of other graphic elements.

The Highland
#v Council
Aﬂ(omhairle na

Gaidhealtachd

15

10

0 In order to ensure legibility, the logo should
not be reproduced at less than 30mm width

and 15mm high.
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Av The Highland

é‘%omhggren::

Gaidhealtachd

0 In normal circumstances, on a white
background, the logo must not be enclosed
in a box.

The Highland

Lol

Camhairle na
Galdhaattas b

0 To ensure the quality of image reproduction,
the logo must never be reproduced or
scanned from previously printed material;
or printed from a low resolution file.

A The Highland

Council
Av"(omhairle na
VW Gaidhealtachd

Development & Infrastructure

0 Additional text must not be added to the
logo, such as services, operational areas,
council wards or website addresses.

m Do not use the white logo on backgrounds
that are too light, or the black logo on
backgrounds that are too dark.

NThe Highland

Council
Combhairle na

W Gaidhealtachd

m The colour logo should not be placed on
harsh colours that do not contrast well with
the corporate colours.

The Highland
Council

Combhairle na
Gaidhealtachd

@ Do not add embellishments like
drop-shadows, embossing etc to the logo.

The Highland
A
évAVComhairlena

Gaidhealtachd

@ Do not colour the logo in any colour that
isn't the approved corporate colours, black
or white. Do not use the service colours,
detailed in this guide, to recolour the logo.

A
restricted use A'Avrestricted use
\ /4

m In some requirements the map symbol may
be used independently from the logo but
it requires approval from the Corporate
Communication Office, contact details
below.

Corporate Communications Office

Email: corporate.communications@highland.gov.uk
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Colours
Dathan

Our core brand colours are purple and green.

In our full colour logo, the map, the English lettering 'The Highland Council' and solid line are a shade
of purple called Pantone 267 EC.

The Gaelic lettering 'Combhairle na Gaidhealtachd' is a shade of green called Pantone 356 EC.

vThe Highland

évAvComhgi(::‘en;:

Gaidhealtachd

If the print or production process does not use the Pantone reference system (this can be called Spot
colours) the colour or ink should be matched as closely as possible to these colours (this process is
called Process colours or CMYK). The RGB references below are used for web only documents.

Corporate colours

Pantone 267 EC

Purple colour codes

Pantone 356 EC

Green colour codes

CMYK CMYK

C85 M100 YO KO C93 M4 Y100 K26
RGB RGB

R82 G46 B145 RO G131 B62

Hex code Hex code

#522e91 #00833e

Tints of these colours are available. If you need the colour references for them please contact:

corporate.communications@highland.gov.uk
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Service colours

In order to help differentiate service specific publications from one another we have created a colour
palette of primary and secondary colours. These colours must only be used in relation to their service.

Corporate People Place
Primary colours Primary colours Primary colours
Pantone 2695 EC Pantone 221 EC Pantone 320 C

CMYK C100 MO Y31 K7
RGB RO G160 B175
HEX #00a0af

CMYK C91 M100 YO K49 CMYK CO M100 Y15 K30
RGB R44 G26 B82 RGB R151 GO B87
HEX #260859 HEX #b1005d

Pantone 2965 EC
CMYK C100 M38 YO K64
RGB RO G59 B99

Pantone 260 C
CMYK C52 M100 YO K26
RGB R102 G27 B103

Pantone 166 EC
CMYK CO M64 Y100 KO
RGBR211 G116 B28

HEX#f47b20 HEX #711471 HEX #003a63
Secondary colours Secondary colours Secondary colours

Pantone 167 EC Pantone 226 EC Pantone 2945 EC

CO M78 Y100 K18 CO0 M99 YO KO C100 M45 Y0 K14

R203 G80 B27 R236 G9 B141 RO G105 B170

HEX #cb501b HEX #ec098d HEX #0069aa

Pantone 130 EC Pantone 253 EC Pantone 340 EC

COM37 Y100 KO . C47 M94 YO KO C91 MO Y69 K5
R251 G171 B24 R134 G48 B132 RO G164 B121
HEX #fbab18 HEX #963694 HEX #00a479

Corporate People
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Council Structure

Chief Officer
Secondary
Education

Interim
Chief Officer
Early Years and

Primary

Assistant Chief
Executive

People

Chief Officer

Health and
Social Care
((&Y'['[0)]

Chief Officer
Intergrated People
Services

Chief
Executive

Assistant Chief
Executive

Corporate

Chief Officer
Corporate
Finance

Chief Officer
Revenues &
Commercialisation

Chief Officer
Legal & Corporate
Governance

Chief Officer
Human
Resources &
Communications

Chief Officer
Business
Solutions

Assistant Chief
Executive

Place

Chief Officer
Facilities & Fleet
Management

Chief Officer
Property
& Assets

Chief Officer
Housing &
Communities

Chief Officer
Planning &
Economic

Development

Chief Officer
Operations &
Maintenance
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Typography
Clo-ghrafachd

Brand font

The font that will be used throughout the branding is Myriad Pro and the variations that come with
this font suite:

We will strive to ensure this font is used
Myriad Pro Regular throughout council publications and for staff to
. . use it where they can. If staff don't have access to
Myriad Pro Semibold this font it is acceptable for them to use another

Myriad Pro Bold non-serifed font for example: Ebrima, Aptos,
: : Calibri, Candara, Century Gothic, Swis721 or
Myriad Pro Light Tahoma.
Myriad Pro Condensed There is a detailed list of how to use fonts and
Myriad Pro Bold Condensed write text in the Plain English section on page 32.

Type styles

There are a number type styles you can create in your document for headers, sub headers and body
text. The easiest way to create balance in your headers is to start big and gradually get smaller. The
font size of the text depends on how much space you have to work with on the page.

Always keep the text left aligned and in sentence case, avoid ALL CAPS.

General staff should just follow the basic Plain English rules, no need to over complicate the text on
the page. Clear and simple, for example:

Big main header 30pt

Sub-header 1 24pt

Sub-header 2 18pt

Sub-header 3 16pt

Sub-header 4 14pt
Body Text - recommended Normal or Regular 12pt, although 11pt-14pt range is acceptable.

Advanced users can create more complex headers using design software. They are also free to use
more ornate fonts for the headers as long as the lettering is clear to read. If uncertain please check
with the Corporate Communications Office.
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Spreads (Page layouts)

Page margins can be anything between 10mm - 30mm. This depends on the type of document that is
being created and how much content there is to fit in. Always give extra space at the top and bottom
of the page for the header and footer.

Using columns is acceptable if you're creating a booklet or leaflet of more than 4 pages. If you're
creating a letter or report, use only 1 column throughout.

Advanced users are allowed to create a layout that best suits the project they are working on. If they
are unsure please contact the Corporate Communications Office.

Here are page layout

examples that you can From To Header
base your document on: address address

This is used for writing
a letter.

0 Body text Body text

using 1 column
This is a good layout J

to use for reports,
documents or to base a
poster on.

F Footer
00

These layouts are 0 0

often used for leaflets,
booklets, or for creating

a newsletter.
Header Header
Body text || Body text Body || Body || Body
using using text text text
2 columns || 2 columns using || using || using
3 3 3
columng columns columns
Footer Footer
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Comhairie na
Galgheattachd
e

Logo positioning é""‘:ﬁ
. Community Council ections
Know your council Tagh‘zidhean Chomhairiean
oimh
gi fiosrach mun csachd
chomhairle agad

If you're using one of the Council's pre-made
corporate templates (see page 26) then the logo
will be positioned for you.

Primary positioning
When designing a publication from scratch, the

Council logo should primarily be positioned in the * Sl o ‘
top right hand corner of the front cover. y et
. - . =
With the relevant clearance around the logo as DR, Sy - i
stated on page 7. It must also be at least 8mm away s Fo—
from the edge of the page. : -
J Pasd Your community needs you

If the logo is on the cover, you don't need to place it
again anywhere else in the publication.
Secondary positioning

The wide range of publications we produce requires flexibility, please seek g g
guidance from the Graphic Designers in Corporate Communications. % ccelectionghightand oy,

A3 01349 886657

Website address positioning

Digital First Call to Action

The Council's approach is 'Digital A 'Call to Action' refers to the next step you would like
First' therefore our website address your audience or reader to take. For example, it can
should always be on the cover page instruct the reader to visit a website; or apply for an

in a prominent position. Usually this is application form. So the positioning needs to be very
along the footer of the page, at least clear on the page. Usually towards the end of your
16pt, bold and left-aligned. document in a solid colour box.

Contact details

Every publication the Council produces must have a point Please make sure any phone
of contact stated to direct people to find more information, number you provide has an
whether it is a website or a telephone number to call. If you answer machine service which
provide a telephone number it should be a service centre provides details of who else to
number or a generic number that is monitored during the day. contact if you are unavailable.

Email signature

Please include a signature at the foot of all your emails, including your

contact details and a business address if relevant. Do not include details, Name Surname (any letters)
such as “working from home” which should be irrelevant to your core
working hours. You may include specific days you work if you work
part-time or compressed hours, but you must include contact details for The Highland Council
who to contact when you are not available.

Always set an automatic out of office notice with details of who to contact,
when you are "out of the office" and when you will return. www.highland.gov.uk

Do not format your email background (no colours or textures) as this Ambitious Sustainable Connected
does not aid accessibility. And do not add a graphic or image under your

signature unless pre-approved by your ECO.

Example

Job title

Phone: xxxxx XxXxxxx




Our look
Ar coltas

17



Branding Guidelines
Stiuiridhean comharrachaidh

Our look
Ar coltas

Our triangular symbol has been a part of The Highland Council for many years, it is mv
widely recognisable across the Highlands. Using these triangular shapes gives us a

good base to form our new corporate look.

Corporate shapes

We've generated several triangular shapes to use throughout the branding. Using these shapes,
advanced users can mix it up, blend them together and create something new everytime.

Ux'rheeofpc ate Bas,
30 60", 90°, 120° and! 15~

Mines at angles

Advanced Users are staff who use Adobe packages like Photoshop, lllustrator and InDesign. They can
generate their own artwork by using these corporate shapes and the corporate/service colours. They
have the freedom to show their own artistic flare while also keeping within the corporate branding
guidelines. The idea is to either use a combination of the single shapes or to blend the shapes
together to make new shapes.

The Council's Graphic Designer is available to offer advice and assistance. Further guidance can be
sought regarding the above shapes, templates and user guides are available by contacting Corporate

Communications. Corporate.Communications@highland.gov.uk
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Corporate branding

We brought together the corporate shapes and the corporate colours and created different styles
for our publications. Here are a few examples of real projects using the branding but they are by
no means strict templates to adhere to. These examples show a small range of designs that can be
created. Each design is bespoke and created with the specific project in mind. Some
projects work well with a strong corporate look in full
colour while other projects will
require a more minimal look with
reduced colour. Staff may request
to have a Highland photograph
on the cover while others prefer
a plain background. Every job is
tailored to the project's needs and
target audience.

Our future Highland
Ar Galdhealtachd RiTeachd

land

High
DutEnturs “i d Ri Teachd

Ar Géidhealtach

The Highland
& Council
Combhairle na

V7 Gaidhealtachd
W_Gaidnealtachd

§/ Adﬁinistfation Programm

Council Tax fact sheets

o

Duilleagan fiosrachaidh mun Chis : gramms
Chombhairle program Ri
—————
IS R
Council expenditure _—
Caiteachas na Comhairle The corporate shapes can be adapted and reshaped
to fit any page size you require from business cards
1 April 2023 - 31" March 2024 to A0 display boards. New combinations of corporate

shapes can be created so you get a unique look for
your project.

Word, Publisher and Powerpoint templates are

available for all staff to use if they're creating
worw highland.gov.uk/counciftax documentations/reports/presentations that require a
little corporate branding of their own.
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Microsoft Office corporate templates
There are Word and Powerpoint templates available for all staff to use. In Word there are a variety of
templates you can use, these are a few:

HC Standard HC Document HC Memorandum HC Poster Template HC Poster Template
Letterhead Template - black - colour

. &= &= &= ‘ v

- 30-40pt for main headers on S0-A0ut for maln headars on
I 30-36pt for main headers - posters . 24pt for sub-headers
e e ~— 245 For sub-hesders ity
in plain text —

200t for suks-headers o strapdnes

T b g T
e . 1 e,

The Powerpoint template is 16:9 which is wide-screen format. I mowerPoint template

Guidance

: accassibile design on e
entaﬁﬂn title Seifron)16iaccansible :::: e
e

tation title

Click to add main pres
in English

Click to add main presen
in Gaelic

&5 in 'Learn Microsaft on the

bores

The Corporate templates can be found on the st A

Righn cick anthe st 808 BUEC e vo use o,

Gatatayd C\-c!nnlhrw\"‘;_"mww\gﬂ@“”'"‘w'
Intranet at: sRER _—

www.bit.ly/CorporateOfficeTemplates W

WThe Highland |
If you are using a pre-existin M Counes ntra n et :
y gap 9 Combairie e - (o lNs ¥ daim b iciiai s n caiiang 16, S4slciy e Bty

template for something, VW caidhealtachd AR Sustaliabie

contact Corporate

CommunicationS, as they Veu ane here: Home | Downlosds | 5188 Information | Corperate Office Templates
. . Supplying to trade and public Corporate Office Templates

may advise adding corporate competiive and cusstanding service

branding to your document.

We also insist that you update

the Council logo on any

templates you are using.

All staff and Members shoubd use the Corporate Office Templates.
Printing of compliment slips and buginess cands is provided through the Council's print roon.

» standard Letterhead B (DOT)
Sazec 1185 KB g

= standard Letterhead for pre-printed paper L ROTX)
Sioe 2231 KB

» Bi-lingual Letterhead Template =l (DOTX)
Saze. 106 49 KB

= Ducument Template = (DOTX)
Size” 9693 KB .

» Memorancm =] (DOTX)

Size: 105.13 K@ .

compliment Slip Template F1 ot

Templates can be produced
in Publisher and Excel, but S 7938 K5 e

. — X » P_cster Template -Black [ {DOTX)
these will be on a case by Shiol S o e 20581 K8

. Communilees and Plac: :csw;;a;::;e -Celour 2 (o
1zec 10 .
case baSIS- » Basic A5 Leaflet Template (A4 fold in half) Blipor
[eahonsotcae | AP
Health amd Suceal Care + |
= Deor sign -Indiidual Mame Template I (DOTX)
Please contact Corporate S 6922 K

. . . = Door Sign -Team Name Templste =] (DOTX)
Co mmun |Cat 1ons |f yo u Performance and Govemance Size mgq‘ KE ! £ .

. . = C_&il[.l(ird'.e Powerpoint Ternplate -standard wee 4.3 O (POTX)
would like to request this: S S 2761 B

..
te Poserpoind Termplate -sndescreen 169 (POTX)
19962 K&

Resources and Hnance * Corf

Email: corporate.
communications@highland.gov.uk
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Service branding

Branding for service specific publications can be created using the service colours detailed on pages
11and 12.

There are some publications that benefit from being service branded. As an additional option we have
created service name corner tabs, these tabs are not mandatory but are available to use. There are also
logo tabs available in service colours as shown below.

i
Am Plannae L°Pment e A ek Yias
Air Feadh na casachaidh Annual Accm_mts _ ea?-a:’amh fo
Géidheaitachd Cunntasan Bliadhnail alachadh

2022/23
High! and—w‘\de
Local Develop
Monitoring St
plana Leasac
Thar-Ghaidne
Aithris Sgrud

pratt fo¢ :
August 2015 Main jssyes Report

Commitiee

Aithi
ithisg nam Priomp Chiise
an

Draft for ¢
Approvay
August 215

OMmittae

Wisw,
“highland gy,

Ridescace

“-w'.u'.h'lghhnd.guv.\.lk

LDvE the o
Kﬂr)\n,. the

utdogrsy
SCore aboyt ticks
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Flexible branding

Some projects produced by The Highland Council have their own branding and it wouldn't look right
to have the corporate branding added to the design as well. For this purpose we have designed logo
tabs that can sit over the top of existing branding without detracting or interferring with the design.

These logo tabs can also be useful for presentations when
all you need is a dash of branding, keeping the rest of

the space free for your presentation. This works well for
exhibition/display boards and banners.

Example of A1 display boards

Opening til .
Imes:
Monday to Saturday: 7am-g
Sunday: 10am - 6pm o
(Shop opening times may vary)
01463 710524
www.thevictorianmarket.com fhy. o

Acade /e o B
my Street, Invernesg V1 1N af.’L’.’.'i‘::,’ i" DITM
1

il
lena
tachd

| Net Zero Strategy -.
Ro-innleachd Neoni Lom >
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Pop-ups and external banners

The corporate shapes are adaptable enough to

. . . 9)%

be resized and used for larger items like banners. 2 dfﬁd 4
You can have as much or as little branding as is O T Hgrana OF e rigriena
required, whatever works well for what you're 2 Womhairle na S MVormarie s
Gaidhealtachd Gaidhealtachd

displaying.

Here are a few examples using the corporate
branding, service branding and flexible branding
on a variety of pop-ups, flag banners and

table cloth.

2 L=
S fat=Ral
" The Highland

Council

VA‘—.mn airle na

/ Gaidhealtachd

The Highland
Counil
Comhairke na
Gaidhealtachd

Employability Team
Sgioba So-fhastachd

"~ Visit our
e employability site:
www.highland.gov.uk/employability
or email us: Employ.Ability@highland.gov.uk

Employability Freephone Number: 0300 303 1570 '

Follow us on social media:
@HighlandCouncilEmployabilityService
[ @THC_Employ_Serv

Highland Council Elections Team

Sgioba Thaghaidhean Chomhairle
na Gaidhealtachd

Be part of the
Elections Team!

sk

Apply fora | LAy
role today! '~ '-54':

= election@highland.gov.uk

. 01349 886657

Av The Highland

AWY..........

Taghaidhea earsnadl PP Gaidhealtachd

Community Council Elections

Taghaidhean Chomhairlean
Coimhearsnachd

Be the voice of your community

Bi nad ghuth airson na
coimhearsnachd agad

Make a difference
Better place to live

New buildings/roads

Local services/facilities

Your community needs you!

Nomination forms can be found on our website:

= ccelection@highland.gov.uk
. 01349 886657
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Working in partnership

There are many projects in the council where we're working alongside other companies/authorities.
The publications generated for these jobs have to display each party's logo on either the front or back
covers. For this purpose we've made a logo box that can be used to encompass all logos equally. This
box comes in varying sizes to house many or few logos.

Here are a couple of examples showing the logo box on the back covers.

Caol & Lochys‘nde

Port (Spean p,; -
™ March 2023 i o Floo
A Castle Wynd, Inverness Annat, cop 1y, ope

4 me
d protection sche
ning Ceremony
Town House,
sting a jobs faic

" Info hub
Dis
vaca

at
v
ol [
Y \%
] A Sl
3 Y ¥s -

We look forward to seelng you

Discuss suppart
available 10
Highland residents
= -

Advertising

Any spend on advertising, adverts or

B S e LN

advertorials (paid for editorials), should R s Are you 16+ years old who ls no
. . . g I 2 d i
have a clear strategic purpose to justify the ‘ Sl L
cation. If you live

spend. There may be other cheaper and/
or more effective ways to advertise your e ofer sy | UpdeedCy LS Emergency st

. in Care GalnEISVO Receive a Aid at Work
message, such as a press release, a radio Completewore | * (RIS s QENSEONT] 12 month  Certifcate

shadowing shifts -, Complete your contract of Persanel

broadcast, or a Facebook promoted post. o | o pparisFood | employment  licence

Hygiene Certificate support

Train in a local
establishment across all
areas of their business

Receive in-work mentor

L2 and employability support

All adverts must contain the Council logo
N and corporate branding. With contact details
Ful Y & Advice — or the website address posted with it.

Manager - Litigati
Legal 9 flewible
& hybrid
warking

..more than Seasona Qe Contact the Corporate Communications

vrios S =655 Rangers Office for further assistance.

employee
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Signage

For council offices that require new signage, the new corporate branding will be used.
New signage will be created on a case by case basis, as and when it is required.

This is an example of what internal wayfinding
signage looks like:

|R . S00mm

=

Plant Aoom
Sedrmaruidheim

Ground Floor:
Bun-arlar:

BOmm
Star
9omm

Care and Learning

T Coram agus lonnsachadh
Community Services

1 Seirbheisean Coimhearsnachd
Development and Infrastructure

T Leasachadh agus Bun-structair

. 1 Service Point
Yomm S e lonad-Seirbheis
1 Exit
A-Mach
| 500mm |
| | First Floor:
1450mm Ciad Urlar:
Service Point Care and Learning
rvice Poi

Chram agus lonnsachadh
Chief Executive's Office
Oifis an Ard-Oifigair
Corporate Development
Leasachadh Corporra

lonad-Seirbheis
Registration Office
Qifis Chlaraidh

180mm

gﬂmmT
i P

| 500mm |
[ | Finance
lenmhas

Second Floor:
Darna Urlar:

Care and Learning
Ciram agus lonnsachadh

Care and Learning
Caram agus lonnsachadh

Internal door signs will keep the corporate
colours and one design for all.

Team Name in English
Team Name in Gaelic

&=

This template can be found on the intranet
with the corporate templates.

If you use sign holders like these in your
building then branded Word templates can be
created so you can reproduce the signs yourself.

Name
Job Title

Name
Job Title

Name
JobTitle

MName
JobTitle

i

You can contact the Corporate Communications
Office if you'd like a Word template made up for
this purpose.

For external signage outside council buildings
and schools, we commonly use slat signs.
Below is an example of the header and footer
slats used for this purpose.

add o

Failteachas § 4
Reception k

I The Highland
M Council
Comhairle na

Gaidhealtachd

&«

Pairceadh °
Parking Eﬁ PJE') ->
Pairceadh Comhairle
a-mhain 8m-6f Dil-Dih

Council Parking only
8am-6pm Mon-Fri

www.highland.gov.uk

There are signage specification guidance
available for staff and contracters to use.

Signage
Design specification
Design sP! s .

Please contact:

Corporate.Communications@highland.gov.uk
to obtain a copy of these booklets.
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Corporate stationery

The new corporate branding will be used across our corporate stationery range. This includes business
cards, compliment slips and letterheads. They will be printed as and when required and can be
ordered through our Internal Printer, see page 38.

ITM Highland
Council
Momha}rle na
W Guidhealtachd
Forename Surname
AW The Hightand Job Title
Council Service Name
W{)m hairle na Address line or Area name
. < Gaidhealtachd Address line
‘orename Surname
Job Title Phone: (00000) 000000 Mobile: (7000 000 000
; Email: highland.gov.uk

Service Name =

Address line or Area name Called today regardings oo

Address line

Phone: (00000 000000 Mebile: 07000 000 000 L S A S T ey,

Email: forename sumame@highland .govauk .

Web: highland.gov.uk L [

e —

AW The Highland with compliments
Council

Combhairle na

VGaidhealtachd

rate Communications Office
Chief Executive’s Office
Council HQ, Glenurguhart Road,
Inverness, Scotland V3 SHX
Phone: (01453) 702020/ 702022 Fax: (01463) 702025
Email: corporate.communications@highland gov.uk
Web: www.highland.govuk

The new corporate letterhead will be pre-printed

using the black logo. The new Word templates will AY TheHighland
also have the black logo in place to help reduce our nggdmh:::;z;;

in-office printing and photocopying in colour.

www.bit.ly/CorporateOfficeTemplates

Digital First - unnecessary paper printing should be
avoided where possible, try to use digital means.
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Accessibility
Ruigsinneachd

Text should be as accessible as possible to all audiences, following:
+ Plain English guidance - page 32

« Accessibility on websites - contact Digital Services for advice on writing for the web e.g. changing
% to percent.

Interpretation services

Introduction and summary of available services

This guide helps staff access interpreters (converting speech) and translators (converting text) to
support the needs of customers whose first language is not English.

The Highland Council aims to ensure that customers do not face barriers to accessing our information
and services. We recognise that sometimes people need information provided in different ways. One
of the ways we do this is to provide interpretation and translation services when they best meet the
needs of customers.

To ensure that everyone can access our services, we should find out whether Interpretation and/or
Translation would best meet a service user's needs and provide this service as appropriate.

It is the responsibility of staff to book and organise interpretation. It is not the responsibility of the
service user to book services, or meet costs. Staff are advised not to rely on family or friends to provide
interpretation.

Interpretation

Interpretation is the conversion of speech from one language to another. Interpreting services can be
provided over the telephone or face to face.

Interpretation costs will be met from a central budget where the following services are used.

+ Language Line for telephone interpretation services to communicate with customers over the
phone.

« Global Language Services Ltd for face-to-face interpretation services.

« Communication Support Booking Service arrange communication support services, which
includes British Sign Language interpreters, Lip-speakers, speech-to-text reporters, electronic
notetakers and Deafblind interpreters to support staff and customers who are Deaf, deafblind,
hard of hearing and deafened.
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Translation services

Translation

Translation costs are the responsibility of individual Services. A link to a list of providers is included in

Translation Services below.

The Highland Council will also meet reasonable requests to translate important documents into
different languages and other formats such as Braille, large print and audio tape.

If you have any comments or enquiries about these services please contact the Equal Opportunities

team: equal.opportunities@highland.gov.uk
phone: 01463 702094/702033.

More info at: www.bit.ly/InterpretationAndTranslations
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Use of Gaelic in council print and publications

All printed media (leaflets, posters, reports, documents, banners, signage etc.) produced by The
Highland Council which is viewed by the public should have a minimum element of Gaelic as follows:

front page title and headers bi-lingual;
for digital and printed documents, the English appears first followed by Gaelic;

where the subject matter of printed media is about Gaelic e.g. Gaelic Medium
education; and Gaelic related topics then the media would be totally bi-lingual.
In these circumstances Gaelic appears first followed by English;

for larger documents, subsequent chapter headings bi-lingual. Sub-headers don't
need to be translated;

equal status in font size, typeface, spacing must be attributed to both Gaelic and
English;

you must not use italics, brackets or reduce the width of the text to distinguish
one language from the other;

. to distinguish between English and Gaelic it is advised to use different colours of
text - providing equal emphasis is achieved in the design.

Equal status should be given to Gaelic and English in the design of publications.

For signage purposes, internal signs should have English appearing first followed by Gaelic.
For external signs the Gaelic appears first followed by English.

Exceptions to these guidelines are limited

to complex and lengthy documents such as For advice on Gaelic translation please
financial application forms. Further advice and contact:

guidance should be sought from the Council's

Gaelic Team. Jo MacDonald,

Senior Translation Officer

Email: Gaelic@highland.gov.uk .
Email: Jo.Macdonald@highland.gov.uk
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Plain English
Beurla Shoilleir

The Highland Council is committed to clearer communication and the use of Plain English.

My Online Learning

Training packages on writing in Plain English are available on My Online Learning. It is important that
all staff who write reports, letters or public documents should do Plain English training.

www.bit.ly/MyOnlineLearningLogin - search for 'Plain English'

How to write in Plain English

Try to:

use 'active' verbs (instead of 'passive’ ones);

use a good average sentence length (about 15 to 20 words);
use everyday words;

give information in a logical order;

use lists and bullet points;

think of your audience; and

be personal and polite

Be careful with grammar, punctuation and spelling. For emphasis use lower-case bold instead of block
capitals.

Try not to:

print in block capitals;
underline text;

use obliques (/);

use abbreviations;
use Latin;

use jargon; or

be vague.

For further information: www.plainenglish.co.uk
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Accessible print design pledge

We will strive to ensure that the following criteria below will be applied to all graphic design and
printed materials produced by The Highland Council.

Our default choice of:
Fonts must be non-serifed e.g. Myriad Pro, Ebrima, Calibri, Candara, Century Gothic, Arial, Swis721
or Tahoma.
The main body text type weight/font style should be normal or regular.
« Leading will be minimum single space and preferably 1.5 where possible.
Text alignment will be justified left, and set horizontally.
+  Font size will be a minimum 12 point and preferably 14 point where possible.

More ornate fonts are acceptable as headings / sub headings if approved by the Corporate
Communications Office.

In body text, we will avoid the use of:

. ltalics;
ALLCAPS;
« Underlining;
+ Hyphenated text;
Setting text over images or photos;
« Running text around right hand side of images or photos;

Running text across paper fold

And will encourage the use of:

« Bold (for emphasis e.g. in headings);
Increased font size (for emphasis);
« Generous blank spaces in form designs for filling in and generous sized tick boxes;

Clear illustrations/photos and only set text around illustrations if text is placed on the left hand
side of the illustration so that the beginnings of text lines are clearly identifiable.

Contrast:

«  Our choice of font will be a strong contrast of dark font against light background;

Or, if text is reversed out a strong simple font with high contrast against a dark background will be
used.
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Paper:

«  We will avoid glossy papers; and

« Avoid paper that is too thin and shows text through from the reverse (i.e. minimum of 90gsm
paper weight).

On all publications, where possible, we will include the phrase:

To request this information in an alternative format, e.g. large print, Braille, computer disc, audio
tape, or suitable language, please contact The Highland Council’s ...appropriate Service name,
telephone, fax, or email.

For further information see:
RNIB clear print guidelines: www.rnib.org.uk/about-rnib/web-accessibility-statement

Lighthouse International: www.lighthouse.org/accessibility

Accessible design for PowerPoint

Download the HC Corporate PowerPoint Template:
+ keep slide transitions simple and consistent;

« use font sizes 28 to 32 points, with fonts, bigger is better;

« use only one font type per slide;

« use simple fonts like Ebrima, Arial, Verdana or Tahoma. Other serif fonts like Times New Roman will
appear 'blurred’ from a distance;

« ensure the text remains readable and a high contrast to the background colour used;
« use light coloured backgrounds with dark fonts and avoid using red;

« remember colours appear much lighter when projected (so keep colour strong/dark);
« only use animations and sound effects if they are crucial to the presentation;

- use the wizards to create charts and tables.

www.bit.ly/CorporateOfficeTemplates
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Photography
Togail dhealbhan

Image library

You can use photos from our online image gallery on Flickr: www.flickr.com/photos/highlandcouncil

Please contact Corporate Communications for advice on accessing more images and how you should
use them.

Permissions for use

All photographs are subject to copyright. The copyright belongs to the photographer - we must have
permission to use their photo. Where the council has permission to use the photo, you must have
permission from Corporate Communications to use it.

You must not use photos of graphics taken from Google searches. Even free image websites have a
copyright attribution you must follow, so always check the image licence.

Photo creditation

When you do use a photograph you must add an acknowledgement either on or near the photo.
It can be small 6pt text stating what the photo is, and the photographers name, for example:

Sandwood Bay by The Highland Council

How to find a photographer

Please contact Corporate Communications for advice on commissioning a photographer.

Commissioning photographs

When commissioning photos from a photographer, please ensure you endeavour to obtain both
Landscape and Portrait photos of the same image. So it can be used for a wide variety of publications.
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Internal printing guidance
Stiuireadh airson clo-bhualadh a-staigh

Print Room at HQ
www.bit.ly/HQ-PrintRoom -Intranet

Email: printroom@highland.gov.uk

Please email all orders to the Print Room using the Print Room Booking Form (this can be downloaded
from this link above) and email it the Print Room, with as much notice as possible.

Once your form has been received you will be provided with an estimated completion date.
It is requested that Committee print dates are avoided (typically the Thursday before the meetings).

The stapling facility on the photocopying machines will only staple booklets of up to 100 pages. If you
have larger numbers of pages it is requested that your print job can be split into 2 booklets.

Committee Services and Corporate print jobs will take precedent over other print jobs.

The Print Room commonly print:

Office Documents A4 and A3
Business Cards
Compliments slips
Letterheads

Envelopes

Charging for print jobs
After you complete the booking form, and print quote will be returned to you with costs involved.

Urgent requests which require Print Room staff to work overtime to achieve your required deadline,
will incur staff overtime costs to the commissioning Service.
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External printing guidance
Stiuireadh airson clo-bhualadh a-muigh

Stop! Do you need to print?

As an efficient Carbon CLEVER Council with the aim of being 'Digital First' we should think
carefully about printing. Consider your audience and their needs before you decide to
print. On occasion to reach a particular audience printing is appropriate.

For single colour photocopying, corporate
stationery (letterheads, compliment slips,

business cards) and envelopes, see chapter
'Internal printing guidance' on page 38.

JThomson Colour Printers

The Highland Council's print contract is with J Thomson Colour Printers through Public Contracts
Scotland print framework. All printing orders should now be addressed to J Thomson Colour Printers
(with the exception of internal printing needs, as shown above). JThomson Colour Printers can
provide the full range of printing the Council requires, for example:

Leaflets Newsletters
Posters Administrative forms
Flyers Folders

Booklets Volume copying (where outwith the
capacity of the Authority’s in-house print

Reports
P room)

Bookmarks . .
Election materials

Tickets (some with carbon copy
requirements)

Merchandise (branded pens,

notepads, post-its, table cloth etc...)
Compliments slips

It should be noted that the use of this contract is mandatory and that all Service Directors have
accepted that the contract must be used unless your printing request either cannot be supplied by
JThomson Colour Printers, or the printing request cannot be processed within the required time
period. Checks will be made through the Council's financial systems to ensure that the Council’s
preferred supplier, J Thomson Colour Printers, is being used.
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The main point of contact for J Thomson Colour Printers is:

Hazel Still,
Account Manager,

Phone: 01463 861429
Fax: 01463 862408
Mobile: 07887 522127

Email: hstill@jtcp.co.uk

JThomson Colour Printers, 1st Floor East, Findhorn House, Dochfour Business Centre,
Dochgarroch, Inverness IV3 8GY www.jtcp.co.uk

Before you print

Anyone considering producing print for The Highland Council should ensure they implement the
Council's requirements before sending items to print:

Correct usage of The Highland Council Logo (see logo guidelines on page 6);

The inclusion of Gaelic in ALL Highland Council publications under the
Council’s commitments in the Gaelic Language Plan and Gaelic Language
Act 2005 (see Use of Gaelic on page 30); and

Accessibility of the printed materials and the Council’'s commitments under
the Equalities Act 2010 (see Plain English on page 32).

JThomson Colour Printers are aware of the Council's corporate requirements and will monitor
requested print jobs to ensure they comply with these. Where print requests do not comply,
JThomson Colour Printers will alert the Council’s Corporate Communications Office.

The Corporate Communications Office shall investigate such occurrences and no artwork reported to
them shall be printed until the Corporate Communications Office has given their approval either to
the original artwork, or to amended artwork.

The Highland Council’s Corporate Communications Office can provide advice on the above, and
can also provide a proof reading service; and graphic design service - where possible - for Council
publications. For further information and advice please contact:

Corporate.Communications@highland.gov.uk
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How do | place an order with J Thomson Colour Printers?

Order Print Quote

Create artwork

Raise Purchase
Order order

Requests for printing
quotations shall be made
by Council staff using the
Print Quotation Request
Form as and when new
print work is required.

Send your completed form
to one of the contacts
above. Named sales staff
from the J Thomson Colour
Printers shall be the first
point of contact for such
prices. The sales staff can
also give specialist help
and advice in guiding Staff
members through their
request.

Once a Printing Quotation
request has been received,
it shall either be agreed

or rejected by the Staff
member. Rejection shall
generally only take place
if the price is beyond the
Staff member’s available
budget.

If you're working with
the Graphic Design
Service, they will discuss
the project with you and
obtain a print quote for
you.

See page 48 on how to use

the Graphic Design Service.

When creating artwork you
must ensure you:

- use the council's
corporate colours;

« use the Council's logo
correctly;

« include Gaelic as
appropriate;

. follow the council's
accessibility guidance;

« check your final artwork
still correctly follows
what you've asked for in
the print quote.

For help and advice,
contact the Corporate
Comunications Office.

If you're working with the
Graphic Design Service,
they will create the artwork
for you and follow the
Council's design rules.

They will keep you
informed on progress,
send you PDF drafts of the
job and ask you to approve
a final draft before it goes
to print.

Once staff have agreed
the cost on the print
quotation from J Thomson
Colour Printers, all staff
must raise a purchase
order via the CiA Finance
System. J Thomson Colour
Printers will not accept an
order placed by any other
method.

JThomson Colour Printers
will not proceed to print
without the purchase order
in place. Please bear this in
mind if you have a specific
deadline date you need to
make.

You can email Business
Support Admin the print
quote (stating the quantity
you want to print, and
delivery address) and your
budget code and they will
raise the purchase order
for you.

It is your responsibility to
clearly state if the delivery
address is different from
the invoice address. Check
that the purchase order
reflects this.

If you're working with the
Graphic Design Service,
they cannot raise the
purchase order for you.
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Artwork to printer

Staff can deliver artwork to
JThomson Colour Printers
for print in the following
ways:

+ by Email (for small sized
jobs only);

+ by FTP upload.

« larger files can be sent to
JThomson through

www.wetransfer.com

Digital versions of the
artwork are needed for
printing. A print out of the
artwork will not be of high
enough quality.

Note

The copyright on all
artwork given to
JThomson Colour Printers
for printing shall remain
the property of The
Highland Council.

If you're working with the
Graphic Design Service,
they will give the artwork
to JThomson Colour
Printers for you, via FTP
upload.

The Graphic Design Service
will also keep a digital copy

of your artwork on file for
future use.

—>

Printer Proof

On receipt of the artwork,
JThomson Colour Printers
will supply you with full
colour proofs as a PDF via
email.

It is staff responsibility

to proof read the printer
proof thoroughly and
clearly annotate any
changes/mark-ups on the
proofs.

A Proof Approval email
shall be submitted along
with the proof. You must
reply confirming any
required changes or
approval to print.

Note

Any errors that appear
after the job has been
printed shall be compared
with the submitted proof.
Any reprints shall be
decided on a case by case
basis in discussion with the
staff member.

The Graphic Design Service
can help you if you need to
mark-up any changes on
the proof. However they
cannot sign off the Proof
Approval email for you.

—>

Delivery

Any requested prices shall
include for the delivery of
the completed print job
to one specified address
within the Council Area.
This specified address and
any additional addresses
shall be notified to
JThomson Colour Printers
when requesting a print
quotation.

Deliveries to Highland
Council premises shall be
made within normal hours
i.e. on Mondays to Fridays
between 9am and 5pm for
offices and between 9am
and 3.30pm for schools
(during term times).

If there is an issue with the
delivery please contact
Hazel Still:

hstill@jtcp.co.uk
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Additional information

Archive

Every print job shall be given a job number by the J Thomson Colour Printers, and the job number
shall appear on all correspondence and shall also appear, in 6 point font, on a discreet part of the
publication (excluding stationery and any other specific item as requested by the Staff member).

With the exception of stationery, the Council would generally allow J Thomson Colour Printers to put
the words ‘printed by J Thomson Colour Printers’in 6 point font on a discreet part of the publication if
agreeable with the staff member on each print job.

FSC accreditation ©

The Forest Stewardship Council (FSC) is an international not-for-profit organization
established to promote the responsible management of the world’s forests.

FSCis a certification system that provides internationally recognized standard-
setting, trademark assurance and accreditation to companies, organisations, and E SC
communities interested in responsible forestry.

Use of the FSC logo is intended to signify that the product comes from responsible sources —
environmentally appropriate, socially beneficial and economically viable. The FSC label is used on a
wide range of timber and non-timber products from paper and furniture to medicine and jewellery.

JThomson Colour Printers are proud to be FSC certified and are happy to print their FSC logo on your
publication to show the paper they use to print is from a sustainable source.

Please speak to J Thomson Colour Printer's sales staff about adding the logo when you request your
print quote.

VAT rules on printing

Information about VAT rules on printing is available from HM Revenue & Customs:
www.bit.ly/GOVuk-ZeroRated VAT

It includes advice on general information about what can be Zero rated for VAT, and the VAT liability of
specific items.

For further information or clarification on VAT please email: vatteam@highland.gov.uk
or phone: 01463 702420.
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Media
Meadhanan

Please contact Corporate Communications for advice on media releases and social media.

corporate.communications@highland.gov.uk

Media releases

How we present press releases.

&= News Release " &

airle na
Vﬁaidhealtachd Glenurquhart Road, Inverness IV3 5NX
Tel: 01463 702020 www.highland.gov.uk

Social media
Facebook, Twitter, Flickr, Instagram, YouTube and TikTok.

facebook

The Highland
Council
Comhairle na
Gaidhealtachd

The Highland
Council
ghighlanacouncil
Home
About shliks g Share  # SuggestEdits - Contact Us © Send Meszage
Phatos
Vigeas Photos. Community S ol
Events Clerec el b s ‘E e 28,077 peopla ke this
Pate “ = A 11,454 peaple folow this
Garden Waste Collection Service [[INGG__
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The Graphic Design Service is first and foremost for the production of corporate publications and Chief
Executive priorities.

This service, which is provided by one Graphic Designer is available to other Council Services for
service design needs free of charge - providing the current work load allows. Where Service projects
have external funding or grant aid designs charges will apply.

If our Graphic Designer cannot help you due to level of commitments we can provide advice on
tailoring your designs to Highland Council corporate standards and direct council staff to
the Council's Corporate Print Contract.

In the first instance any enquiries about new design jobs should be raised with:
Corporate.Communications@highland.gov.uk

Helpful hints
All design work carried out by the Graphic Designer will consider:

Branding guidelines

The Council’s Logo Guidelines and how to use the corporate branding i.e. the logo must
be applied to all printed and published materials, and should be used to brand and help
promote projects, products and services.

Accessibility
The Corporate Communications Office "Accessible print design pledge" (see page 33)
i.e. we will try to ensure that all publications are accessible to all through our designs.

Plain English guidance
Staff are required to follow Plain English guidance. Please contact Corporate
Communications for Plain English proof reading.

Target audience

Before commissioning design work clients need to fully consider their end product.

Do you require:

+ printed document only;

« multiple copies;

- a PDF file to upload to the intranet/internet;

« output in alternative formats e.g. large print etc - as all these have implications on
design time and the way in which each job is approached by the designers.

Design brief

Although the graphic designers can give advice on design proposals — it is the responsibility
of the client to provide as detailed a brief as possible to guide the designers as to what is
needed.




Branding Guidelines
Stiuiridhean comharrachaidh

Design content

All text and artwork provided to the designers must be final copy, and if supplied in WORD
any tracking changes must be finalised and switched off before supplying to the designers.
Final text supplied must be signed off by your appropriate line manager before design work
commences — as any major changes to text resulting in an extension to the design schedule
could set back or miss print deadlines.

Last minute changes

As the designers are working in specialist software - any WORD documents supplied are
imported and re-formatted. Where changes to the original text take place during the design
process it is the client's responsibility to update their original WORD document accordingly
if they wish to retain their own version in WORD. The client must also highlight the changes
made for the designer to update the designed version.

Final proofs

All clients will be provided with a proof of final artwork — it is the client’s responsibility to
check and proof read the whole document and sign off the design proofs ready for printing
or publishing. The graphic design team will not sign off final proofs as this is the final
opportunity for the client to check their artwork. Delay or failure to sign a proof could mean
missing your deadline.

Budget
Identification of your budget from the outset is extremely helpful in tailoring design and
printing needs to suit each pocket.

Scale of charges
Graphic Design is free-of-charge for internal council services. Exceptions to this are:

« where Services have secured external funding for projects these should be identified to the
Corporate Communications Office.

where Services require design for a Partnership project with external partners then design will be
charged proportionately among the number of partners.
The Council Service will be charged the overall design fee.

Graphic Design for non-council, external organisations.

work that is commenced and then aborted will incur charges.

all print and productions costs are charged at cost.

Council services must provide a full budget code before work will commence.

Graphic design request form

To request Graphic Design Services, please see how by using the form on the Intranet under the
'‘Corporate Communications Office' page:

www.bit.ly/THC-GraphicDesignService
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