


Monday-Saturday Opening Checklist - Tamworth Library  
	Checklist for all staff rostered to opening shift

	Log in Returns PC – open Spydus.

	Empty after-hours bin – place items into RFID bin.

	Retrieve Library newspapers from after-hours bin and stamp with library stamp. Take the second copy of the NDL to the staff room and place the rest of the papers on tables in the reading area near newspaper shelves and. (If second copy of NDL isn’t there, contact the South Tamworth Newsagency for an additional copy or credit on out account.)

	Empty dishwasher as rostered.

	Ensure all Library lights have been switched on – including in the back dock and above staff picks display. Check foyer lights are all on. The light switches in the foyer are two-way so look up and check that the lights are working.

	Turn both TVs on – TV in New Books area is tuned to ABC 24 news channel. Ensure it is displaying sub title text. TV near printer needs to have input set to media player, select all files and play. 

	Turn self-check units on – the key has a blue tag and is located in the top drawer at the staff work area in main library.

	Turn on OPAC PC – open up our website in a browser.

	Take the ‘Library’ and ‘Gallery’ flags out the front and place on flag holders, on Mondays just the ‘Library’ and ‘Open’ flags.

	Cash register – the cash register is balanced each morning by rostered staff who will then put the cash tray in the cash register prior to the library being opened to the public

	Log on Circulation PC & open Spydus Launchpad. Open Pharos Nerve Centre on Circulation PC. 

	Check reservation notices have gone out for yesterday’s reserves on the trolley in the returns area. If they have, issue the reserves and place out on click and collect shelves in dock. Don’t issue if borrower is debarred or has over 20 items on their card, leave those reserves on shelf behind desk. Then check for expired items in click and collect and put through returns.

	Run picklists (Items Available for Allocation search) for Tamworth and then Headquarters Stack – use tablets, no need to print. Locate items on the list and put items through returns. Tamworth reserves go on the reservation trolley once yesterday’s reserves have been issued and put into click and collect, in-transit reserves go in the crates. 

	Check A4 & A3 paper levels in public printer

	Fold & envelope mail-out notices each morning once printed. Place envelopes in mail out tray on packing bench. 

	Check face-out displays on library floor have been filled with new/interesting items and in good condition, shelve and replace if not. Note, the prolific authors (James Patterson) don’t need help to circulate, pick other titles. 

	Check latest available issues of magazines are on display. 
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