Move In Guide
The Independent Lettings Specialist

Congratulations on moving
into a property through
Harringtons Lettings
We hope that you are happy and settle into your

Contact Details

new home quickly. We are pleased to confirm that

Harringtons Lettings have a dedicated

your property is managed by Harringtons Lettings

Administration Department and you can contact us

and we, therefore, deal with all aspects of your

on the numbers below if you have any questions:

tenancy. This includes maintenance, rent

Telephone

collection, renewal and vacation.

01273 749169
Please find below some useful information

Fax

regarding our procedures in order to ensure
that things progress smoothly.
Please do not hesitate to make contact with us if
you have any questions and we look forward to
working closely with you throughout your tenancy.

Lettings Terms

Explained
Lettings terms can often be confusing. Please find
below an explanation of some jargon that is often used:
Tenancy Agreement

Inventory

The contractual agreement between the
landlord and tenant containing terms and
obligations for both parties.

A condition report of the property to include all of
its fixtures and fittings and cleanliness. This is

Guarantor
A person who signs a legal document agreeing to

Email

wear and tear.

admin@harringtonslettings.co.uk

pay the rent in the event that the tenant defaults.
They will also be responsible for covering any costs
relating to any damage caused by the tenant.

Opening hours

A guarantor is usually a parent or family member.

A fixed sum of money taken at the start of the
tenancy as security for the landlord for any
damage or arrears at the end of the tenancy.

9am to 5pm Monday to Friday

Rent

Emergency out of hours number
07721 128893

The monthly payment by the tenant to the
landlord for use of the property.

(Please note this is a text number initially)

Notice

we are either with a client or on the phone.
However, if you leave a message we guarantee to

Written communication by either the landlord
or the tenant of their intention to end the
tenancy. The amount of required legal notice
will be provided in the tenancy agreement.

call you back within 24 hours. If you call on the
weekend, please either leave us a message and

Notice to Quit

we will return your call on the next working day or

The date by which the Landlord needs to
serve notice on the tenant in a fixed term
tenancy. This date is normally two months
before the end of the tenancy.

alternatively, please use the emergency text
number if you have a genuine emergency.

Surrender

Understanding your Tenancy Agreement
Please note that your tenancy agreement has various clauses contained within it. The

The giving up of your tenancy and handing
back possession of the property to the landlord
by agreement.

agreements are outlined on our website and you must read and understand them before entering
the property. If you do not understand any of the clauses we would suggest that you email the
office or alternatively read through this Guide as it has all of the terms explained for you.

Telephone: 01273 749169

|

any damage has been caused by the tenant
during the tenancy over and above normal

01273 728159

If we do not answer the telephone, it is because
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used as evidence of the condition of the property
at the end of the tenancy to determine whether

admin@harringtonslettings.co.uk

Wear and Tear
Loss, damage, or depreciation resulting from
ordinary use and exposure over time, or, wear
and tear is damage that naturally and inevitably
occurs as a result of normal wear or ageing.

Deposit

Swap Over
The legal transfer of the tenancy from one
person to another. Only certain tenants have
the right to do this and most tenancies will
exclude tenants from assigning the lease.

Sub-letting
Where the tenant rents/leases all or part of
the property to a third party.

Abandonment
The desertion of a property by the tenant with
the intent of never returning or taking up
possession in the future often without notice.

Contents Insurance
An insurance is taken out by the tenant for
the contents of the property. The landlord
does not cover the contents of the property
or your own furniture, just the building.

harringtonslettings.co.uk
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1

Utility Bills and Council Tax

When you get to the property, the first thing you
need to do is take meter readings for the electricity,
gas and water. You then need to call your preferred
utility company and set up an account with them.
Please find below some utility companies which you
can choose (we do not recommend any one
company and will leave it to the individual tenant to
choose). Harringtons do NOT deal directly with utility
companies for you.

Gas & Electric Companies
British Gas: 0800 048 0202
www.britishgas.co.uk
Transco: 0800 111 999

2

Inventory

It is important when you get to the property that you
read through the inventory report provided very
carefully. This will form the basis of our evidence of the
condition of the property at the end of your tenancy
and therefore has an impact on your deposit.

If you find any discrepancies in the report, feel free
to make amendments and then return it to our office
within 14 days of the start of your tenancy. If the
report is not returned within this time it will be
assumed that the contents of the report are correct.
We shall also take photographs of the property
which you need to go through.
We also strongly recommend that you take
photos of the property both at the beginning and
end of your tenancy in case of dispute.

www.nationalgrid.com
Southern Electric: 0800 107

3

9639 www.southern-electric.co.uk

Your Deposit

Nowadays, every security deposit must legally be

N-Power: 0800 316 9331

Where to put your wheelie bin: please place your
wheelie bin on or by the pavement, at the front edge
of your property, the night before your collection or
by 6am on the day of collection. This will ensure
efficient collections as the crews have a very tight
schedule. Please then remove your wheelie bin
from the pavement after collection.

3

What you can put in your bin: the wheelie bins are for

can be chased for each other’s arrears or damages.

household refuse only. It may not be collected if it

We will always try to make sure that we chase the

contains anything that is not household waste. This

individual that is outstanding but sometimes this may

includes electrical items, clothes and DIY waste.

not be possible.

Other items may also be able to be recycled.

A notice requiring possession at the end of the
term is usually served two months before this
date. The appropriate notice is a Section 21.

Joint Tenancies is an agreement signed by 2 or more
tenants for the same property. All tenants are jointly
and severally liability, which means that all tenants
are responsible for the total rent of the property and

box: Cans, tins, aerosols (wash and empty

This also means your guarantors are jointly
and severally liable for the rent and any damages.
It is important to note that the guarantors are liable
for every person’s rent within the property.

- and remove lids) Cardboard (flattened to fit in
box) Paper (including directories and window
envelopes, with or without plastic window) Plastic
bottles (washed and squashed)

However, we make every effort to call the
guarantor that the arrears relate to in the first
instance but it is important that you are aware that
they can be called even if it is not you in arrears.

Materials which must be completely separated using
a bag or box: Glass bottles and jars (washed with
lids removed) Household batteries (in a clear bag, by
or on top of your box)

Difficulties can arise where a single tenant decides

5

Recycling

Materials you can mix together in your recycling

registered with a government regulated deposit scheme.

www.npower.com/home/index.htm

Harringtons Lettings use The Deposit Protection Service

to leave. The group as a whole is responsible for the

E-on: 0345 052 0000

and the DPS will therefore physically hold and protect

www.eonenergy.com

your deposit throughout your tenancy

Scottish Power: 0800 027

The DPS will send you notification of the registration

0404 www.scottishpower.co.uk

of your deposit and will provide you with a unique PIN

6

number called a Repayment ID. It is important to hold

A Tenancy Agreement is a binding agreement

If you have any queries regarding gas
supply, you can call:

be obtained by contacting the Administration

onto this number as you will need it to claim your

between the landlord and tenant which lays down

Department. Alternatively, the vacating tenant can

deposit back at the end of your tenancy. We shall also

the rights and responsibilities of both parties.

continue to pay their share of the rent, or can agree

Southern Gas Networks: 0845 070
1431 www.sgn.co.uk/

supply you with information with regards to your

A tenancy can be verbal or written but it is always
advisable to have a written agreement as to avoid a
dispute. You have a written agreement between
your landlord and yourself which is administered by
Harringtons Lettings. Our Tenancy Agreement has
been approved by the local Trading Standards and
therefore cannot be changed at any time.
The most common form is an Assured Shorthold
Tenancy and the vast majority of our tenants will have

to share the additional cost of the missing rent with

deposit which will have the full details of the scheme
on it. Please note that we are not able to obtain your

Water

Repayment ID. You have to obtain this yourself from

Southern Water: 0845 270

the DPS - they will not disclose this to us.

1508 www.southernwater.co.uk

Council Tax
You will also need to call the Council and tell them
that you have moved in so that they can set up an
account for you. Telephone number: 01273 290 000.

If you need to contact the DPS you can contact
them on www.depositprotection.com or call 0330
303 0030.

4

Bin Collections

For Brighton, the bins are collected every Monday.
For Hove, the bins are collected every Thursday.
However, please do check your area as these can
change. Putting the refuse bin out for collection is
your responsibility and you must ensure that it is
done You can obtain the calendar from Brighton
Borough Council’s website which is www.brightonhove.govuk /content/environment/recyclingrubbish-and -street-cleaning.
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whole rent, so it is a matter for tenants themselves to
find a replacement tenant and jointly sign up to
a new agreement for the remainder of the term, or

Tenancy Agreement

signed this type of agreement. There are three main

for a full new term. The details for a swap over can

the other tenants and have one less resident.
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Maintenance

As a tenant you have the right to have your
accommodation kept in a reasonable state of
repair. You also have an obligation to look
after the accommodation.

Landlord Responsibility
There are certain repairs which will almost always

conditions of an Assured Shorthold Tenancy:

be your landlord’s responsibility, these are:

1

The initial tenancy must be for a fixed
term of no less than six months.

1

The agreement cannot be ended before
the initial six months (unless prior agreed
and in the Tenancy Agreement)

2

The drains, gutters and external pipes

3

If the property is a house, the steps from the

2

The structure and exterior of the premises
(such as walls, floors and window frames)

street are also included in ‘structure and exterior’.
Garden paths and steps are also included

harringtonslettings.co.uk

4

Water and gas pipes and electrical wiring
(including, for example, taps and sockets)

5

Basins, sinks, baths and toilets - however,
in the event that this has been blocked by
food, hair or other items put down by the
tenant then you will be charged

6

7

8

Fixed heaters (for example, gas fires
and water heaters)
The boundary walls and fences
surrounding the property that are the
landlord’s responsibility legally
The boiler and all fittings

Condensation looks like black spots on the walls
and is an easy problem to solve by simply
opening the windows on a regular basis. A
Landlord is not responsible for paying for repairs
to condensation affected areas and this is a
common deduction from a tenant’s deposit.

If the problem is severe, such as a boiler breaking
down, then your landlord has a responsibility to fix
this as a matter of urgency. Urgent maintenance
may include boiler breakdowns and leaks.

1

emitted from cooking or showering)
2

(e.g. not ventilating the property correctly)

The surface temperature of the windows

Cooking, drying clothes, showering, even breathing
– adds to the moisture in the air. If this moisture is

and clothing. Most people do not realise that this
mould is often caused by condensation and by
normal activities mistakenly thinking that these are

How much moisture can be
produced in your home in a day?
•

3 pints

2 people active for one day

•

6 Pints

Cooking boiling a kettle

•

2 Pints

Having a bath or shower

•

1 Pint

Washing Clothes

•

9 Pints

Drying Clothes

3 Pints
•

24 Pints

Using a paraffin or
bottled gas heater

produced in your home in one day

There are three main ways to
tackle the problem:
1

Stop moisture building up

2

Ventilate or air the home

3

Keep your home warm

curtains or drying clothes on radiators and airers,
leaving the door open when showering and cooking

Telephone: 01273 749169

d

Cover fish tanks to stop the water
evaporating into the air

e

Dry clothes outside where possible.

f

Make sure that tumble dryers are
vented to the outside

g

Avoid using bottled gas or paraffin heaters
as these produce a lot of moisture and
could also be a health and safety risk if not
used or stored properly

admin@harringtonslettings.co.uk
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Renewal

Harringtons Lettings deal with all tenant renewals 23 months before the end of your fixed term tenancy.
This is to ensure that we have enough time to
remarket the property if you chose not to renew and
also allows us time to serve a Section 21 notice.
The notice is required to be served to you on your
notice to quit date which is exactly two months
before the end of your tenancy.
We are afraid that Harringtons Lettings do not offer
periodic (rolling) tenancies as this offers no security
of tenure to either the landlord or you as a tenant.

Ventilate or air the home:
a

b

c

When cooking or washing, open
windows or use extractors
When drying clothes inside is necessary
do so in a small room with the windows open
Open windows for a while each day or use
the trickle/night vent on the window itself

d

Do not block air vents – this is also important
where gas and heating appliances are
concerned as they need a supply of oxygen
to work efficiently and allow gases such as
carbon monoxide to escape

Keep your home warm:

Harringtons Lettings do, however, offer fixed
term tenancies between 6 and 12 months and
you can request a duration of the tenancy on
your renewal. With fixed term tenancies, tenants
have the benefit of knowing that their rent
cannot be increased for the duration of the term.
Harringtons will not call to ask if you want to renew
but will instead send your renewal documents via
DOCUSIGN (email). On receipt, please read through
the tenancy carefully for any changes in rent or
length of tenancy. Once you have read through the
documents, you need to sign where relevant. You
will also be required to pay a renewal fee.

The renewal documents need to be returned within
fourteen days of them being sent. If the renewal
documents and fee are not received within this
time, then we will assume that you are not looking
to renew and will place the property back on the
market. This deadline is very strict.
If you have paid your rent for the term in advance
and you want to renew, you have two options:

a

Total amount of moisture

a TENANT CAUSED PROBLEM by not opening windows,
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When cooking, bathing or washing and drying
clothes, close kitchen and bathroom doors to
prevent steam going into other rooms, even
after you have finished

black mould to grow from walls, ceilings, furniture

or un-blocking a sink fall into this category.

Very often, mould is not caused by damp at all and
is instead down to condensation. Condensation is
caused by poor ventilation in a property and moisture
building on walls and around windows. It is therefore

c

can increase the risk of respiratory illness and cause

at the property itself.

The most common complaint from tenants is that
there is mould growing in their property and they
believe that this is “damp”. Damp is caused by
water ingress from roof leaks, blocked gutters,
rising damp or cracks in external walls.

Cover boiling pans when cooking

allowed to build up it can cause condensation. This

The majority of repairs and breakages in a rental
property are down to the landlord to fix. However,
there are some items that a tenant is expected to
repair. The main principle is that tenants are
responsible for malicious or negligent damage. In
other words, if a tenant breaks it, it is their
responsibility to fix it!
Most agreements specify that tenants should maintain
the property in a tenant-like manner which means not
causing damage and dealing with minor defects.

Condensation or Damp?

b

The temperature of the air in your home

signs of damp caused by problems

8

Wipe down surfaces where moisture settles

The level of moisture in the air (e.g. steam/heat

Tenant Responsibility

Changing a light bulb, or a fuse, changing batteries,

a

There are three main causes of condensation:

3

It is important to report maintenance issues to us
as and when they occur to avoid the problem
getting progressively worse.

Stop moisture building up:

Make sure that your property is
maintained to a certain level of heat

b

Cold air can often cause major condensation

c

Use the heating in the rooms you are living in.

1

Pay the rent for the term in advance again.
You will be asked to pay this by your notice to
quit date exactly two months before the end of
your tenancy. If you have a six month tenancy,
this will mean that the instalment will be due
four months into the term.

2

Obtain a UK Home Owner Guarantor to
guarantee the rent. If you have a guarantor you
can then pay the rent on a monthly basis by
standing order and you will not need to pay the
rent for the term in advance. Therefore, please
diaries the notice to quit date which is exactly
two months before the end of your tenancy.

If you do not this can create condensation so
it is important that you do not turn this off or
do not put it on because of cost.

harringtonslettings.co.uk

10 Rent Payments

when you leave. We shall expect them to make immediate

the value of replacing your

Please check your tenancy agreement for your

payment.
After 72 hours of your rent due date, we shall immediately instruct
our solicitors to claim the money from yourself together with your

belongings, you might be surprised
how much these are worth.

14 Ending Your Tenancy Early

Guarantor/s. We understand from our solicitor that their charges

12 Inspections

tenancies without break clauses and tenants and

for contacting the guarantors

Harringtons Lettings will carry out a mid-term inspection

is £360 inc VAT (although this is subject to change).

after the initial three months of the term and then every

contractual rent due date which can be found on
the front of your Tenancy Agreement. Please note
that we expect the rent to be in our account by 5pm
on this date, at the latest.
Your tenancy agreement stipulates that your rent
must be paid by standing order and we do not
accept payments by cash, credit/debit card or
cheque in the office.
We advise that you set up your standing order to
leave your account a few days before your rent due
date to ensure that the money reaches us in time.
Our bank details will be emailed to you when your
move in money is due. If your landlord manages the
property they will advise you of their bank details
and the date the next rent payments will be due.
If you’re in a joint tenancy please ensure you make
one payment to us for your rent. For example, if
you’re in a house with four tenants, all four tenants
pay into one account. Thereafter, the full rent is
then paid to us before your rent due date. This
ensures not only that the rent is paid on time but that
there aren’t any problems with people not putting
references on their payment and us not being able to
find the payment. You will then be able to easily
identify if anybody has not paid to avoid being

3

4

Once our solicitor is instructed you will have a
further 7 days to make payment. However,
failure to pay after this period our solicitor will
automatically issue proceedings against you
which will include their costs for issuing and any
court costs. This is dependent upon the time.

If you are a student in a shared accommodation we
will try to contact you first but as you have a contract
that makes all of the tenants jointly and severally
liable we reserve the right to contact all of the
students and all of the Guarantors in accordance
with this procedure if required.

11 Contents Insurance
If you live in a rented property, you don’t have to
worry about the bricks and mortar - that is the job
of the landlord. That doesn’t mean you don’t
need any insurance at all. Your landlord won’t

Our arrears procedure is as follows:

insure your personal belongings, so you have to
do it yourself. You need to take out a type of
cover called tenants insurance, which protects
your possessions against nasties such as flood,
fire, theft and accidental damage. We do not
recommend any particular company in relation to
insurance as there are many within the market.

1

Even if the flat is furnished, you will probably have

charged any arrears fees.

If your rent is not paid by close of business
5pm on your rent due date you will receive an

2

If your rent is still outstanding after 24 hours
(5pm the day after) then your Guarantor/s will
be contacted automatically without reference
to yourself. If we do contact your guarantor
there will be a charge of £36.00 inc VAT which
we will also make a claim on your deposit for

If you share a flat with friends, you need to decide
whether to protect just your own belongings, or take
out a joint policy that covers your flatmates as well. A
joint policy may be slightly cheaper, but it can be
difficult. You have the trouble of changing names on
the policy deed if one of your flatmates leaves. First,
decide how much cover you need. Carefully tot up

Telephone: 01273 749169

to give us the opportunity to look over the property
and ensure that there are no serious defects and
also gives you the opportunity to report any
maintenance issues to us. The inspection does not
take long and you do not need to be present. We will
give you as much written notice as possible (by
email) of the inspection and will use our
management set of keys if you are unavailable.
We will always knock before entering if using keys.
The inspection will take place between 9am and
5pm but it will more than likely be in the morning.

|

through the term. If you wish to vacate a property, a
tenant can do so on the expiry of the fixed term period.

However, as a matter of courtesy, and at your
landlord’s discretion, we will try and
accommodate a tenants request to end their
tenancy early on the following basis:
a

You pay a break clause fee contained within
our terms and conditions (which is on our website)

b

We will then place the property on the market
to find new tenants

c

You will remain liable under the terms of
the tenancy for the rent until such time as
the new tenants move in.

d

You will be required to pay rent up until the
day before the new tenant starts but you will
need to move out of the property five days
before the new start date. This is to give us
time to carry out your check- out inspection
and the inventory and also arrange any
works/ cleaning that may be needed.

e

You must provide us with a forwarding address

If you would like to change the names on the tenancy
and either add or remove a person, this is possible but
it is a rather complex process. In order to ensure that
all of the paperwork is legal, all of it must be completed
again so that the new names mirror that of the
guarantee agreements and tenancy agreement. This is
effectively like starting a new tenancy! There is a
substantial amount of work involved and Harringtons
Lettings do therefore charge fees for swap overs which
are contained within the terms and conditions on our
takes place:

a

The new tenant must complete application
forms listing their details

b

Guarantor forms will be resent to ALL guarantors c

the contents of your handbag (and the bag itself,

of course). A good policy should also protect
any items belonging to guests or visitors while
in your home.

Landlords cannot therefore give notice mid-way

13 Swap Overs

plenty of items that need protecting such as your
TV, stereo, laptop, iPad, iPod, mobile and clothes,

|

to carry them out every 3 months. This inspection is

website. Once the fees are paid, the following process

arrears letter via email. There will be a charge
of £18.00 inc VAT per email or phone call
made to you when chasing your rent. We shall
make a claim on your deposit at the end of the
term for this charge.
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six months thereafter unless requested by the landlord

Harringtons Lettings’ tenancies are fixed term

Once guarantor forms have been returned,

we need your Deposit Repayment ID so that
we can request the deposit back from the
DPS. We will then re-register the deposit
under the new tenant names
d Once the above is complete, new tenancy
agreements can be signed
e You will need to change your standing order
with the new reference you will be given
by the office.

15 Vacating Your Property
When you moved in you would have paid a Security
Deposit to your Landlord/Letting Agent. From 2007
onwards, the law changed to protect tenant’s
deposits and now your Landlord/Letting Agent must
register your deposit with a scheme. Harringtons
Lettings use the Deposit Protection Service who
physically hold the money throughout the tenancy.

A security deposit is taken from tenants
to cover the following:
a
b
c

Unpaid rent
The cost of making good damage or disrepair
to the property caused by the tenant
Any costs incurred in replacing locks
where all keys are not returned on vacation

d Cleaning / gardening
e To settle unpaid utilities

admin@harringtonslettings.co.uk
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At all times, the DPS consider the deposit to be
the tenant’s money unless a Landlord can show
that any deductions are reasonable and there has
been a breach of the tenancy agreement.
In order to ensure that the whole deposit is
returned to you at the end of the tenancy and
there are no deductions, please find below some
useful tips and information about what is
expected when you vacate a property:

Last Rent Payment
When you moved in your first rent payment would
have been pro-rata so that the rent due date falls on
the 1st of the month. Your last rent payment will
also be pro-rata to reflect how many days left in the
last month of your tenancy. You will therefore need
to adjust your standing order to reflect this amount,
which will be provided to you in vacating
instructions, which will be sent to you in the post.

In the unlikely scenario that you have agreed with
a new tenant that they will purchase your belongings,
please ensure that your Landlord/Letting Agent is
aware of this agreement so that the items are not
removed. Please note that your Landlord or
Harringtons Lettings cannot be held responsible

negligence or malicious damage or if they have
made any alternations without the landlords
consent, then the tenant must make good the
damage at the end of the tenancy. If the damage is
not rectified then your Landlord is entitled to
charge the tenant for the cost of making good less
an allowance for wear and tear.

It is therefore important to ensure that all holes in
walls have been filled and repainted and all broken
items have been fixed or replaced prior to handing
in your keys. If you have painted the property a
different colour, you must repaint the property back
to the original colour.

RICS, ARLA, NAEA and Asset Skills have provided

Under the tenancy agreement, your Landlord/

the following guidance about the likely useful lifespan

Harringtons Lettings are permitted to charge you for

This is the most common deduction from a tenant’s

of items in a rented property and this can be used to

instructing and arranging any works for remedying any

deposit. The tenancy agreement stipulates that the

determine what allowance can be made for wear and

breach of your tenancy. This charge is contained within

property must be returned in the same condition as at

tear. This guidance is also used by the DPS in the

our terms and conditions and is only deductible if the

the commencement of the tenancy. It is therefore

event of a dispute over the deductions:

property is not left in a suitable condition. If the

for any private agreement made between
yourself and the new tenant.

Cleaning

property is left and there are no deductions to your

important to refer to the inventory report and inventory
photos taken before you moved in as this is what will

Decoration

be used by the Landlord/Letting Agent at the end of

Hall, landing, stairs
Living rooms

your tenancy to determine the standard of the property.
It is important to ensure that the property is cleaned

Dining rooms
Kitchens & bathrooms
Bedrooms

Keys

thoroughly before you hand back your keys as you

You have until midnight on your vacating date to return

will not be given the opportunity to return to the

your keys to your Landlord/Letting Agent. You must

property after vacation. Items often missed by tenants

return all of the keys for the property to include all

includes; the oven, washing machine soap tray,

of the sets that your were given when you moved in and

skirting boards, windows, inside kitchen cupboards

also any subsequent keys you may have had cut. Failure

and drawers, plug holes, toilet bowls and seat,

to return the keys by this time may result in the locks

grouting to tiles, defrosting freezers and carpets. It is

Appliances

being changed and the costs of the lock change being

best to ensure that the property is extensively cleaned

deducted from your deposit. You may also

before you vacate to a standard you would expect to

Washing machine
Cookers/ovens/hobs
Fridges

be charged additional rent per day the keys are late. If

be given the property. This is often a good indication

Harringtons Lettings is not open, you can put the keys

of the standard expected. We would advise you to

through the letterbox in a clearly marked envelope.

take lots of photographs when moving in and out. In

Do not put them through the door of the property you
have just vacated they need to be dropped into our
office. It will be documented on your inventory how
many keys you have been given when you move in.

case for any reason there is a disagreement on the
condition when you leave the property.

deposit, this fee will not be chargeable. If you have

between 2 to 3 years
approximately 4 years
approximately 6 years
between 2 to 3 years
approximately 5 years

Budget carpet
Medium quality
Top quality

3 - 5 years
5 - 10 years
up to 20 years

Minor damage to an item, a small to medium
stain or mark on a carpet or mattress:
perhaps £15 - £35. A small to medium sized
chip or mark, scratch or burn on a kitchen
worktop: perhaps £5 - £25.

2

In the rare circumstances where these items

any garden or outside space to include mowing the

Your tenancy agreement stipulates that you must

lawn and cutting back shrubs and bushes. You must

return the property in the same condition as at the

therefore return the garden in the same condition

commencement of your tenancy. This means, that all

(season dependent) as at the commencement of the

have to be replaced in their entirety as they are

of your possessions must be removed, to include

tenancy. We suggest you take numerous photos

not economic to repair or so severely damaged

appliances that do not belong to the landlord, prior to

both at the beginning and end of your tenancy in

then the cost or any apportionment would be

handing back your keys. If any of your belongings are

case of dispute in relation to the garden.

claimed from the tenant. In the event that these

still present after you have handed in your keys then

Repairs

commencement of the tenancy. The general rule

within our terms and conditions and outlined on our
website and at the end of this guide. Harringtons are
permitted under the tenancy to charge you late
to unpaid rent. These charges are deductible from your
deposit. A list of our charges have been outlined at the
end of this guide.

3 - 5 years
4 - 6 years
5 - 8 years

1

It is a tenants’ responsibility to reasonably maintain

return the property in the same condition as at the

these would be chargeable. The figures are contained

In their “Summary of the principles of dealing with
Deposits, disputes and damages” leaflet, ARLA say:

Gardening

Your tenancy agreement stipulates that you must

been in arrears at any point during your tenancy then

payment fees for all our administration work in regards

Carpets

Vacant Possession

you may be charged for the removal of the items.

Charges

items cannot be replaced due to discontinuance
or a different colour then the difference between
any loss of rent of what the landlord would have
achieved would also be claimed.

is that if a tenant has damaged a property through
169 Hangleton Way, Hove, BN3 8EY |
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16 Deposit Return

As mentioned previously, your deposit is physically held
by The Deposit Protection Service and is protected for
your benefit. The return of your deposit is as follows:

Stage 1

Stage 4

Landlord/ Agent registers the deposit within 30 days of receipt and the DPS

Agree With Deductions

send you confirmation of this registration together with your repayment

Stage 2

If you agree with the agents deductions,
then you can enter your bank details via the
DPS website and the deposit will be distributed
accordingly to both the agent and yourself
Disagree With Deductions

The Landlord/ Agent carries out a check out inspection of the property

Stage 3
No Deductions

Deductions

If the property is left in an acceptable
condition, the landlord will release the
deposit for you to collect from the DPS
website:- www.depositprotection.com You
will receive notification from the DPS via
text message or email and you will then
need to login to this website using your
Deposit ID and Repayment ID. You enter
your bank details and the DPS will then
send the money directly to you.

If the property is left in an acceptable
condition, the landlord will release the
deposit for you to collect from the DPS
website:- www.depositprotection.com
You will receive notification from the DPS
via text message or email and you will
then need to login to this website using
your Deposit ID and Repayment ID. You
enter your bank details and the DPS will
then send the money directly to you.

If you have lost your repayment ID you
can call the DPS on 0844 4727 000 to
obtain another one.

If you have lost your repayment ID
you can call the DPS on 0844 4727
000 to obtain another one.

Telephone: 01273 749169 |
admin@harringtonslettings.co.uk

If you disagree with the deductions,
the matter will then be referred to arbitration
where an independent DPS arbitrator will
decide whether the deductions are reasonable
based on the evidence submitted by
both parties.
This is a free service and the decision of
the Arbitrator is binding. It can take up to
6 months for the arbitrator to reach a decision.
You will be asked by the DPS to submit
evidence to include photographs supporting
your case that the deductions are reasonable
Do Not Respond
If you have not responded to the agents claim
within 14 days of vacation, then the agent can
start a process called single claim.

This will then give you a further deadline to
respond of approx. 20 days. If you still have
not responded within this time, the agent will
automatically be awarded the funds they have
claimed and the matter will be closed.

169 Hangleton Way, Hove, BN3 8EY |
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7 Managing Agents
A managing agent is often appointed by a freeholder to
manage a block of flats. Whilst we may be managing
your internal flat we would not deal with the external
part of the building i.e. external windows, roofs, gutters,
and anything in general that relates to the outside part
of the building. This is dealt with by a managing agent
who will deal with day to day matters with respect to
the overall part of the property.

We are therefore not in control of what they do and
often they have a plaque at the entrance to the
building with their name and telephone number on.
In the event that you have a problem that relates to
the outside part of your property, it is probably best
to contact them first rather than ourselves as they
will deal with the day to day running of the building
and any problems in this regard and will be able to
fix it immediately. For instance if your intercom is
not working this would be a managing agent
problem and you would need to speak to them
direct in order to get the matter resolved. If you had
an aerial problem and it was communal i.e. used by
everybody this would also be the managing agents.

19 TV and Broadband

If your input is at zero then you will not be able to get

21 Standing Orders

When dealing with TV or broadband at your property
please note that you will need to obtain authority
from us for putting in Sky i.e. a dish at your property.
If it is a flat then unfortunately the permission will
need to come from the managing agent and most
buildings do not allow Sky dishes. If you are in a flat
we would suggest you contact the managing agents.

any heat during the day. If you have only just switched
these on it can take up to 24 hours for heat to be put

Please note the following in relation to
Standing Orders:

into a night storage heater. The setting of the input

1

When you first move in you will be
given a standing order

2
3

You will need to take this to the bank to set
your standing order up for your rent.
You will need to ensure that the payment made
by your bank is a minimum of four working days
before your rent to ensure that it arrives on time.

4

You will need to make sure that you put your

the room at the end of the off peak charge period.
This is because the more heat you put in the more
you will be able to come out during the day and you
will be able to control this

If you are in a listed building then Sky dishes
cannot be placed on the building at any point
whether on the front or back. We would always ask
for any request in this regard to be put in writing by
email. We often have to get the landlord to confirm
he is happy and therefore will require this in writing
from you to get an answer as soon as it is possible.

The “OUTPUT” controls the airflow release through
the heater and can be used to release the heat faster

tenant code which will be given to you when you

or as a boost of heat later in the day. Depending on

move in if not before with your initials so that we

the amount of charge accepted by the heater, the
output control allows the release of additional heat,
“the boost”, by increasing the airflow through the

can make sure that we know it is from you.
5

20 Night Storage Heating

airflow release can be opened and closed manually,

Some of the properties that we let have night
storage heating and it is important that you
understand how this works.

or can be set to open automatically. Because the

Off peak electricity is supplied from the National Grid
demand is low and this helps put heat into your night
storage heating. Because it is off peak it is supplied at
a cheaper price than the normal day rate electricity
and requires a separate off peak electrical circuit and
meter. This circuit would only normally operate the
night storage heaters and switches on automatically

18 Access for gas safety and other
inspections, fire alarm tests and
contractors

during the off peak time period which will occur at set

There are occasions where we will require access to
your property. A gas safety inspection has to be carried
out once a year and is for your protection to ensure that
the boiler is not dangerous in any way i.e. is not
emitting carbon monoxide. It is not a service of a boiler
but just to check that there is no leakage of CO2.

However, the night storage unit itself has an input
and output switch together with a wall mounted off
peak circuit. Please make sure that your night
storage heaters are always on as we are unable to
send out any contractors if they are switched off.

manual or automatic opening of the airflow release is
primarily dependent on how much heat remains in the
heater, the amount of charge the heater has taken
has a bearing on the time at which it can be opened.
The boost will not operate and the internal flap will not

We cannot change any standing order therefore
this must be done at your bank if there is a rent

heater. By altering the setting of the output control, the

to your house, usually overnight, when national
Whilst we can always try and help in this regard we
often find the managing agents will talk direct to tenants
and resolve this quickly. We would therefore always
suggest that you work out who is your managing agent
of the building to ensure that if you do have a problem
you can contact them immediately.

controls automatically determines the temperature of

increase or you move your rent payment date.

6

Please note that you will need to cancel your
Standing Order after you have moved out - we
cannot do this for you. There will be a charge if
any additional payments are made and need to
be returned to you and this is outlined in the
Fees section below.

open if the output of the heater is already high enough,
or there is insufficient heat available on the product.

We would therefore suggest that with the output
control you turn this down at night to ensure the heat
is retained in the heater and then during the day turn
this back up. This would have to be a daily process.

times between the night or day.

There are normally two simple controls located on the

Often there are also fire alarms in the property which
will need to be tested and access for our contractors
if you have a repair. Under the terms of your
Tenancy Agreement we are required to give you 48
hours’ notice whether by telephone or by email. Of
course in an emergency we will automatically use
the keys that we have. Once we have given you
notice then if our contractors are unable to agree a
time with you direct then keys will be used. It is in
your interest that all problems in relation to the flat
are dealt with quickly and efficiently.

169 Hangleton Way, Hove, BN3 8EY |
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top right hand side of the heater. There is an “INPUT”
control that regulates the amount of off peak electricity
i.e. the charge going into the heater at night and
therefore it controls how much heat is stored within the
heater ready for use the next day. The more electricity
that goes in i.e. the higher it is positioned the more
heat is stored and available for use the next day.
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22 Tenant Fees
Before you move in:
The equivalent of a weeks’ worth of rent

Reservation Fee

This fee covers: securing the property, removing it from the market, contract negotiation,
organising guarantors, arranging the agreement and any other relevant paperwork related to
the move in process

Fees during your tenancy:
Swapover fees

£60 (including VAT) per person

In the event that you wish to change over the tenancy i.e. the named person then this would include new
tenancy agreement, new guarantor paperwork and re-registering the deposit
Break Fee

£360 (including VAT) per property

In the event that you wish to end the tenancy early and subject to certain provisions, the fee would be
payable for advertising the property and finding a new tenant on your behalf. You will still be liable for rent
until a new tenant is found.
Solicitor Letters

£360 (including VAT) per property

In the event that we have to instruct a solicitor to chase your arrears, there will be a fee payable in order for
us to do so.
Lost or replacement key

£30 (including VAT) per property

In the event that you have lost or need a replacement key, there will be a fee plus the cost of key itself.
Court appearance in relation to legal proceedings

£240 (including VAT)

Attending court in relation to court proceedings on behalf of the landlord and against the tenant in relation
to any application to the court.
Bailiff attendance

£240 (including VAT)

Attending the property with bailiff in order to obtain possession from a court order.
Instructing solicitors for eviction

£360 (including VAT)

Instructing solicitors to evict the tenant in the event that the tenant does not leave or there are substantial arrears.

Additional Copy of Tenancy Documents or Inventory
Per copy.

£30 (including VAT) per payment

Failing to cancel your standing order

£36 (including VAT) per payment

Harringtons Lettings
169 Hangleton Way, Hove, East Sussex, BN3 8EY

In the event that you don’t cancel your standing order and we have to return it to you this fee will be deducted.

T 01273 79169
E admin@harringtonslettings.co.uk

Arrears Charges

harringtonslettings.co.uk

3% above the Bank of England Base Rate

We will charge 3% above the Bank of England base rate at the time of the arrears in addition to the outstanding rent.
This is to be calculated from the day the rent is due. This excludes any contractual fee.
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