Supplies needed for organizing a school library
Automation System supplies
1. Automation program of choice (Readerware, ResourceMate, etc.)
2. Bar codes for software – use for books and other materials
3. Bar codes for patrons – often different than the ones for books
4. Scanner 
5. Computers – minimum of two recommended.  One for data station and one or more for researcher computers.  Students should not have access to the data station if at all possible.
6. Patron cards/way to access patron bar codes.   The NPUC has patron cards you can purchase for about $.15 each.  These cards can be reused from year to year.
Processing Supplies – Order enough supplies to do your library plus extra for new books.
1. Spine labels – H80342 or H90162 (Foil back) (My preference is the foil back, but it is more expensive.)  Another option is H43612 or H43613 (Foil back)  This is the label I use.
2. Label protectors – for spine labels of hard cover books and bar codes for all books – H25437.  This is a roll of 1000 label protectors of 4-mil vinyl.  
3. School stamp
4. Book tape – Scotch 845 book tape 2” wide for taping paperback books.  H30421.  There is a discount for purchasing rolls by the dozen.  One roll of book tape will tape the spine and edges of approximately 20 – 25 paperback books.  (Note: packing tape is not easy to use for this and is not recommended.)
5. Book shelves
6. Cleaning supplies for cleaning shelves and books 
7. Colored dots for “E” books – Grab-a-Dots ¼ inches and/or Grab-a-Stars ½ inches
8. Burnishing tools – 2 or 3
9. Other supplies that are helpful are pencils, post it notes, Scotch invisible tape, and basic office supplies.
Work Stations for Processing 
1. Cataloging – 1 person (Audrey) and teacher to make decisions     (Colored dots on E books at this step.)
2. Stamping – 1 person
3. Print spine labels – 1 person (need computer and printer)
4. Attach spine labels and cover hardbacks with label protector– 2 people
5. Bar code and cover bar code on hardbacks with label protector – 1 person
6. Tape paperbacks – 2 or 3 people (If you don’t want to tape the paperback books, leave this step out)
7. Automation program station – 1 person minimum.  We have found that having multiple entry stations is really a great timesaver.  If there could be three or more people with computers doing data entry, this would be ideal.  


School Preparation before Team comes to work:
1. Weed library as much as possible.  Audrey will give school the criteria for weeding.
2. Purchase software and supplies as soon as possible.  Supplies must be at the school in order for the team to work.
3. Recruit 8 – 10 volunteers for the work stations.  It is easier for the team if the volunteers can be there for all four days, but this may not be possible.  We also found that the first two days we needed all the volunteers, but fewer were needed by the third day.    
Approximate cost of supplies for school for a library of about 4,000 items to bar code
1.  Software 		$812
2. Highsmith order	$700
3. Miscellaneous items 	$65.00  (This included water, drinks, snacks, and meals for the volunteers.)
Extra supplies (if desired, but NOT necessary)
1. Book jacket covers for dust jackets
2. Filament tape for jacket covers ONLY IF you plan to cover your dust jackets 
3. Book ends
THE SUPPLIES BELOW ARE RECOMMENDED TO PURCHASE AT A LATER DATE IF AND WHEN NEEDED.
4. Book mending supplies IF you plan to mend books
a. Book tape - cloth
b. Invisible tape
c. Vinyl wings and corners
d. Book glue – NOT Elmer’s or school glue
e. Rubber bands – long enough and wide enough to go around a book
f. Weights – I use paper-covered bricks
g. Boards – I use boards that I had cut to a 9 x 12 size.  
5. Classification labels – Adventure, Dogs, Caledcott, Newbery, etc.
6. Book plates – for donated books
7. Shelf labels
8. Plexiglass sign holders
9. Book easels
Audrey needs to bring:
1. DDC set or Sears cataloging help
2. Book glue
3. Mending supplies
Easy Books Organization for Rogers School

Bible stories						Pink dot

ABC Books							Purple dot

Counting Books		    				Red dot

Rhymes, Songs, Poems					Yellow dot

Technology    (Cars, Trucks, etc.)					Orange dot

General Science    (Color, Shapes, Senses, etc.)			Light Green dot

Nature							Dark Green dot

Biography							Black dot

Pets							Light blue dot

People stories						Dark blue dot

People/Animals						White dot

I Can Read books (easy leveled readers)			Light Blue star 


The organization above is just a suggestion.  You may have other categories you would rather use.  This is what happens to work well in our library.  Other categories might include Holidays.  We have a category for books where animals talk and act like people such as Berenstain Bears or Franklin but your school may not want these books in your library or you might choose to put them in the People stories section.

If an animal is a domesticated animal such as a cat, dog, horse, etc., we put those books in the Pets section.  If an animal is wild or a zoo animal, we put those books in the Nature section.  You may decide that you want to separate the Animal books from the Nature books. 
Highsmith carries eighteen (18) colors of prelaminated dots.  There are three shades of pink and two shades of lavender which might be confusing.  This is why we opted to go to the star for the leveled books.
