
 

 

Application Process for Tenants 

 

Tenancy Declaration Form: Once your offer has been accepted on a property, we will ask you to 

sign our tenancy declaration form and pay a holding deposit. This form will be sent via Signable.   To 

do this, we will require all applicant’s full names as per their passports and their email addresses.  

Once we have received these and the holding deposit (equivalent to 1 weeks rent), we will send 

each tenant a link to complete their online reference application. CLICK HERE for our Tenancy Fees. 

References: The credit referencing company will make searches about you via a credit reference 

agency. The agency will record details of the search whether or not your application proceeds.  They 

may use credit-scoring methods to assess your application and to verify your identity.  

The credit referencing company will also ask your employer to confirm your salary and employment 

so please ensure that you have given permission to the relevant person at your place of work for 

your information to be shared.  

You will need to have a total gross income for all tenants of at least 30 times the monthly rent to 

pass affordability.  

If you are currently renting a property, the credit referencing company will contact your landlord to 

confirm your monthly rent and how you act as a tenant.  

For the credit referencing company to complete your report as soon as possible it is vital that you 

complete your application carefully and give the correct contact details for your employer and 

landlord where applicable.  

If your application fails referencing or you withdraw your application, the holding deposit will not be 

refunded.  

If you have any bad credit history that you are aware of, please discuss this at the time of your 

offer. 

 If the application passes the credit check and the landlord declines to proceed, the holding deposit 

will be refunded to you.  

In view of the confidential Information required, we regret to inform you that no explanation will be 

given if we unable to provide you with the Tenancy you require.  

 

 

https://www.waltononthamesestateagents.co.uk/wp-content/uploads/2019/06/Tenant-Fees-Schedule.pdf


Right to Rent in the UK: Any adults over the age of 18 who will be living in the property will need 

to provide us with proof that they have a right to be in the UK.  

Acceptable documents:  

A share code from the HMRC digital services 

1. A passport (current or expired) showing that the holder is a British citizen, or a citizen of the UK 

and Colonies having the ‘right of abode’ in the UK.  

2. A passport or a passport card (current or expired), showing that the holder is a national of the 

Republic of Ireland. 

 3. A document (current or expired) issued by the Home Office to a family member of an EEA or 

Swiss citizen, and which indicates that the holder is allowed to stay indefinitely in the UK or has no 

time limit on their stay in the UK.  

4. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which 

has been verified as valid by the Home Office Landlord Checking Service, showing that the holder has 

been granted unlimited leave to enter or remain under Appendix EU to the Jersey Immigration 

Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix EU to the Isle 

of Man Immigration Rules.  

5. A current permanent residence card issued by the Home Office to the family member of an EEA or 

Swiss citizen.   

6. A biometric immigration document (current or expired) issued by the Home Office to the holder 

which indicates that the person named in it is allowed to stay indefinitely in the UK or has no time 

limit on their stay in the UK.  

7. A passport (current or expired) or other travel document to show that the holder is exempt from 

immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has 

no time limit on their stay in the UK. 

 8. A immigration status document (current or expired) containing a photograph issued by the Home 

Office to the holder with an endorsement indicating that the person named in it is allowed to stay in 

the UK indefinitely or has no time limit on their stay in the UK.  

9. A certificate of registration or naturalisation as a British citizen. 

List A Group 2  

If a prospective tenant can produce any two documents from this group then a continuous statutory 

excuse will be established.  

1. A birth certificate issued in the UK.  

2. An adoption certificate issued in the UK.  

3. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland.  

4. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland.  

5. A letter which: (a) is issued by a government department or local authority no longer than three 

months before the date on which it is presented; (b) is signed by a named official stating their name 

and professional address; (c) confirms the holder’s name; and (d) confirms that the holder has 



accessed services from that department or authority or is otherwise known to that department or 

authority.  

6. A letter which: (a) is issued no longer than three months before the date on which it is presented; 

(b) is signed by a British passport holder who is or has been a professional person or who is 

otherwise of good standing in their community; (c) confirms the holder’s name; (d) states how long 

the signatory has known the holder, such period being of at least three months’ duration, and in 

what capacity; and (e) states the signatory’s name, address, profession, place of work and passport 

number.  

7. A letter issued by a person who employs the holder no longer than three months before the date 

on which it is presented, which indicates the holder’s name and confirming their status as an 

employee and employee reference number or National Insurance number and states the employer’s 

name and business address.  

8. A letter issued by a police force in the UK no longer than three months before the date on which it 

is presented, confirming that the holder has been the victim of a crime in which a document listed in 

List A (Group 1) belonging to the holder has been stolen and stating the crime reference number.  

9. An identity card or document issued by one of Her Majesty’s forces or the Secretary of State 

confirming that the holder is or has been a serving member in any of Her Majesty’s forces.  

10. A letter issued by Her Majesty’s Prison Service, the Scottish Prison Service or the Northern 

Ireland Prison Service confirming that the holder has been released from the custody of that service 

no longer than six months before the date on which that letter is presented and confirming their 

name and date of birth.   

11. A letter issued no longer than three months before the date on which it is presented by an 

officer of the National Offender Management Service in England and Wales, an officer of a local 

authority in Scotland who is a responsible officer for the purposes of the Criminal Procedure 

(Scotland) Act 1995 or an officer of the Probation Board for Northern Ireland confirming the holder’s 

name and date of birth and confirming that the holder is the subject of an order requiring 

supervision by that officer.   

12. A current licence to drive a motor vehicle granted under Part 3 of the Road Traffic Act 1988 (to 

include the photocard licence in respect of licences issued on or after 1st July 1998) or Part 2 of the 

Road Traffic (Northern Ireland) Order 1981 (to include the photocard licence).   

13. A certificate issued no longer than three months before the date on which it is presented, by the 

Disclosure and Barring Service under Part V of the Police Act 1997, the Scottish Ministers under Part 

2 of the Protection of Vulnerable Groups (Scotland) Act 2007 or the Secretary of State under Part V 

of the Police Act 1997 in relation to the holder.  

14. A document, or a screen shot of an electronic document, issued no longer than three months 

before the date on which it is presented, by Her Majesty’s Revenue and Customs, the Department of 

Work and Pensions, the Northern Ireland Department for Social Development or a local authority 

confirming that the holder is in receipt of a benefit listed in section 115(1) or (2) of the Immigration 

and Asylum Act 1999.  

15. A letter which: (a) has been issued no longer than three months before the date on which it is 

presented; (b) has been issued by a public authority, voluntary organisation or charity in the course 

of a scheme operated to assist individuals to secure accommodation in the private rented sector in 



order to prevent or resolve homelessness; (c) confirms the holder’s name; and (d) states the address 

of a prospective tenancy which the authority, organisation or charity is assisting the holder to obtain.   

16.  A letter which: (a) has been issued by a further or higher education institution in the UK; (b) 

confirms that the holder has been accepted on a current course of studies at that institution; and (c) 

states the name of the institution and the name and duration of the course. 

 

List B:  

Acceptable documents to establish a time-limited statutory excuse If a prospective tenant can 

produce one document from this group, then a time-limited statutory excuse will be established. A 

follow-up check will be required within the timescales outlined in eligibility periods.  

1. A current passport or travel document endorsed to show that the holder is allowed to stay in the 

UK for a ‘time-limited period’.  

2. A current biometric immigration document issued by the Home Office to the holder which 

indicates that the person named in permitted to stay in the UK for a time-limited period (this 

includes a Biometric Residence Permit).  

3. A current document issued by the Home Office to a family member of an EEA or Swiss citizen, and 

which indicates that the holder is permitted to stay in the UK for a time-limited period.  

4. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey, or the Isle of Man, 

showing that the holder has been granted limited leave to enter or remain under Appendix EU to the 

Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or 

Appendix EU to the Isle of Man Immigration Rules, which has been verified as valid by the Landlord 

Checking Service.  

5. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey, or the Isle of Man, 

showing that the holder has made an application for limited leave to enter or remain under 

Appendix EU to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of 

Guernsey) Rules 2008 or Appendix EU to the Isle of Man Immigration Rules, together with a Positive 

Right to Rent Notice issued by the Landlord Checking Service. Amended Entry.  

6. A frontier worker permit issued under regulation 8 of the Citizens’ Rights (Frontier Workers) (EU 

Exit) Regulations 2020.  

7. A current residence card, or a derivative residence card, issued by the Home Office to a non-EEA 

citizen who is either a family member of an EEA or Swiss citizen, or has a derivative right of residence 

which indicates that the holder is permitted to stay in the UK for a time-limited period.  

8. A current immigration status document issued by the Home Office to the holder with a valid 

endorsement indicating that the holder has been granted limited leave to enter, or remain in, the 

UK.  

9. A document issued by the Home Office confirming an application for leave to enter or remain 

under Appendix EU to the immigration rules, made on or before 30 June 2021 together with a 

Positive Right to Rent notice issued by the Home Office Landlord Checking Service.  

10. A passport of a national of an EEA country, Australia, Canada, Japan, New Zealand, Singapore, 

South Korea or the USA who is a visitor to the UK, together with evidence of travel to the UK that 



provides documentary evidence of the date of arrival in the UK in the preceding six months. Details 

on how to check a visitor from the above countries is outlined in the relevant section of guidance.  

11. A Certificate of Application (digital or non-digital) issued by the Home Office showing that the 

holder has made an application for leave to enter or remain under Appendix EU to the immigration 

rules (known as the EU Settlement Scheme), on or after 1 July 2021, together with a Positive Right to 

Rent Notice from the Home Office Landlord Checking Service. Additional document entered to list. 

 

 Rent: The Rent is payable per calendar month exclusive of utilities and council tax payable in 

advance by Standing Order.  You will be required to pay your monthly rent by standing order 

throughout the duration of your tenancy and you will need to provide us with proof that this has 

been set up with your bank when you sign your tenancy.  In the case of joint tenancies only One 

Standing Order for payment of the Rent can be accepted.  

Security Deposit: The Security Deposit will be equal to a maximum of 5 weeks rent and will be held 

by the Landlord or Rochills Limited as ‘Stakeholder’ and returned at the end of the Tenancy subject 

to both parties’ agreement.  

Tenancy Signing: On completion of satisfactory references, a copy of the draft tenancy documents 

will be sent to you in advance of them being loaded onto Signable for digital signing.  

All negotiations are ‘subject to contract’ and the tenancy start date CANNOT be relied upon until 

satisfactory references have been received, the Landlord has given permission to proceed and the 

Tenancy Agreement has been signed.  


