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ADDRESSING GUIDANCE NOTES

Introduction

Basingstoke and Deane Borough Council has a legal responsibility to ensure
that streets are named, and properties are numbered. This statutory duty is
detailed in the Public Health Act, 1925.

Legislation

The Public Health Act 1925 (Sections 17, 18 and 19) places a statutory
obligation on the council to supply and maintain correct addressing for every
property within the borough.

Under this legislation the council is obliged to name streets and number
properties into them, make the necessary changes to properties and rename
streets when required. All address creations and changes must be updated
into the Local Land and Property Gazetteer (LLPG), which in turn must be
incorporated into to the NLPG Hub on a regular basis. There is a lengthy
Data Entry Convention Document to guide on this and BS7666

Street Naming and Numbering

Street Naming
The majority of the work undertaken is a result of building new developments.

Where a new development creates a new street, consultation must take place
in order to allocate the new street a name. The developer will be expected to
provide name suggestions for consideration. Preference will be given to
street names that refer to the history and heritage of the local area. If the
developer fails to provide a name or has no preference, then the authority will
research the site and provide suitable suggestions. For large developments a
list of road names will be approved in advance, to be allocated as the
development progresses.

The proposed street names will be checked against existing LLPG entries to
ensure that the name is not duplicated within the same postal area or an
adjacent postal area and that it is not so similar to an existing street name that
it is likely to cause confusion.

The relevant Ward and Parish Councillors will then be consulted and asked

for their comments on the name suggestion. If Councillors’ have alternative
suggestions, then the street naming and numbering officer will liaise with the
parties and the consultation process will be repeated.

Street Naming Guidelines

1 Distinctions by suffix within the same or adjoining area are to be
avoided, e.g. Butterworth Drive and Butterworth Road.

2 Street names with phonetically similar names are also to be avoided,
e.g. Willows Avenue and Winnow Avenue.
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Street names that may be considered or construed as obscene or
racist will not be acceptable.

Street names that may be open to re-interpretation by graffiti or
shortening of the name should be avoided.

New street names shall not be assigned to new developments when
such developments can be satisfactorily included in the current
numbering scheme of the street providing access.

In order to avoid causing offence either by inclusion or exclusion, no
street shall be named after any living person.

All punctuation, including apostrophes, shall be avoided.

Street names are unacceptable if they are likely to cause spelling
difficulties, as these may lead to confusion in an emergency situation
or result in demands for a change of address from occupiers.

3.3 Street Naming protocols

3.3.1  The following suffixes are acceptable for any type of new street within the
authority:

Road
Street
Avenue
Drive
Lane
Place
Gardens

Way

It is policy that all new street names will end with a terminal word as
previously described, unless there are very strong reasons for not doing so.

3.3.2 The following names will be used only as indicated:

Crescent - for a crescent shaped road only
Close - for a cul-de-sac only
Square - for a square only

Hill - for a hill only
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3.3.3

3.3.4

3.3.5

3.4

3.41

3.4.2

3.4.3

3.44

3.4.5

. Terrace - for a terrace of houses but not a subsidiary name within
another road

. Mews - officially a term for converted stables in a courtyard or lane but
would be considered acceptable for most small terraced
developments.

All new pedestrian ways will be named as follows.

. Walk
= Path
. Way

Although the general naming of buildings is not officially within the remit of the
Street Naming and Numbering legislation, the naming of buildings to be used
as Flats and Apartments means that the name will form part of the official
postal address. Therefore, if the developer wishes to name a block of flats or
buildings then they must supply a suitable name which will be put through the
same investigation process as a house name request.

All named blocks should end with one of the following:
. Court - for flats and other residential buildings
. Mansions - other residential buildings
. House - residential blocks or offices
. Point - high residential blocks only
. Tower - high residential or office blocks
Property Numbering

The developer must provide the authority with a written request to number the
site, together with the provision of relevant site plans, referencing the planning
application approval.

Allocation of addresses will be carried out as early in the development
process as possible in order to provide address information for utility
companies.

New streets shall be numbered with odd numbers on the left-hand side and
even numbers on the right, commencing from the primary entrance to the
street.

Where the street is a thoroughfare between two other streets, the numbering
shall commence at the end of the street nearest the centre of the town or
village.

Where a cul-de-sac is developed, the numbering shall be consecutive and in a

clockwise direction, where there is no scope for future development in the
street.
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3.4.6

3.4.7

3.4.8

3.4.9

3.4.10

3.4.11

3.4.12

3.4.13

3.4.14

If it forms part of an existing street, a new development will be numbered
sequentially into an existing numbering system. If the development is an infill
site and there are no spare numbers within the sequence then letters will be
used as part of the address (i.e. 10A, 10B etc.).

The number of a property will be allocated to the street onto which the front
door faces.

All new properties shall be numbered rather than named. However,
exceptions may apply in existing streets where no numbering scheme exists.
In such circumstances the properties must have names attached to them. Itis
up to the developers or new occupiers to suggest names for consideration.

All numbers must be used in the proper sequence. There shall be no
exclusion of any number due to superstition or personal preference.
Applications to omit any number from a numbering sequence, for whatever
reason, will be refused.

The numbering of properties within buildings will be dependant upon the size
of building, where and how many entrances from the street exist. Where
possible, flats and units will be given individual numbers. The sequence of the
numbering will be dependant upon the access to front doors of individual
premises.

As a general rule, blocks of flats and apartments with more that 3 floors will be
numbered in a similar way to hotel rooms. For example, all properties on the
first floor will commence with the number 1 followed by the property number
(e.g. apartment seven on the first floor will be numbered 107). This decision
has been taken following discussion with emergency services who advise that
numbering like this assists them in the event of an emergency as they can
quickly determine which floor the apartment is located.

For example, if there are 20 apartments per floor and 12 floors they would be
numbered as follows: -

e ground floor: 1 - 20

o 1stfloor: 101 — 120

e 2nd floor: 201 — 220

o 11thfloor: 1101 - 1120

Where a numbered property is sub-divided and there are separate entrances,
the new address will reference the old number but with a letter suffix. For
example, 20 High Street converted to three flats will be 20, 20A and 20B High
Street.

Where the properties are accessed from one entrance they will be numbered
as 1, 2 and 3, 20 High Street.

If a block of flats is built in the middle of a numbered street and cannot be
integrated into the current numbering of the street, a name and number with a
suffix will be given to the block and the flats numbered internally.

Page 4



3.4.15

3.4.16

3.4.17
3.5
3.5.1

3.6
3.6.1

4.1.1

5.1.1

5.1.2

5.1.3

When new properties are built on an existing street and there are no available
numbers to use, whilst retaining the current sequence, a letter shall be used
as a suffix, e.g.15a.

Streets will not be renamed and renumbered in order to avoid numbers with a
suffix.

A business name shall not take the place of a number or a building name.
Changing a House Name or Adding a Name to a Property

The authority will check the LLPG to ensure that a requested name is not
duplicated in the same postal area. Names will be considered acceptable
unless they are duplicated within the local area, likely to cause offence or are
potentially difficult to pronounce such that this would cause a delay in an
emergency situation.

Property in a Numbered Street

If a property has been numbered, then both the name and number must be
displayed in a prominent position and visible from the road. A name cannot
be regarded as an alternative to a number when the number has been
previously officially agreed.

Royal Mail

The allocation of postcodes is the sole responsibility of Royal Mail. The
borough council are only responsible for the naming of streets and the
numbering of properties within them. Royal Mail allocate postcodes once
notified of new properties by the Council officer.

Street Nameplates

The initial erection of nameplates on new developments is the responsibility of
the developer. Street name plates should comply with The Department of
Transport, Circular Roads 3/93. Wherever possible, the name plates should
be erected at the back edge of a footway where one exists, and the grass
verge should be kept clear.

Subsequent repair and replacement are carried out by the borough council
through its contractor.

It is essential that the developer provides nameplates that are sufficient in
number and adequate to lead a visitor to the correct location, with any location
ambiguity kept to a minimum. Apartment blocks should have adequate and
conspicuous signage at the main entrance(s) to indicate where within the
block each apartment is located.
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