SJPL STAFF ALLOCATION GUIDELINES
Evaluate “basic” number of staff needed to fulfill the needs of the library branch by:

· Looking at total circulation number per location
· Determine number of check-outs including: self check machines, staff assisted, phone or internet renewals

· Determine number of check-ins per location
· Determine number of service points needed to complete basic customer assistance including: Main service point and greeter pod
San Jose Public Library has determined that experienced Pages and Aides can shelve 180-200 books per hour.  (providing top quality work)
Total Check-Ins ÷ 200 = Pages needed to shelve that material
This number is rough since we know that not all books returned to the branch will stay at that branch.  We also take into account that we have streamlined our shelving by using “rough” or “no order shelving”  to minimize trapped or lost inventory.  This rule, applied generally, makes it possible for a branch to check in 42,000 items a month needing roughly 210 “shelving” hours.  This is our starting point for rebalancing.  

· Hire and train appropriate staff for check-in using LEAN Principles
· Maximize Hot, Popular Items to Rough Sort and very quick reshelve

· Minimize Sorts to ideal 8—11, Use only Direct Shelving Method to Carts
We need staff during open hours to staff our:

· Guide position

· Greeter position

· At least one person in the Single Service Point zone
· Normally at least two staff working additional zones during our busier hours
With these basic numbers we’ve been able to acertain if staff is available to respond effectively to customer needs.
( During rebalancing we do not focus on “backroom duties” in order to 

balance staff toward direct customer assistance 
At San Jose Public Library we have removed many branch specific processing, such as labeling materials, processing serials, doing routine involved mending or replacement, and long-term incompletes.  
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