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Library sorters and Friends’ Book Store Organizers are to be chosen from the Friends’ volunteer database based on skills, interest and the best match for the responsibilities outlined below.  The selection of sorters and organizers will be made in consultation with the Book Store Coordinator.

Library sorters will have a trial period of one month during which time they will have the opportunity to assess if this is the best fit for their time and talents and to get used to their responsibilities.  Friends’ Book Store organizers will also have a trial period of one month for the same purpose.
Responsibilities of Library Book Store Sorters
1.  Sort all donations weekly for the Library.

2. When Library sorters complete their tasks, books not designated to go to the Library are to be boxed (not to be categorized), labelled, “Friends” and placed on the yellow cart and the Friends’ cart behind the Book Store.

Designated Friends’ Book Store Organizers 
1.  Stock book store according to categories (to correspond to book sale categories).

List of categories attached.

2.  Cull out of date books and poor quality books and place these in yellow boxes for recycling.

3.  Shelves in book store are not to be overloaded, books are not to be piled on top of rows of other books.

4.  The Friends appreciate and value the time our volunteers spend assisting in the book store; therefore, the time volunteers spend sorting for the book store must be efficient and effective.  

5.  While stocking shelves, designated organizers will keep track in their minds of how long books have been on the shelves.  Hard cover novels particularly need to be culled every three months.  This way, there is no need for a system of coloured dots to keep track of how long books have been on the shelves, which adds expense and uses up valuable time.

6.  Fill Harlequin holder outside book store.

7.  No boxes of books are to be piled on the floor in either room, with the exception of magazine holders in the first room.

8.  Less space is to be taken up by National Geographics, since they only sell for 10 cents apiece and don’t sell well.  Space is needed for books that will generate more revenue.

9.  A Communication Book will be provided for notes between Friends’ volunteers, book store organizers and the Book Store and Book Sale Coordinators.  It will be kept on the counter in the Book Store.

10.  Organizers will keep an eye out for books requested and will place them under the counter in the book store, along with a request slip, so that the designated request book volunteers can contact customers.

Request Book Procedures attached.

11.  Magazines

I) Organizers will check the request book to see if anyone has requested specific magazines.

ii) All craft and hobby magazines will be individually priced and put out for sale, regardless of the date.

iii) All other magazines (except weekly ones) only from the year 2000 or newer are to be put out for sale.

iv) Weekly magazines (e.g. - Time, Macleans) are to be kept and put out for sale for a one year timeframe only.

12.  Encyclopedias

I) Organizers will check the request book for requests of encyclopedias.

ii) Newer sets of encyclopedias (1990s and above) are to be displayed in a neat fashion in front of the counter.

iii) Sets of children’s encyclopedias are to be boxed and labelled and put on carts for the Children’s Book Sales.

iv) All older sets, unless requested or appropriate for Collectors’ Sales, are to be put in the yellow boxes.

13.  Bargain Sales

All older books (not Collectors books, not musty books, or very out of date books, particularly textbooks), or books in poorer condition, are to be boxed, labelled BARGAIN BOOKS, and put on the carts for the Friends.

14.  Children’s Books

Children’s books will be individually priced by the Book Store Organizers and all others will be boxed and labelled and put on the cart behind the book store.

15.  Tidy books on portable book shelf outside book store. 
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