ACTIVE   LEARNING  AND  LEISURE   LIBRARIES  –  SOUTH  AFRICA

Postnet Suite 217, Private Bag 30500, Houghton, 2041      Tel / Fax: (011) 484 0333


A    P L A N N I N G    C H E C K L I S T    FOR    N E W    T O Y    L I B R A R I E S
Go through each point, discuss it with your colleagues, and write out the answers to the questions.  If you need help with any of the questions, please feel free to contact ALL-SA. 

WHO IS THE TOY LIBRARY FOR?

1.  For which groups would you like to provide the Toy Library Service?

     Pre-Primary Children :
     Age group you want to cater for:    Birth - 3 years [      ]      3 - 5 years [      ]          5 - 7 years [      ]

     School Children :
     Grade 0 [      ]    Foundation Phase [      ]      Senior Primary [      ]    High School [      ]

     Children with Special Needs:   Yes [      ]
No [      ]  If yes, please describe.

     About how many children in each group will benefit from the Toy Library?

     Adults [       ] 

2.  Will the toy library provide toys for children from

      (a)      the general community   Yes [      ] 
No [      ]

      (b)      A group of ECD Centres / Nursery Schools / Primary Schools    Yes [      ]
No [      ]

                If yes, provide a list of the centres/schools who will be involved (addresses & principals)

      (c)      Other (please explain)

3.  Who is going to be involved in the initial planning stages?

4.  Have you worked out who will be responsible for what?  Jot it down.

VENUE

1.  What venue are you going to be able to use?

     (a) What are its good points?

     (b) What problems might there be, and how will you overcome them?

2.  Where are you going to store your toys?  (Cupboards, shelves, suitcases etc.)

FINANCE
1.  What do you need to spend money on?

     e.g.  Toys, fixing up the venue, stock book, membership records, pens for marking, cleaning materials,                 repair kit, photocopies of agreements, receipt book, travelling expenses, telephone, storage containers,              rent, pamphlets, accounting records etc.

2.  How much money do you think you will need to start with?

3.  How will you raise the money?

4.  Who is going to keep track of spending;  take care of the bank account;  do your books for you?

     Your records should show Income (specify type of source), and Expenditure - Capital Costs 

     (Toys, Shelves etc) and Daily Running Costs.

STOCK 
1.  What are the aims of your toy library? The aims will affect the toys you buy.

2.   Have you decided how many toys you will need?  This depends on 

    *how many members you plan on having and    *how many toys they will be able to borrow at one time.

3. Where will you buy the toys?  ALLSA has names of suppliers. 

4. Have you decided  what system to use in allocating numbers to the toys?    Perhaps you need some training      in being able to catalogue toys?  The number of the toy will appear in the stock book, together with                information on where you bought it;  when;  how much it cost; number of pieces. 

5.  Once you have bought some toys, you need to:

     (a) Mark every toy including all loose parts and individual pieces with the allocated number as well as the           container - lid and base if applicable.

     (b) Write the number of pieces on to the container.

     (c) Give extra protection to toys and containers, which may need it 

     (d) Play with the toy, and make a note of all possible play variations, which you should add to the actual             toy/game instructions.

     (e) Make a copy of the instructions. Keep the original on file.  Do the same with any tapes.  If possible, stick           the instructions on to the container.

     (f) Remember to check your toys for non-toxic paint and other safety points.

     WHO IS GOING TO BE INVOLVED IN THIS FIRST PREPARATION OF THE TOYS?

MEMBERSHIP
1.  Who can be members of your Toy Library - special needs children, general community, Educare centres,          other?

2.  How are you going to advertise your Toy Library?

     (a) Editorial in local publications  

     (b) Notices in public places - shopping centres,  Library, Clinics 

     (c) Inform groups who may be interested in referring children - GP's, Nursery Schools, 

          Occupational/Speech Therapists, educational psychologists, Centres for the disabled, etc.

     (d) Pamphlets to hand out at Nursery Schools, Health Clinics and to anyone who comes to enquire at the               Toy Library.

3.  You need to develop  

      *   a membership form 

      *   an agreement form which states the Toy Library rules (give members a copy to remind them.)

      *   an indemnity form.

4.  How many toys can each member borrow?  

5.  How long can the toys be kept? 

6.  What system will you use to know when a toy is due back?  If late, follow up promptly.

7.  Have you decided whether you will charge a fee to join?  A monthly fee or a fee per toy or a unit system       similar to video shops?  What will the fees be?  ( depends a lot on your community )

8.  How will you keep a record of payments ? 

9.  How are you going to deal tactfully with toys that have not been cleaned, toys that are late, etc

10.  Will you have a nominal fining system for pieces that have been lost?

       Remember to adjust quantity records on the container and in the stock book.

11.  Will you encourage members to make or provide a substitute piece, or will you attend to repairs yourself?           Are you going to involve members and/or volunteers to help you . 

       REMEMBER "A  stitch in time saves 9"!

12.  What will you do about a toy that has been broken, and cannot be repaired? Always be fair but firm. Have        clear  guidelines. Remember that members who end up feeling guilty will probably leave. Toy Libraries are        child-centred and  have a  reputation for being warm and caring. 

DAILY ADMINISTRATION

1.  Who will count the toys when they are taken out?

2.  Who will count them when they are returned?

     Counting is essential but time-consuming. No one enjoys it, but toys with missing pieces are frustrating to       children and eventually end up being written off - a loss to the Toy Library.

    Count immediately - don't leave it for later.   

        If a piece is missing, the member can be asked to take that toy out again to try and find it. It often works, and          the child learns to look after his toys so that he can get a new toy every time. 

   3.  Who will make a note of the toys being borrowed? What type of record will you keep?

   4.  Who will jot down any comments on how the child played with the toy?

   5.  Is someone going to help the parents to make a choice?  Who?  Does this person need some training?

   6.  Will you display a list of toys for different age groups and play / skill areas or have a card system so that           parents are able  to make independent choices as well?  

       The parents may either look at the list, choose a toy and find it on the shelf or look at a toy on the shelf note           the number and check against the list  to see if it is suitable.

   7.  Who is going to disinfect the toys?  How often?  What will you use?  (Possibly a Milton solution) 

   8.  Who is going to pack the toys back in storage?  When?

   9.  Will the children be allowed to take toys off the shelf to play with while Mom is busy choosing. ( you run the         risk of lost pieces) or will you provide special ones for playing  with at the Toy Library?  A make believe corner         is always popular.

  10.  What will your Toy Library hours be? Regular Office Hours or will members only be able to come on certain          days, between certain hours?  Maybe you want to have set appointments for exchanges.

Who will manage your toy library project ?  Do you need to develop a Constitution ?

Who can help in the running of your Toy Library? If you are going to involve volunteers (like youth groups, scouts, service organisations, pensioners etc) you need give them a chance to tell you what they would like to do and when. You must also explain that they need to be reliable. 

Contact ALL-SA if you need more information. (011 484 0333 or 082 601 2526 )
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