
A helpful guide 
for tenants   
General note: This document is intended to provide 
guidance only and does not change, alter or supersede 
any tenancy agreements or terms and conditions.

Residential Lettings



The company was first formed in 1990 by the late Henry Adams and it has 
grown rapidly since its inception, offering a wide range of property related 
services, across a large area. 

The lettings division has seen rapid growth in its portfolio, and is continuing 
to expand. With the population becoming ever more transient, many 
professional people and families see renting as a more flexible and viable 
option, which does not involve tying up vital capital. Tenants moving from 
one part of the country to another, due to short term work contracts, will 
often let their own property whilst renting themselves.

The significant changes in legislation over the years have meant that 
landlords can let their properties in the knowledge that they will be able to 
obtain possession at the end of the tenancy.

With a growing population and with the influx of workers from Europe and 
all over the world, we envisage the lettings sector continuing to expand 
significantly.
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property management

Welcome to 
Henry Adams
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The South of England has an immense diversity of character, with 
bustling market towns, picturesque villages and a terrific stretch of 
coastline. The South Downs National Park, stretching across Sussex  
into Hampshire, provides a stunning backdrop to many of the 
properties we let as well as some wonderful walks, while the Sussex 
Weald (to the north of the Downs) is renowned for its patchwork 
landscape of agricultural land interspersed with extensive woodland.
There is plenty to discover here. Water sports are a popular pastime, from sailing at Chichester Harbour to kite 
surfing, as are trips to the many beaches including sandy West Wittering. Heading inland you’ll find great riding 
country, whether you prefer polo, a ride out on the Downs or watching the winner romp home at  
Glorious Goodwood. Market towns including Horsham, Haslemere, Emsworth and Worthing provide excellent 
shopping and a host of other amenities, as does the beautiful city of Chichester with its famous Cathedral.

Schools are a very personal choice, but here in the south you’ll find some outstanding primary and secondary 
schools and an excellent selection in the independent sector.

Access to London or the south coast is easy with trains connecting with London Victoria and Waterloo at frequent 
intervals. Road links are served by the A3, the A23 (which also leads straight to Gatwick Airport), the A24 and, 
along the coast, the A27.

The famous Goodwood Revival and Goodwood Festival of Speed are held every year at Goodwood House. 
There are many other stately homes to visit in the area including Petworth, Parham and Uppark, and Arundel 
Castle which stands majestically overlooking the South Downs. Locals can take their pick of art galleries, 

theatres and restaurants of all types.

Homes are as varied as the scenery with barn conversions and pretty cottages nestled down country 
lanes, historic homes in town centre conservation areas and stylish apartments with the latest 

environmental features.

As an ARLA letting agent with offices in West Sussex, Surrey and Hampshire,  
you can be confident that the staff at Henry Adams are knowledgeable 

about the geographic area they work in as well as all aspects of 
residential lettings.

I’ve found a property I would like 
to rent, what should I do next?
Once you have seen the property you wish to rent, 
please contact us immediately and we will submit your 
offer details to the landlord.

If your offer is accepted you will then be required to pay 
a non-refundable agency administration/referencing 
fee (please see Tenant Terms & Conditions for full 
details) which reserves the property for you subject to a 
satisfactory completion of the referencing process and 
necessary credit checks and signing the contract. 

In addition to completing and submitting the Reference 
Forms, you will also be required to read, sign and return 
the Henry Adams Lettings Terms and Conditions of 
Business form.

We also need to see photo identification (e.g., a 
passport or driving licence) for each tenant over the 
age of 18 who will be living at the property in addition 
to proof of their current residency/address (e.g. a bank 
statement or utility bill).

We are not able to start the referencing process until we 
have all the referencing forms, terms and conditions of 
business, photo identification and proof of residency 
completed/signed and returned for all tenants, along 
with the agency administration fee.

Please note: Properties are taken ‘as seen’ and 
therefore applicants should not assume that any works 
or improvements or changes will take place unless 
specifically agreed in writing with the  

landlord/agent.

What happens after successful 
completion of the referencing 
process?
Once the referencing process has been completed 
satisfactorily we will contact you to reaffirm all the 
tenancy details including when any outstanding monies 
are due and start preparing the tenancy agreement.

When do I pay the initial monies?

All outstanding monies are due immediately upon 
completion of the referencing process. 

In most cases, these can be broken down as follows:

 u	 Initial rent (usually the first month’s rent)

 u	 	Deposit (usually either six weeks or a month  
and a half’s rent)

 u	 Tenant Check In Fee (if applicable)

What are the payment methods?
All initial rent and deposit monies must be paid  
by either:

 u	 BACS transfer (providing there is sufficient time)

 u	 Building society cheque 

 u	 Bankers draft (payable to Henry Adams) 

 u	 	By credit/debit card (the preferred option if 
available). However please note a 3% surcharge 
applies on credit card payments. There is no 

surcharge for debit card payments.

What happens to my deposit?
Please note: Where a Landlord agrees 
to the Tenant keeping a pet, additional 
deposit monies may be required.

If your Security Deposit is being protected by Henry 
Adams it will be held in accordance with the 
necessary deposit protection legislation and we will 
forward you confirmation that your deposit has been 
registered with a required scheme shortly after your 
tenancy has commenced.

If your Security Deposit is being protected by the 
landlord you will receive separate notification from  
the relevant protection scheme and the landlord.

Any interest accruing on deposit monies held will be 
retained by Henry Adams or the landlord and go 
towards covering the administration costs of protecting 
the deposit.
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rest assure that client 
money is fully 
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When do I sign the Tenancy 
Agreement?
Subject to satisfactory references and the landlord’s 
agreement we will draft a Tenancy Agreement 
between both parties and send you a copy for your 
approval and signature. All adult occupants of the 
property are required to sign the original Tenancy 
Agreement upon satisfactory completion of the 
referencing process, including guarantors if applicable. 
Tenants will then be jointly and severally liable for all 
aspects of the Tenancy Agreement. This means that all 
tenants are responsible for all obligations. Keys cannot 
be released for a property until ALL named tenants 

have signed the Tenancy Agreement.

What are the Inventory and 
Check In procedures?
The Inventory and Check In procedures are usually 
carried out on the day the tenancy commences, 
regardless of whether occupation takes place at the 
same time. 

Once the Check In is completed, the tenant will be 
asked to sign a Schedule of Condition which will contain 
a general description of the property, its rooms and 
contents and include any notes made against each 

line item regarding its condition during the Check In.

Who pays for the Inventory and 
Schedule of Condition?
It is usual for the landlord to pay for the preparation of 
the Inventory and the Schedule of Condition as well as 
for the Check Out at the end of the tenancy. 

The tenant is required to pay for the Check In for  

the tenancy.

What is an Inventory, Schedule of 
Condition and Check In for?
The purpose of the Inventory, Schedule of Condition 
and Check In is to accurately record the state and 
condition of the property and its contents when you 
took responsibility for the tenancy.

A copy of the signed Inventory and Check In 
documents will be sent to you shortly after the tenancy 
has commenced. Should you subsequently find 
anything to be other than as stated you should notify 
the person managing your property, in writing, within 

the first week of the tenancy.

What happens at the end of the 
tenancy?
At the end of the tenancy an Inventory Clerk will attend 
the property with the original Inventory and Check In 
documentation containing all the notations made at 
the Check In. The Inventory Clerk will then go through 
all the items and rooms listed in the Inventory and make 
a note of any difference or areas of concern found.

Whilst the Inventory Clerk will make a note of any 
comments that you may make during this procedure, 
they will not enter into any formal discussion as to your 
responsibility. It is in your best interest to ensure that 
the property is left in the same condition as when the 
tenancy started as you will be liable for any damage 
or areas which are deemed beyond normal wear and 
tear. This includes outside areas, gardens, pathways 
and patios etc. 

The Inventory Clerk will prepare a Check Out Report 
and we will in turn send a copy to you and a copy to 
your landlord. You  must liaise with us or your landlord 
(depending on the service provided) concerning the 
cost of any dilapidations indicated, what proportion 
of that cost is your responsibility and what proportion is 
classified as fair wear and tear and therefore allowable 
under the terms of the Tenancy Agreement.

Where we hold the deposit as stakeholders, once 
we have received written instructions from both the 
landlord and tenant agreeing to the apportionment of 
the deposit we can allocate the funds. The proportion 
due back to you will usually be paid directly into your 
bank account.

If the deposit is held by the landlord, or another party, 
you will need to liaise with them directly with regard to 
the return of the deposit.

Who informs the utility providers at 
the start and end of the tenancy?
As a tenant you will usually be responsible for all utility 
bills including water rates, sewerage, electricity, gas, oil 
and council tax (unless advised otherwise). 

For Fully Managed and Rent Collection tenancies, 
Henry Adams will be responsible for taking meter 
readings and informing the aforementioned utility 
providers of the tenancy starting and ending. 

For Tenant Introduction tenancies, it will be your 
responsibility to inform utility companies at the 
commencement of the tenancy.

A tenant is responsible for arranging and paying 
any telephone costs and paying for any TV/satellite/
broadband or other such services at the property. 
However you should seek written confirmation from 
the agent/landlord if you need to make any minor 
alterations or additions to the property for such services 
to be provided.

Can I change utility providers 
once I have moved into the 
property?
In most cases your landlord is likely to be happy for you 
to change utility providers. However, you should notify 

us of your intention to do this.

Do I need Tenants Contents 
Insurance?
You might be surprised to know that your landlord 
cannot be responsible for insuring your possessions and 
that you could even be liable for any damage you 
cause to your landlord’s goods.

We strongly recommend that all new tenants have 
adequate Tenants Contents Cover in place prior to the 
tenancy commencing. Henry Adams can put you in 
contact with a company that deals solely with Tenant 
and Landlord insurance policies if required. Please ask 

us for more details.



We are 
members 

of the Property 
Ombudsman meaning 

landlords and tenants have 
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should it be 
needed

If you intend to leave the property for any 
appreciable time (two weeks or longer) during 
the tenancy you must advise the managing agent/ 
landlord and make arrangements for the property to be 
checked on a regular basis by a family member or friend so as not 
to invalidate the landlord’s insurance policy. You might like to leave 
a contact address or telephone number for the person doing the 
checks with Henry Adams in case of an emergency.
As a tenant you are responsible for the care of the property and its fixtures and fittings throughout your tenancy, 
from the first day to the last. Should any problems or maintenance issues come to your attention you have a duty 
to advise the landlord/managing agent immediately. In most cases the tenant is responsible for any minor repairs, 
such as changing fuses, light bulbs and blocked drains. The tenant is also responsible for broken windows if the 
tenant has caused the breakage.

Condensation?
Condensation often occurs on cold surfaces such as windows, floors and walls. It can damage the décor and floor 
coverings, clothes and bedding and can cause bad odours and mould on the walls and ceilings. 

New buildings often take a long time before they are fully dried out and may need extra heat and ventilation. 
Intermittent heating causes condensation to gather as the air and surfaces cool.

Extractor fans, when fitted, should be used whenever water vapour is being produced, i.e. when cooking, washing 
clothes, showering and bathing. Doors and windows should be kept closed when using the fan and it should be 
left running until any mist clears from the windows. Tumble dryers (other than condensing types) for laundry should 
have the moist air ducted outside.

To help minimise and control condensation you must do the following:

 u	 Keep all rooms warm and dry from the elements.

 u	 Ventilate rooms with extractor fans (if fitted) and open windows regularly, even in the winter.

 u	 Try to keep an even temperature throughout the property.

 u	 Keep internal doors closed when cooking, washing, showering and bathing.

 u	 Do not openly dry clothes in the property.

 u	 	Keep the bathroom door closed when showering and bathing, and use the extractor fan at all times  
(if fitted).

 u	 Keep some heating on at all times during cold weather.

 u	 Remember that warmth and ventilation help prevent condensation.

Caring for 
your property

Cold weather 
precautions
It is essential that every precaution is taken to avoid cold weather damage 
and burst pipes during cold weather and it is the tenant’s responsibility to ensure 
these basic steps are followed:

If you leave a property vacant and/or have rooms or buildings which are cold/exposed and they 
contain water services pipes or plumbing then you must leave the heating on at an adequate level to 
maintain a warm room temperature.

Do not underestimate the damage that could be result from a severe cold spell. We must stress that you are 
responsible for taking these precautions throughout your tenancy and if repair costs arise as a result of the tenant’s 
failure to take proper precautions then the landlord will not be expected to pay for reinstatement and repairs – 

nor, possibly, will the relevant insurers.

If you have any questions or require further advice regarding  
cold weather precautions please contact Henry Adams or the 
landlord directly.



Protecting against Legionella /  
Legionnaires’ disease
Legionella are bacteria that are common in natural water systems 
(such as rivers and lakes) and in artificial water systems including hot 
and cold water systems (storage tanks, pipework, taps and showers). 
We usually associate Legionella with larger water systems, e.g. in factories, hotels, hospitals and museums and 
cooling towers, but they can also live in the smaller water supply systems used in homes and other residential 
accommodation. Other potential sources of Legionella include spa and whirlpool baths, humidifiers (in factories) 
and fire-fighting systems such as sprinklers and hose reels. Legionella can survive at low temperatures, but thrive at 
temperatures between 20-45 degrees Celsius. High temperatures of 60 degrees Celsius and over will kill them. 

Legionnaires’ disease is a potentially fatal form of pneumonia caused by the Legionella bacteria.  
It can affect anybody, but some people are at higher risk including those over 45, smokers and 
heavy drinkers, those suffering from chronic respiratory or kidney disease and people 
whose immune system is impaired. Legionellosis is the collective name given to the 
pneumonia-like illnesses caused by Legionella bacteria, including the most 
serious and well-known Legionnaires’ disease, and also the similar but 
less serious conditions of Pontiac fever and Lochgoil head fever. These steps include:

 u	 	Keeping the hot water in your boiler system at a 
temperature of 60° Celsius. But be careful when 
using this water and make sure you mix it with cold 
to avoid scalding.

 u	 	Keeping shower heads clean and avoid scale build 
up. Bleach them every 3 months or as necessary to 
keep them clean.

 u	 	Flushing through showers and taps if you have 
been away or on holiday for any prolonged period. 
10 minutes will give the system chance to bring in 
fresh water and clean out any stagnant water in 
the pipework. Do the same every week or so if you 
have any rooms in the house with a water supply to 
them (such as master bathroom if you generally use 
the en-suite).

 u	 	Unhooking any outdoor hoses from the tap once 
you have finished using it to allow the hose to drain.

 u	 	If there is any dirt or unusual discolouration to the 
water coming out of the taps, let the landlord 
or agent know so that they may deal with any 
potential issues.

A tenant must take reasonable steps and precautions at all times to minimise the risks of exposure to this bacteria 
and related diseases.

If you believe there is an 
increased risk of Legionella in your 
property please make immediate 
contact with the landlord or 
Henry Adams if we are managing 
your tenancy.



Caring for appliances (if provided)
Under the Terms & Conditions of your Tenancy Agreement you will 
be under an obligation to look after the landlord’s contents, fixtures 
and fittings. Special care is needed where domestic appliances are 
concerned and below are a few basic instructions to help prolong 
the life of some appliances and enable you to enjoy a trouble free 
tenancy.

General
Read the instruction booklets for each appliance 
carefully before use.

If an instruction booklet has not been left or has  
been lost by the previous tenant you should contact 
Henry Adams or the landlord directly, as applicable.

Alternatively, you can search online for instruction 
manuals for the particular appliance using the 
manufacturer’s name and the appliance model 
number. This should bring up a downloadable 

instruction booklet for the appliance in most cases.

Washing machine
 u	 	Ensure that all items are removed from the pockets 

of clothes before putting them into the machine as 
failure to do so can result in a blockage.

u	 	Do not overload the machine as this is a  
common reason for damage occurring.

 u	 	Leave the door and drawer open after use  

to prevent mould growth.

Tumble Dryer
 u	 	Ensure that all items are removed from the pockets 

of clothes. 

 u	 	Ensure the filter is kept free of fluff and fibres. Using a 
tumble dryer when the filter is clogged can result in 
burnt clothes and seizure of the motor.

Dishwasher
 u	 	The machine will need to be filled regularly  

with special dishwasher salt, which can be  
bought at any local supermarket. 

 u	 	You will also need to regularly fill the machine with 
‘rinse aid’ fluid. This can also be bought in any local 
supermarket.

 u	 Please ensure the filter is cleaned regularly. 

Vacuum Cleaner
 u	 	If the appliance uses an internal ‘dust’ bag,  

ensure that you only use the type recommended 
for that particular model and that the bag is 
changed regularly.

 u	 	Routinely check for hair and thread winding 
around the suction head of the machine and 
remove if necessary.

Waste Disposal Unit
 u	 	The operation of a waste disposal unit varies 

between models. Nearly all of them, however,  
will require running water during use. 

 u	 	Before using for the first time, please safely ensure 
that the unit is free from any item other than food.

 u	 	Paper, cutlery or anything plastic or metal will  

jam and possibly break the appliance.

Water Softener 
u	 	You will need to ensure that the water softener is 

regularly topped up with a special type of salt.  
 
This can only be obtained from a specialist 
supplier.

Radiators
 u	 	You are advised not to place damp or wet items of 

clothing over the radiators as this can cause  
the radiators to rust.

 u	 	Drying clothes inside the property can also cause 
condensation, and if the wall behind the radiator is 
papered it can also cause the wallpaper to lift.

 u	 	Never put clothes on or near an electric heater.

If you are 
having trouble 

with your appliance, 
contact your landlord or 

Henry Adams if we are 
managing your 

tenancy



During the tenancy and at the end

Gas Safety Regulations
Under the Gas Safety (Installation and Use) Regulations 1994 and the Gas Safety (Installation and Use) 
(Amendment) Regulations 1998, where gas is supplied to a property, all gas appliances in a rental property must 
be inspected every 12 months. 

When you move into your rental property the gas appliances at the property will already have been inspected 
within the previous 12 months and the Gas Safety Inspection Record will either be left at the property or a copy of 
it can be forwarded to you by Henry Adams or the landlord. If the annual inspection becomes due during the term 
of your tenancy then Henry Adams or the landlord will arrange for a Gas Safe Engineer to attend the property and 
carry out the safety inspection in accordance with the regulations mentioned. The regulations were brought in to 
protect you from Carbon Monoxide Poisoning and it is imperative that you allow access for the engineer to carry 

out this very important safety check.

Smoke and CO alarms

The tenant must regularly test their operation and change the battery at regular intervals (if applicable).

Carbon Monoxide poisoning
Carbon Monoxide can be given off by appliances that burn fossil fuels such as coal, coke, charcoal, wood or oil. 
It is not just confined to gas fires or boilers. Carbon Monoxide is odourless, colourless and tasteless which makes it 
difficult to detect, but its effects are deadly. Please check and ensure there is adequate ventilation in any room 
that houses any such appliance and that this ventilation is not blocked up. Also check that the doors and windows 
are not ‘draught proof’ as this prevents ventilation. If the room has double glazing make sure there is adequate 
ventilation and that chimneys and flues are professionally swept on a regular basis. As above, the tenant must 

regularly test their operation and change the battery at regular intervals (if applicable).

Possible symptoms of Carbon Monoxide poisoning:

 u	 	Drowsiness u	 Headaches
 u	 	Chest pains  u	 	Giddiness
 u	 	Sickness  u	 	Diarrhoea

 u	 	Stomach pains

If you have any of the listed symptoms you should contact a 
doctor immediately and Henry Adams or the landlord as you 
could be suffering from Carbon Monoxide poisoning.

If you smell gas, call 0800 111 999 immediately,  
even before you call Henry Adams  
or the landlord.

Safety and legislation

If you have any 
questions or queries 

relating to any of the 
advice in this booklet, 

please contact us

Routine property visits / 
inspections
Henry Adams or the landlord may wish to inspect the 
property on a regular basis to ensure the property is 
being maintained in accordance with the Tenancy 
Agreement. Notice will be given of the visit.

Vacating and ‘Checking Out’
In the lead up to your departure/Check Out you should 
make your own check of all items in the property 
against the inventory.

It is in your interest to replace any broken or missing 
items at this stage as you will be charged for items that 
need to be replaced.

Ensure that the property and all its contents are 
properly cleaned and, where appropriate, that 
curtains, carpets, ovens, chimneys etc. have received 
professional attention and cleaning. 

Fridge/freezers should be switched off and defrosted. 

During the winter months the central heating should be 
left on a minimum setting.

Once the Check Out has been completed you will not 
be able to remain in the property. All your personal 
effects should have been removed prior to the Check 
Out commencing and all keys handed to the Inventory 
Clerk. A report will be prepared from the notes made 
during the Check Out and returned to Henry Adams 
and the landlord.

If Henry Adams is holding your deposit (as Stakeholders) 
it can only be released when we have received 
authorisation from the tenant and the landlord. Should 
any items on the inventory require attention this may 
lead to a delay in monies being returned.

We will require a forwarding address in order to contact 
you and you will need to provide us with details of your 
bank account (which must be a UK based account) to 
which the deposit money is to be returned. Payments 

will be made by BACS directly into your bank account.

Cancelling your standing order 
after the final rent payment
Please remember to cancel the standing order for 
your rental payment when your tenancy has ended. 
Should you fail to cancel your standing order, resulting 
in an overpayment of rent, there may be a charge to 

administer the return.
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