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Guidance Notes for New Postal Addresses and New Street Names





Managing Postal Addresses


The address of a property is a very important issue. More organisations, emergency services and the general public need an efficient means of locating and referencing properties.


Under the Public Health Act 1925, it is the Council’s responsibility to allocate house numbers and road names to new dwellings and property conversions. Individual and developers should not allocate their own house numbers, building or street names. The Council consult with Royal Mail to obtain postcodes for new properties.


If a property is not officially registered it will not appear on the main address database and the owner or occupier will experience difficulties in receiving mail, goods and services from a variety of sources. The address database is used by the Council, Royal Mail and all statutory undertakers, emergency services and many private companies. 





How to request a postal address for a new dwelling or conversion to a dwelling


Requests should be made by completing the attached application form and returning it to us by:


Post: addressed to the Street Naming & Numbering Officer, Building Consultancy, East Staffordshire Borough Council, The Maltsters, Wetmore Road, Burton upon Trent, Staffordshire, DE14 1LS, or


Via e-mail to � HYPERLINK "mailto:building.consultancy@eaststaffsbc.gov.uk" �building.consultancy@eaststaffsbc.gov.uk�


Whichever option you may choose, we will require a scaled plan showing the full extend of the development, including plot numbers where appropriate. 


Enclosed is a scale of charges associated with processing postal addresses for new dwellings or conversions. Payments can be made by cheque, payable to East Staffordshire Borough Council or via card payment over the telephone on 01283 508609 or 01283 508723. 


You should apply for a postal address in the early stages of any new build or conversion. Utility companies are reluctant to install services where an official postal address has not been allocated. 








How to request a new street name


Where new roads are to be constructed, developers will need to suggest suitable names for adoption by the Highway Authority. You need to ensure the following:


Road names are not duplicated within the Borough.


Suggested names will need to be sufficiently unique to avoid any confusion or misunderstanding.


Names of living people are not allowed.





Road names should reflect the history of the site or acknowledge the geography of the area. 


Names that could be considered offensive will not be accepted.


We consult with the Parish Councillors on all new street names prior to any approval. 


New road names are to be applied for in the same way as a new postal address. 





Allocation of new postal address and new street names


Once a new postal address or new street name is allocated we will inform all relevant and statutory authorities and emergency organisations. We also contact Royal Mail who are responsible for allocating postcodes. Royal Mail will not allocate a postcode unless they have received formal notification from us of a new address or street name. 


If any changes are made to the layout of a development following the allocation of postal addresses, then a further charge will be applicable. 
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