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A guide to our services for  
self-catering holiday cottages.  



 2 

 

sales@ihcottages.com            www.ihcottages.com              01478 612 123                      

Islands & Highlands Cottages, Bridge Road, Portree, Isle of Skye, IV51 9ER  

Islands & Highlands Cottages is the only locally based and operated holiday cottage rental agency on the Isle of Skye. 

With our office located in Portree, we are able to provide a face to face service to many of our customers.            

Specialising in the Islands and Highlands means we are able to maintain a great cottage base within a reasonable 

locale. Having over 80 cottages in the area we are able to provide customers with choice but without taking them 

out of their preferred location. Together with our local knowledge we provide a service that is informed and honest 

to both our customers and holiday owners.  

In 2014, Scotland saw 12.5 m domestic holidays as well as 2.9 m incoming international holidays* leading to tourism 

being a keystone of the economy.  The Islands & Highlands of Scotland are a favourite tourist destination for visitors 

from all corners of the world and is one of the leading destinations in Scotland for both domestic and international 

visitors with 22% of all visitors to Scotland staying at least overnight in the area. Customers return year after year to 

enjoy this area which bursts with natural beauty and historical landmarks, has some of the finest restaurants and 

plenty of local craft studios for rainy days. The Isle of Skye, Raasay and Lochalsh has something for everyone and is 

the perfect place for holiday cottage rentals. 

Islands & Highlands Cottages pride themselves on offering a tailored service to our property owners. From our first 

visit to assess your property and requirements, our aim is to achieve the maximum number of bookings as smoothly 

and as efficiently as possible. We are always able to provide help and advice, addressing any queries that may arise. 

* figures obtained from VisitScotland.org. 

Our Service to You 
Local Knowledge 

Living, working and socialising in the local area gives Islands & Highlands Cottages a unique advantage. Holiday  

makers are able to receive informed and accurate answers to any questions they may have. Our facebook page, 

www.facebook.com/IHCottages, is updated not only with information regarding our cottages and special offers but 

also with photographs of local places, attractions and upcoming events. 

Experienced Marketing 

To ensure that our marketing is as successful as possible, we monitor its effectiveness on a weekly, monthly and 

annual basis. The majority of our bookings are secured via the internet and so this is where we concentrate the  

largest slice of our marketing budget. This ensures that we appear near the top of the major search engines which 

drives traffic to our website. In conjunction with this, Islands & Highlands Cottages advertise on third party           

accommodation websites to increase the audience viewing the cottages available. Our market strategy ensures that 

our advertising reaches and impacts upon the widest audience to maximise the letting potential of your property. 

Website 

Re-designed and launched in 2015, our website www.ihcottages.com is proving to be a huge success. With           

customers able to search and book short breaks online as well as longer stays, the process is quicker than ever    

before creating an easy and smooth experience for the customer. Each property is displayed to the best of our    

ability with plenty of photographs, key features highlighted and an accurate description of the cottage.  

Most new properties can be added to the website and made available for booking within 36 hours of our visit.  

Welcome to Islands & Highlands Cottages 
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Managing your Bookings 

Islands & Highlands Cottages use SuperControl for the booking system which is integrated into our website. An    

advantage of this system is that we are able to provide Owners will their own login details so they can view their 

availability calendars in detail. Not only can you see accurate availability but you can open the bookings, see the 

financial information and any notes that have been made against the booking. Any bookings that you take through 

other means or for your own use, can be booked directly in to the system. There is also a more limited version that 

can be given to housekeepers / cleaners to use. This means you have the most up-to-date information at all times. 

Bookings and Payments 

Islands & Highlands Cottages handle all enquiries, bookings and payments made through our agency on your behalf. 

When a new booking is made, notifications are sent to you and your housekeeper / cleaner / caretaker. This is     

usually by email but can also be backed up by a telephone call and / or a letter as well if required. All bookings are 

confirmed as soon as payment to Islands & Highlands Cottages has been received. All confirmed bookings must be 

honoured by everyone involved. 

At the time of booking a 25% deposit is paid by the customer along with a booking fee of £24. The remaining        

balance is then due 10 weeks before the arrival date. This also means that any booking taken within 10 weeks of 

arrival is paid in full at the time of booking. On taking the deposit and balance payments, these sums are paid into 

your bank account on or before the 20th day of the following month. As full balance payments are taken so far in 

advance you will normally receive all monies due to you at least 4 weeks prior to the holidaymakers arrival, with 

exceptions for last minute bookings. 

Each Owner is issued a monthly statement showing the breakdown of rental payments together with a remittance 

for the sums then due to you. 

Property Management 

As Islands & Highlands Cottages is based on the Isle of Skye, we can act on behalf of owners to help ensure the 

smooth running of your holiday cottage; not only helping to resolve any issues that may arise but also trying to    

prevent them from happening. We can provide additional services if required such as monthly property checks   

during the winter season, obtaining quotes from contractors for repair work and replacing any items that break. 

 

The next steps ... 

Our different services and the costs involved are listed overleaf so please read through and see which would suit 

you best and we can then tailor our services to your needs. 

Our Agency Conditions are also included and should be read thoroughly. Once you are happy to take up our         

services, please return a signed copy of the Agency Conditions for our records. On receipt we will forward a copy of 

our Owners Guide to help you through the process and we will arrange to view the property and discuss everything 

further. 

Islands & Highlands Cottages would be delighted to work with you in marketing your property and we look forward 

to hearing from you soon!  
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Islands & Highlands Cottages advertise and manage each holiday home or long let property differently depending 
on what that particular property requires. Working together we are able to tailor our service to suit individual 
needs. To give an idea of what can be included: 

 

Holiday Let Agency Commission on holiday bookings: 15% of rental plus VAT 

 Visiting the holiday cottage to take photographs and accurate details for marketing purposes. 

 Advertising the holiday cottage on Islands & Highlands website and marketing it through other suitable      
media. 

 Providing owners with an Owner Login for the booking system so owners can see booking details and manage 
all bookings easily. 

 Providing housekeepers/cleaners with a more limited Housekeeper Login for the booking system so they can 
see the basic booking details and keep on top of changeovers required. 

 Answering all customer enquiries and providing accurate information to try to ensure they book the right 
cottage to suit their needs. 

 Offering customers a variety of payment methods to suit them including credit / debit card, PayPal, BACS 
transfers, international bank transfers and by cheque.  

 Accepting bookings online, over the phone and in person.  

 Acting as a contact point for customers whilst they are on holiday with our office open 7 days a week. (Please 
see our website for up to date opening times.) 

 Providing additional information where possible to owners. 

 Mediating customer complaints so that the best possible outcome is attained by all parties involved. 

 

Holiday Lets Monthly Management Fee: from £75.00 plus VAT depending on requirements.  

(Please note: to receive these rates, Islands & Highlands Cottages must be able to accept bookings for the property 
that is to be managed.) 

 Managing your housekeepers and any cleaning issues that arise. 

 Managing maintenance of the property, arranging repairs and / or maintenance as required. 

 Agreeing a set allowance to cover for emergency repairs or purchases and deducting all invoices and receipts 
from the monthly statements, copies of which are forwarded on to the owner for their records.  

 Ensuring contracts are in place for utilities, to help keep them operational.  

 Preparing properties for cold weather with monthly winter checks. 

 Preparing properties for the new season, ensuring everything is operational. 

 

All aspects of property management will be discussed with the owner to ensure that they receive the service they 
require. A separate contract will be drawn up, in addition to the Agency Conditions, which will state the agreed 
terms and responsibilities of each party along the appropriate monthly management fee. 

 

Additional Services for Owners and Landlords 

 PAT Testing - £150 plus VAT per visit. 

 

Our Services 
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CONTRACT 

 for  

ADVERTISEMENT 

and  

AUTHORITY TO LET OF PROPERTY 

between 

Islands & Highlands Cottages Ltd (Company No SCO 391969) having its Registered Office at Bridge Road, Portree, 
Isle of Skye, IV51 9ER (the agents) 

and 

________________________________________________________________ (property owner) residing at  

 

___________________________________________________________________________ (home address)  

 

It is agreed between the agent and the property owner as follows: 

 This contract shall commence on _________________________ and shall continue until either party gives 
the other party a minimum of three month’s written notice of termination or either party is in material 
breach of the contract. 

 The agent reserves the right at all times to decline or discontinue to let a property which in the agent’s opin-
ion does not continue to satisfy reasonable standards. 

 All correspondence to the agent should be by email to sales@ihcottages.com or by post to Islands & High-
lands Cottages, Bridge Road, Portree, Isle of Skye, IV51 9ER. Contact can be made by telephone on 01478 612 
123, however all calls must be confirmed in writing. All enquiries will be replied to within 24 hours of receipt. 
Emails are the preferred method of communication. 

 All correspondence to the property owner will be made in accordance with the details given to the agent in 
writing. Telephone calls will be followed up by email or letter if required. If contact details for the property 
owner or housekeeper change, it is the property owner’s responsibility to inform the agent of the updated 
details. 

 The property to be advertised and let as a holiday home by the agent is _______________________  

 

            ____________________________________________________________ (rental property address). 

 The agent’s commission will be 15% of each booking plus VAT. The commission will be deducted and shown 
on the monthly statement. The remainder of which will be paid to the property owner’s bank account. The 
amount of commission taken will be reviewed on an annual basis by the agent. 

 

mailto:sales@ihcottages.com
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 The agent will provide the following services: 

 Visit the property at commencement of the agreement and take details for advertising the property. 

 Advertise the property for let on the agent’s website, www.ihcottages.com, and through third party 
websites. 

 provide all customer communication from the initial customer enquiry to completing the holiday  
booking. 

 Receive all customer payments for each booking. A booking is only confirmed once the deposit has 
been paid by the customer. The agent does not guarantee payment of the final balance by the         
customer after the deposit has been received.  

 Provide the property owner and housekeeper / caretaker with bookings details at the time the booking 
is made. 

 Provide customer and owner support during the customer’s holiday. The agent will act on behalf of the 
property owner in emergency situations and organise minor repairs and / or replacement goods of 
equal to or less than £________. Whilst the agent will always endeavour to contact the property    
owners before repairs or replacement of goods are carried out, if they are unable to reach the       
property owner, they will ensure that the property remains at a standard that allows the holiday to 
continue at the premises by making all necessary arrangements. 

 Relate all customer feedback to the property owner. If a complaint is made, the agents will act as    
mediator to resolve the situation. 

 To ensure standards are maintained, inspections of the property shall be arranged periodically. 

 

 The property owner understands and accepts that the following are his responsibility and evidence of com-
pliance will be produced to the agent: 

 Ensure the property and contents are covered by a comprehensive Buildings and Contents insurance 
policy appropriate for a holiday rental property.  

 Ensure the property is covered by  public liability insurance for no less than £5,000,000. 

 Provide identity documents and proof of ownership of the property. Provide evidence the mortgage 
company (if any) consents to the letting of the property.  

 Ensure the property meets Repairing Standards and Fire Safety Standards with working smoke, heat 
and CO detectors, fire extinguishers and blankets present and all soft furnishings comply with Fire and 
Furnishings (Fire Safety) Regulations. 

 Ensure all manuals for all appliances are left in the property and all appliances are in full working order.  

 Provide all necessary documentation including PAT Testing, EICR, EPC Certificate, Gas Certificate, Boiler 
Service Certificate and Legionnaires Risk Assessment. If necessary, the agent is able to perform certain 
checks and provide certificates.  

 Maintain the property to at least the standard as at the date of the agent’s inspection and ensure it 
meets all current legislation. 

 Invoices for all emergency repairs and / or replacement goods will be raised separately by the agent 
and must be paid within 28 days by BACS payment to Islands & Highlands Cottages Ltd, Sort Code 80 09 
47 Account No 10003267 quoting the unique invoice reference number. 

 All bookings taken by the agent must be honoured. The property owner is obliged to ensure the prop-
erty is available for all confirmed bookings. Therefore the property owner cannot sell the property and 
give vacant possession until all bookings have been completed. The property owner must advise their 
estate agency and conveyancing solicitor of these obligations in the event of a sale of the property. 

 Act as a point of contact for customers along with the housekeeper or caretaker. If an issue or com-
plaint arises at the property, the property owner must ensure they are resolved swiftly. Please refer to 

http://www.ihcottages.com
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the customer’s Booking Terms & Conditions and the agent’s property owner guide for guidelines to 
dealing with complaints and compensation requests. 

 Any dates where the property is required for personal use must be reserved in advance and can only 
be made if the property is available. 

 If for any reason the property is withdrawn or otherwise made unavailable following the commence-
ment of this contract, the property owner must reimburse the agent in full for all costs incurred by 
the agent including loss of commission. The agent will be entitled to reimbursement of any addition-
al costs incurred in transferring bookings to other properties. 

 If a property is withdrawn within the first year of this agreement, the property owner will pay the 
agent a cancellation fee of £250.00 plus VAT. 

 
 The agent will be provided with a minimum of 2 sets of keys; one set for the customer, usually kept at the 

property, and one set to be held at the agent’s office, to be used for access to the property in emergency sit-
uations, for periodic inspections and for repairs to be carried out.  

 Any complaints should be made in writing to either sales@ihcottages.com or Islands & Highlands Cottages, 
Bridge Road, Portree, Isle of Skye, IV51 9ER. The agent will reply within three working days to all correspond-
ence. A full review will commence immediately, the outcome of which will be made available to the property 
owner.  

 The agent will not act as an agent if there is a conflict of interest in doing so. 

 The agent is a member of the Association of Scottish Self-Caters and adheres to their codes of practice which 
can be found on their website www.assc.co.uk or by contacting them by email to administrator@assc.co.uk 
or calling 01462 894 483. 

 In accordance with the Consumer Contract (Information, Cancellation and Additional Charges) Regulations 
2013, if the documents are signed outwith the agent’s office at the aforementioned address, there follows a 
14 day cooling off period during which the property owner is entitled to cancel the contract without giving a 
reason. If the property owner has already instructed the agent’s to commence offering the service prior to 
cancellation, the property owner is liable to pay the agent’s reasonable costs. IN WITNESS WHEREOF this 
page and the two preceding pages are signed as follows: 

 
 
 
____________________________________________                              _____ ________________________________________  

Signature of Witness                Islands & Highlands Cottages Authorised Signatory 

 

 

____________________________________________   

Full Name of Witness (PRINT)    

 

_____________________________________________                           ______________________________________________  

                                                Date of Signing 

_____________________________________________ 

 

_____________________________________________  

 

_____________________________________________                            ______________________________________________  

Address of Witness                                              Place of Signing 

mailto:sales@ihcottages.com
http://www.assc.co.uk
mailto:administrator@assc.co.uk
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____________________________________________                              _____ ________________________________________  

Signature of Witness                Property Owner’s Signature 

 

 

____________________________________________   

Full Name of Witness (PRINT)    

 

_____________________________________________                           ______________________________________________  

                                                Date of Signing 

_____________________________________________ 

 

_____________________________________________  

 

_____________________________________________                            ______________________________________________  

Address of Witness                                              Place of Signing 

 

 
 

 
By signing this contract you are appointing Islands & Highlands Cottages to act on your behalf for advertisement 
and have granted them Authority to Let of Property.   


