TIPS FOR ORGANIZING 
 SUPPLIES FOR THE KIDS
 AT YOUR CHURCH

I helped to organize craft supplies at our church for several years. We had a closet we tried to organize, but things were constantly dropped off any old place in the closet. Sometimes people would donate things, and there was no place to put them. Perhaps God saw my frustrated efforts. Another department wanted to trade the closet for a set of full-length cupboards in the hall. That’s when things turned around. There would be nowhere for people to leave things without putting them away. And while sorting and reorganizing for the transition to the cupboards, some ideas finally came to me that seemed to help solve some of our organization problems. I was even inspired by some new thoughts for organizing supplies in the classrooms. That’s where all these tips came from. Some of them may seem like a lot of work, but once in use they will pay big dividends.

TIPS FOR ORGANIZING INVENTORY SUPPLIES

Location:
1. Large boxes with lightweight items, such as foam cut-outs, cans, big puppets, etc., may be 
    stored in high cupboards.
2. Smaller items that need to be selected, such as beads, glitter, paints, etc., should be stored 
    where easily seen and reached. So put them on shelves positioned between the average 
    person’s chin and upper thigh.
3. Construction paper may be stored in a legal-size hanging file crate, with hanging files labeled 
    for colors you wish to keep on hand. You may want to have a couple of files designated for 
    plain white copy paper and notebook paper. Unopened packages of extra paper can be stored
    in a stack next to the file crate.
4. Large boxes of heavier items, such as magazines, jars, paint shirts, etc., should be placed in the 
    lower cupboards.

Access:
1. Provide paper grocery bags or inexpensive tote bags for teachers to gather supplies.
2. Provide a sturdy stepstool type of ladder. Be sure to mark the maximum weight capacity.
    Post a sign stating that workers should ask for assistance when accessing items with the 
    ladder. This should prevent the church from being blamed if someone attempts it alone and is
    injured. The step ladder should have a label saying, “Do not remove from (location)”. 
    If someone decides to borrow it anyway, which is likely to happen, at least it should 
    eventually return to its designated place.
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(Access – continued)
3. Label the outside of the cupboard doors “A”, “B”, “C”, etc. Then label the shelves 
    “A1”, “A2”, “A3”, etc. 
4. Make an alphabetical listing of all items available. Try to list items under all possible names 
    people may use. For example, some people will call cotton swabs “Q-Tips,” so list them under
    both names. Craft sticks may be “popsicle sticks” to some, so use both names. Some people 
    will look for plastic bags under “bags,” and some under “plastic bags.” So list them under
   “bags, plastic,” and “plastic bags.” After each item, show the shelf # where the item is located.
   This will help workers find the items more quickly.
5. There should be a clipboard for workers to check things out and back in if they are, for 
    example, taking the entire container of foam cut-outs or the only container of red paint. 
    Some other class may be in need of the same item. If so, they can go to the other worker who
    took the entire container and get what they need. Have columns on the check-out sheet for
    date, item, name, and room number, and a column to check off the item when returned.
6. If necessary, get rid of items you can do without. It’s much better to have fewer items 
    available that can be easily accessed than to have more items but be unable to access anything 
    easily because it’s too crowded.

Keeping Things Where They Belong:
Labeling is very important. Label both ends and the lids of boxes and plastic storage bins with what is in the container and where it belongs. Why label both ends? Because people often put the containers back in the opposite way. Why label the lid? A stray lid can be returned to its proper container. You can print up labels or have a stamp made for blank labels saying something like, “Return to shelf # ________ in storage cupboards in hallway past Room #210.” You may want to take a felt pen and mark the shelf # on items such as paint jars and glitter jars and jugs of beads.

Avoiding Waste:
If you have snack items, such as crackers or animal cookies for preschoolers, take a felt pen and boldly indicate a date when stocking the shelves. Mark them “Purchased on (date)” or 
“Use by (date)” when stocking the shelves. Put the older products in front of the newly purchased products. This will help you use the oldest first and avoid serving stale snacks or having to discard them.
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TIPS FOR ORGANIZING SUPPLIES IN THE CLASSROOM

Teachers’ Supplies:
Mark all teacher equipment and supplies, such as staplers, staple boxes, adult scissors, masking tape, etc., with the room number. Think carefully about what may be needed in the classroom and ask a few teachers what they feel is needed. If possible, keep these items in a drawer, or on a shelf at chest level, so they can be easily viewed and accessed by the teacher, but not young children. Get some non-skid shelf liner and cut a piece to fit the drawer or shelf. Then neatly lay out on the piece of shelf liner the scissors, stapler, masking tape, and all other items needed. Take a thin permanent felt pen and trace around each item. For items not easily identified by their shapes, such as a box of staples, write the name of the item inside or beside the shape. Various workers who use the same room will know just where to find the items and where to put them back. If something is missing, the staff will immediately know what needs to be replaced. 

Supplies Kids Can Access:
Items that are okay for kids to access, such as puzzles, play dough, etc., can be stored in lower cupboards. Play dough containers and play dough toys can be placed in hard plastic divided totes with handles, with the play dough cans in one side and the play dough toys in the other side. Puzzles, totes, etc., should also be marked with the room number. You may mark the back of pieces of a particular puzzle with “A’s” and another puzzle with “B’s” to help sort the pieces quickly. Write an “A,” “B,” etc., on the puzzle form or box corresponding to the pieces.

Supplies not for Accessibility to Kids:
Supplies you don’t want kids to access on their own, such as crayons, markers, glue sticks, and scissors, should be stored in upper cupboards. An easy way to organize them is to place them in small plastic units with drawers. Mark the drawers with what is contained inside and the room number. Teachers can easily pull out the drawers to distribute crayons, etc., to the children.

Snack Supplies:
Snack supplies should be stored in such a way that they stay as sanitary as possible. Items such as animal crackers or fish crackers can be stored in plastic canisters. Napkins can stay clean and yet be easily accessed by the workers if kept in a small plastic crate (about 7”Wx9”L). Likewise, paper cups can be conveniently stored in a small plastic crate with upside-down stacks of cups. Again, mark all the containers with the room number. Containers are often borrowed by a neighboring room. If left behind in the other room, they can be easily returned to their home.
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