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T oy Library Guidance: Series 1
Setting up a toy library in Scot land

This Guidance Sheet provides an introduction to
launching your toy library. Whether it’s deciding on
opening times, setting up, organising play sessions or
deciding on a loan system, the following information
will guide you through the organisational aspects of
planning your first toy library session.

Top Tip

Why not implement a ‘suggestion box’ 
in your toy library? Users will then be 

able to request particular toy purchases, 
which will in turn ensure that you are 

providing the best service possible 
which takes its users’ needs into 

account.
Opening Times
It’s a good idea to discuss with your staff, volunteers, users,
and other members of the local community before deciding
what will be the best opening times for your toy library. You
may need to think about:

• Nursery / school ‘drop-off’ times / clinic sessions.
• Local fixtures, e.g. market day.
• Fitting in with other services, e.g. parent and toddler

groups.
• Opening on Weekends - to attract working parents.
• Whether you will open in term-time, or throughout the

year.

Before Each Session
You will need to decide who will open the toy library - will it
be the same person every session or will there be a rota?
Remember:

• The toy library should not be dependent on one person
consistently being available.

• There needs to be a fall back plan if the key holder
becomes unavailable.

• For health and safety reasons, you should have more
than one person on duty at your library.

Setting Up
Make sure to place directions to your toy library at
the entrance to the building, such as in lifts, etc. Also,
consider using your logo or other visual cue to help
members whose first language is not English. The
room should be set out to enable the loan of toys and
to allow opportunities for children to play where
possible, and all areas of the library should offer a
welcoming environment for all users. Additionally,
ensure there is enough help and time to unpack and
display toys, and that there is space for checking toys
in and loaning out.

Safety and Risk Assessment
Your Local Authority may have an existing risk
assessment procedure with which you will have to
comply. If not, you should actively draw up a
checklist for your toy library to ensure that it is safe
for its users. Included in this risk assessment list
should be the possible dangers posed by equipment /
toys, furnishings, danger areas, e.g. electricity
switches / heaters / corners or cupboards / facilities
for making drinks. Also ensure children can’t get out if
the door is left open, the addition of a retractable
gate may be helpful. Make sure to prepare:

• A risk assessment process
• First aid regulations
• An accident book
• A fire drill
• A fixed date for re-assessment



T oy Library Guidance: Series 1
Setting up a toy library in Scot land

Toy Libraries
The way in which you display your toys for users is
important, and will depend on the space you have
available in your premises. Toys will need to be fully
accessible for all users, especially children, and you
should try to have toys out which can be played with
during the session as well as those which are for loan.
You could also display a small selection of toys at each
session, either by theme, e.g. construction, or simply
those toys that are rarely used or loaned. This could
encourage users to try out new toys, or bring different
types of toys to the attention of users.

Play Sessions
Many toy libraries do have toys out for children to play
with as well as loan - this activity can help the child to
learn through the play session. Although a toy library’s
primary function is the loan of toys, many projects are
beginning to offer play sessions alongside the loan
session. They may offer painting, making and playing
with dough or have large equipment available. When
planning a play sessions always consider:

• The age / developmental stage of the child.
• Time / space / staff available.
• Whether the activity is fun for children and parents /

carers
• Whether the activity will be available for the whole

session or only part of the session.

The Loan System
When your toy library is up and running you will need to
keep a close track of who has borrowed which toys and
how many members your library has at any one time.
You will also need to create a toy catalogue to inform
users about your stock. Catalogues are complete lists of
toys / equipment / books, and should allow toy librarians
and toy library users to locate toys / equipment / books
in the library.

Checklist

Agreed upon what times your toy library will be 
open?

Decided on a procedure for opening each 
session?

Thought about implementing a ‘suggestion 
box’?

Made sure your toy library adheres to all safety
guidelines?

Remembered to plan the way you will display all 
your toys?

Given thought to how you will organise a loan 
system to keep track of all toys borrowed?

Smart Play Network Members Support

Member you have access to telephone and email
support. For more information about the topics
covered in this guidance sheet, or any other
queries you may have about your group, please
contact us using: 0131 554 2620 or
admin@smartplaynetwork.org

It is free to be a member of Smart Play Network, for
more information on how to become a member please
refer to our website: www. smartplaynetwork.org.

Various catalogue systems can be implemented within
your library, including:

• Card Catalogues - similar to the familiar card system
used by book libraries, this system is easy to keep up-
to-date as cards can be added or withdrawn.

• Book Catalogues - allows for a range of entries on each
page allowing the user to see a group of toys at a
glance.

• Computerised Catalogues - a database which holds all
information about the toy library.
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