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The Management of Global Location Numbers (GLNs) 
 
 

 
1. Introduction 

 

This policy informs staff about the introduction and ongoing management of a Global 
Location Number (GLN) to uniquely identify the Trust’s physical spaces, as part of the 
Trust’s adoption of GS1 standards and dictates the requirements, policies and processes 
to follow for: 

 

1.  The allocation of Global Location Numbers (GLNs) to physical locations 
 

2.  Updating systems to reflect any changes, removals or additions of GLNs 
 

3.  The physical fixation of GLNs to Trust locations 
 
 

 
2.        Purpose and Outcomes 

 

As part of the standards mandated by the Department of Health (DH) within the NHS 
eProcurement Strategy in April 2014, all NHS Trusts are required to identify all physical 
locations using GS1 compliant GLNs. 

 

GS1 is an independent, not-for-profit organisation operating across 150 countries 
worldwide. Their standards have provided a common foundation for business since the 
first barcode was scanned over 40 years ago and the company now play their part 
around the world; from scanning supermarket groceries or buying a CD online, to locating 
equipment within a hospital. 

 

Currently each Trust function tends to develop its own approach to location information, 
geared to its own specific requirements; this has led to separate, uncoordinated 
approaches to identifying locations within the Trust which do not always make a clear 
distinction between physical locations and entities within an organisation. 

 

The use of GS1 GLNs will ensure a common location identifier is used across the Trust, 
which is suitable for use in relevant Trust applications. 

 

The Trust is to adopt GLNs initially for both physical locations and organisational entities 
and to provide information about the GLNs to their suppliers in an electronic form. 

 
 

 
3.         Definitions Used 

 

Global Location Numbers (GLNs) 
 

Global Location Numbers (GLNs) are a globally unique GS1 Identification Number that is 
used to identify any location in the supply chain that needs to be uniquely identified. The 
GLN may be used to identify both physical locations and legal entities. A GLN is a 



thirteen digit numerical code and is the Trust’s identification standard for its physical 
locations. 

 

GLNs do not have any significant internal structure; they are neutral numbers which can 
be used as keys to look up information in a database. This lack of internal structure 
means that GLNs can be used to identify physical locations at any level of granularity 
from whole building sites down to individual shelf locations or cabinets. GLNs can also be 
used to identify organisations and functions from legal entities, such as Trusts and 
companies, down to the smallest sub departmental role. 

 

Currently the Department of Health requires Trusts to apply GLNs to physical entities 
which should be identified and described to five levels: 

 
 

Level One 
 

A GLN identifying the Trust. 

 

Level Two 
 

Any entity reporting  directly to the Trust. This will include  individual 
hospitals. 

 

Level 
Three 

 

Other buildings and/or subordinate departments of Level 2. This could 
be A&E, Pharmacy or Outpatients etc. 

 

Level Four 
 

This applies to floors within buildings. 

 

Level Five 
 

This applies to rooms, corridors and other discrete space that need to be 
identified 

 

GLNs, and their associated information, can be created and managed as required by a 
Trust or department while still being globally unique. A GS1 GLNs achieves this by 
ensuring that all GLNs start with a unique sequence of numbers, known as a GS1 
Company Prefix which GS1 UK allocates to each Trust. The use of this prefix ensures 
that GLNs can be created by a Trust as required safe in the knowledge that the GLNs will 
not conflict with other Trusts or organisations worldwide. 

 

GLNs are all 13 numeric digits which makes them simple to process. The 13th digit is a 
check digit which is a redundancy check to detect human errors on identification numbers 
which have been inputted manually. It is calculated using an algorithm from the other 
digits in the sequence. 

 

 
 

Image 1 – GLN Make-Up 
 

Functional GLN 
 

A Functional GLN has the same characteristics and format as a GLN, but is used to 
identify non-physical entities. In the context of Derby Teaching Hospitals NHS Foundation 
Trust, req points will have a corresponding Functional GLN to represent them. 



GS1 Number Bank 
 

The GS1 Number Bank is an online database, accessible at 
https://www.gs1uk.org/login?returnUrl=%2fmy-account%2fmy-numberbank     that  allows 
the Trust to login, download Derby Teaching Hospitals NHS Foundation Trust’s unique 
GLN codes and assign them to specific rooms. 

 

GS1 Registry 
 

The GS1 Registry is a central data repository (currently under development) where 
organisations upload and store their physical locations along with the corresponding 
GLN, location description, location attributes, address, delivery address and privacy 
settings. 

 

Archibus 
 

Archibus is Derby Teaching Hospitals NHS Foundation Trust’s Space Management 
System. The system contains a list of Trust locations and is used for the management 
and recording of space data. Archibus is the primary system for storing, allocating and 
amending GLNs. 

 

Electronic Data Interchange (EDI) 
 

GLNs should also be used in EDI transactions as part of the Trust’s P2P process.  GLNs 
will be required when sending orders and receiving delivery information and invoices via 
EDI.   For example, when an order is sent it should contain a GLN to identify who the 
buyer is, the GLN of the supplier and the GLN of the delivery point where the products 
will be delivered. 

 
 

 
4.       Key Responsibilities/Duties 

 

The E-Procurement team will be responsible for maintaining and updating the GLN number 

bank and registry. 
 

The Capital Projects team will be responsible for the management and upkeep of the local 

GLN registry (Archibus). 
 

For the Royal Derby site, Skanska will be responsible for the physical allocation of the barcode 
labels. At London Road, this will be the responsibility of Estates. 

 

All staff should be aware of the requirements and reasons for the labelling of physical spaces. 
 

 

Area 
 

Responsibilities 

 

 
 
 
 

e-Procurement 

 

> Maintaining and updating the GLN Number Bank and Registry 
 
> Providing Capital Projects with GLNs for rooms 

 

> Maintaining a list of rooms to branch points & providing Capital Projects with 
functional GLNs for the branch points for new/changed rooms 

 

> Maintaining department systems with up-to-date GLN data 

 
 

Capital Projects 

 

>  Managing  any  changes  in  physical  locations  (e.g.  merging  /  removing  / 
creating  rooms)  &  informing  relevant  Trust  departments  of  these  changes 

> Maintaining and updating Archibus 

https://www.gs1uk.org/login?returnUrl=%2fmy-account%2fmy-numberbank


 

 
Skanska (Royal 
Derby Hospital), 
Estates (London 

Road) 

 

 
> Physically allocating GLNs to rooms 

 
> Removing GLNs when they are deactivated/in need of repair 

 
Pharmacy 

 
> Maintaining department systems with up-to-date GLN data 

 
Finance 

 
> Maintaining department systems with up-to-date GLN data 

 

 
 

Trust staff 
 

All staff should be aware of the requirements of this policy and the reason for the labelling 
of physical spaces. Damaged labels should be reported to the Facilities Helpdesk: 

 
 The number to call for Royal Derby Hospital (RDH) is Tel: 86100 

 The number to call for London Road Community Hospital (LRCH) is Tel: 54600 or 

2345 

 
5. GLN Allocation Rules 

 

5.1 Identifying a physical location 
 

A physical location must be allocated its own GLN when its access address is different 
from other physical locations and there is a business need to identify the physical location 
across organisations. 

 

A physical location within another physical location may get its own GLN (e.g. vending 
machine within a store, shelf in a warehouse). 

 

Information associated with a physical location GLN will include the related legal entity 
and may include the contact details (visiting address, email address, phone number, 
etc.), location purpose (e.g. warehouse, office), operating hours, etc. 

 

5.2 Identification of a new physical location 
 

When a new physical location is added that will engage in business transactions, it must 
be assigned a new GLN. 

 

 If the physical location co-exists with other physical locations and engages in 
transactions with other organisations, it must be possible to identify it 
separately. 

 

 
5.3 Physical Location Split 

 

When a physical location is split into multiple locations, the GLN must be archived and a 
new GLN allocated to the multiple locations. 

 
 

 
5.4 Change of location access address 

 

When the access address of a physical location changes, a new GLN must be assigned 
unless the change is deemed to be insignificant. 



An access address change can be caused by a move to a different site, or by changing 
the entrance of the location in such a way that it causes an address change. A move to a 
different site will have a major impact on trading partners, changing the entrance of the 
location will often have less impact. 

 

 It is important to timely inform trading partners on address changes, also when 
the GLN stays the same. 

 
 

 
5.5 Municipal address change without physical change 

 

When the address (e.g. street name and/or house number) of a physical location is 
changed by the authorities, but the actual physical coordinates of the location remains 
unchanged, the GLN may remain the same. 

 

 Since trading partners will expect the physical location to still be where it was 
before, the municipal address change will not affect them. 

 

 
5.6 Change of use of the physical location 

 

The GLN of a physical location does not need to change when the functions carried out at 
the physical location change. However the description of the room will change in Archibus 
(e.g. changing a ward from medicine to surgery or swapping specialities over the winter 
period) 

 

 When an existing physical location begins to be used in a different way, its 
trading partners will usually be informed in other ways. They will for example 
be confronted with a different Ship To location for a particular product, and in 
that way be alerted to adjust their systems. 

 
 

 
5.7 GLN of the deactivated location 

 

A physical location may be deactivated during the lifetime of a company. In that case the 
GLN identifying the physical location shall be archived. 

 

 Reuse of the GLN of a discontinued physical location for a new physical 
location may cause confusion with trading partners. 

 
 

 
5.8 GLNs of physical locations being merged 

 

When two or more physical locations are merged, all of the GLNs are archived and the 
new GLN’s are allocated. 

 
 

 
Summary 

 

 In the case of a new construction, a label with the next available number in the GLN registry, 
held in Site Services, is to be applied 

 

         In the case of a refurbishment e.g. one physical space split into two, the assigned GLN is 
archived and two labels with new GLN’s are applied 

 

         For two rooms being refurbished into one, the two assigned GLN’s are archived and one label 
with a new GLN is applied 



 In the case of a barcode label becoming illegible, a new label with the same barcode is 
applied 

 

 G LN’ s  ARE  NO T  TO  BE  REUSED  
 
 
 

6. Labelling Process 
 

Labels should be placed on walls as opposed to doors. A logical location would be alongside 

light switches and fire alarm call points for which UK regulation states a location of between 1.2 

and 1.4 metres off the floor. 
 
 

 
7. GLN Allocation Processes 

 

7.1 Creation of a new GLN 
 

Each physical location within the Trust requires the allocation of a GLN. At the initial 
allocation and any time there are changes to physical locations e.g. a new room is 
created/an existing room is divided, the following tasks are completed 

 

1.  Capital Projects notify procurement of changes to physical locations (this is any 
time a physical spaces changes (e.g. a new room is created, an existing room is 
divided etc.)) 

2.  E- Procurement download next set of GLNs from the GLN Number Bank and 
allocate against location 

3.  E-Procurement allocate new locations to a branch point 
4.  Capital Projects make changes in Archibus and input the GLN taken from the 

number Bank as well as the rooms’ branch point and Functional GLN 
5.  Capital Projects inform procurement of the changes 
6.  E-Procurement update the GLN Number Bank 
7.  E-Procurement update the GLN Registry spreadsheet 
8.  E-Procurement upload the spreadsheet to the GLN Registry 
9.  Skanska (DRH)/Estates (LRCH) print the new GLN barcode 
10. Skanska (DRH)/Estates (LRCH) affix the GLN barcode 
11. E-Procurement notify Finance and Pharmacy of changes 
12. E-Procurement update Health Logistics (HL) with new GLN 
13. Finance update Agresso with new GLN 
14. Pharmacy update JAC with new GLN 



 
 

*A GLN registry is currently under development by GS1. Prior to the completion of the 
registry, information should be uploaded to GS1 in a spreadsheet format 

 

 
7.2 Editing GLNs with a different description (i.e. the function of a new room 

has changed) 
 

When the function of a room has changed, necessitating the editing of the function/room 
description of the GLN in the system, the following tasks are to be completed: 

 
 

 
1.  Capital Projects identify rooms with a GLN description that needs to be changed 
2.  Capital Projects notify e-procurement of any changes required to the associated 

GLN function and the details 
3.  E-Procurement confirm the correct branch points for the edited rooms and inform 

Capital Projects 
4.  Capital Projects update Archibus with the edited room descriptions 
5.  E-Procurement update the GS1 Number Bank with the changes 
6.  E-Procurement upload the revised Number Bank to GS1 
7.  E-Procurement update the GS1 Registry with changes 
8.  E-Procurement upload the changes to the Registry to GS1 

 

 
 

 
 

*A GLN registry is currently under development by GS1. Prior to the completion of the 
registry, information should be uploaded to GS1 in a spreadsheet format 



7.3 Removal of GLNs 
 

If a GLN needs to be removed (e.g. the room no longer exists). The following tasks 
should be completed: 

 
 

 
1.  Capital Projects identify GLNs that need to be removed 
2.  Capital Projects inform E-Procurement of GLNs that need to be removed 
3.  E-Procurement update the GLN Number Bank and remove the relevant GLNs 
4.  E-Procurement upload the Number Bank to GS1 
5.  E-Procurement inform Capital Projects 
6.  Capital Projects remove the relevant GLNs from Archibus and inform E- 

Procurement 
7.  E-Procurement update the GLN Registry to remove relevant GLNs 
8.  E-Procurement upload the GLN Registry to GS1 
9.  Skanska (DRH)/Estates (LRCH) remove the barcodes 
10. E-Procurement notify Finance and Pharmacy of changes 
11. E-Procurement update Health Logistics (HL) to remove GLN 
12. Finance update Agresso to remove GLN 
13. Pharmacy update JAC to remove GLN 

 
 
*A GLN registry is currently under development by GS1. Prior to the completion of the 
registry, information should be uploaded to GS1 in a spreadsheet format 

 

 
7.4 Physically allocating GLNs to Trust locations 

 

The physical allocation of GLN barcodes to Trust locations involves the completion of the 
following tasks: 

 

1.  Capital Projects identify Trust area to physically allocate barcode(s) 
2.  Capital Projects identify list of relevant Trust location description(s) and 

GLN(s) from Archibus 
3.  Skanska (DRH)/Estates (LRCH) print relevant GLN barcode(s) 
4.  Skanska (DRH)/Estates (LRCH)  to scan printed GLN barcode to validate GS1 

compliance and  label scans correctly. 



5.  Skanska (DRH)/Estates (LRCH) gather relevant area floorplans and go to 
relevant area 

6.  Skanska (DRH)/Estates (LRCH) check list of descriptions to GLNs against the 
floorplan 

7.  Skanska (DRH)/Estates (LRCH) affix appropriate barcode to the correct room 
(if there is a one off need for a replacement, Skanska would print the label but 
it may be individual department staff that affix the barcode label) 

8.  Skanska (DRH)/Estates (LRCH) Once label affixed , scan and validate GLN is 
positioned in correct physical location. 

 

 

 
 
 
 

8. Monitoring Compliance and Effectiveness 
 

The key requirements will be monitored in a composite report presented on 
the Trusts Monitoring Report Template: 

 
 

Monitoring 
Requirement : 

 

1.  Creation of a new GLN and associated tasks 
 

2.  Editing or removal of GLNs and associated tasks 
 

3.  GLN labels that are currently affixed in the Trust are 
fit for purposed 

 

Monitoring 
Method: 

 

1.  Sampling of relevant systems to ensure the GLN 
has been created will be performed on a 6 monthly 
basis 

 

2.  Relevant systems for each GLN removed or edited 
within the preceding 3 month period to be checked 

 

3.  Departments to conduct spot audit and check their 
areas 

 

Report 
Prepared by: 

 

1.  E- Procurement Team 
 

2.  E- Procurement Team 
 

3.  E-Procurement Team to request a review from each 
department and respond to findings 



 

 

Monitoring 
Report 
presented to: 

 

Monitoring committee 

 

Frequency of 
Report 

 

1.  6 monthly 
 

2.  Quarterly 
 

3.  6 monthly 
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10. Appendices 
 
 
 

Appendix 1 –  Archibus Registry 
 

 
 
 

 
Appendix 2 –  Barcode Label Specification 

 
 
 

Application: 64mm x 38mm plain gloss white polyester, perm adhesive plain labels 
 

Product size: 64mm x 38mm rectangle 
 

Materials: White polyester thermal transfer w/permanent adhesive 
 

Example barcode layout as per below: 
 

 
 

 


