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INTRODUCTION

Purpose of the Study

The purpose of this Report is to present a written summary of the
discussions and deliberations of the more than eighty committee meetings
of the faculty and staff of Seattle Community College and the Consultants.
This Report purports to state the basic educational requirements for
planning the physical facilities needed to implement the program of
instruction and services to be offered at the North Campus of Seattle
Community College. Not all of the many valuable suggestions, concepts
and ideas proposed in the numerous meetings could be included; however,
it is believed that the materials discussed herein provide a satisfactory basis
for the architectural planning of the facilities to be constructed on the
North Campus.

Specifically, the purpose of this Study was to prepare a statement of
educational specifications to include the following:

1. A review and summary of the philosophy and objectives of each
major segment of the educational program of the College.

2. A review and summary of the curricular implications for facilities.

3. A description of the general nature of the functions and activities
of the various instructional and non-instructional functions to be
accommedated by the College.

4. A description of the emerging concepts affecting each major seg-
ment of the instructional program of the College.

5. An estimate of the kinds of facilities and the number needed to
accommodate the program of instruction and services to be pro-
vided by the College.

6. An estimate of the square footage requirements for the various
types of facilities as guidelines to the architects.

7. Suggestions as to the amount and type of major items of furniture
and equipment needed.

8. A description of the facilities that are suggested for the program
of instruction.




9. A description of the desirable space relationships of facilities sug-
gested.

10. A schematic diagram of functional relationships of major space
components recommended.

Planning Dimensions

Several considerations established the conceptual framework for the
preparation of the educational specifications. These considerations were
conceptualized as planning dimensions and served to give general direction
to the planning process.

The Long-Range Plan

The estimate of enrollments, the number of rooms and the types of
spaces as outlined in the Long-Range Plan for Seattle Community Col-
lege established the guidelines for the planning committees. In some cases,
departures from these guidelines were justified and new limits were agreed
upon. The long-range plan projected three campuses, each having an enroll-
ment of 5,000 full-time equivalent students. An enrollment of sixty per
cent coliege parallel and aduit general and forty per cent occupational
education in the day program was projected.?

A Comprehensive Community College Campus

The planning group agreed that a comprehensive cominunity college
is essential to serve Seattle’s needs for both out-of-school and post-high-
school education. Further, it was agreed that each campus should be
comprehensive as well. There was general consensus that “When all of the
educational needs—occupational, college parallel, basic education, and
community service—are being met on a single ccllege campus, then that
campus is ‘comprehensive’ in nature.”? The curricular and course offerings
would not be the same on each campus. Further, no student would be
restricted to attendance at a single campus so that the curricula and courses
at any campus would be available to him.

A Mulii-Campus Concept of Organization
Seattie Community College has been planned as a mmiti-campus col-

1Associated Consultants in Education, Inc., Long-Range Planning for Seattle
Community College, the Consultants, Tallahassee, Florida.

2Seattle Community College, 4 Recommenacd Plan for Articulating the Instruc-
tional Program in Seattle’s Comprehensive Community College, Seattle Public Schools
(February, 1966). p. 6.
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lege. The College’s pattern of organization has been conceived as a multi-
branch type of plan. The Seattle School District, as the parent system,
anticipates the operation of a single legal institution with three and ulti-
mately more comprehensive campuses. A college president equal in rank
to a Deputy Superintendent of Schools is responsible for the administra-
tion of the College, and he reports through the District Superintendent
to the Board of Directors of the Seattle School District. Campus heads will
report to the President and will be higher in rank than the administrators
on the President’s staff. While this report is being written, a law is being
prepared to change the organizational pattern for the operation of the
college. Eventually, this law is likely to change the relationship of the
College Staff with that of the District Staff.

The Community College Student

Community college students vary widely in their characteristics. No
other educciional institution has a more diversified student body. No other
group of students has more diverse backgrounds nor more diverse personal
goals. Generally, the community college receives two broad groups of
students—college age youth and adults.

_ Studies of community college students provide an estimate of the
characteristics of the students who may attend Seattle Community College.

3 A study of the characteristics of students enrolled in the community col-
leges in the State of Washingivn in 1964 found that:
1. 63.1 per cent were male and 36.9 per cent were female.
2. Approximately 61 per cent of the total were enrolled as full-time
students carrying at least ten quarter hours of work.
3. Part-time students tend to be older while full-time academic students
tend to be younger.
4. Vocational students tend to be older and are more likely to attend
on a part-time basis.
5. The proportion of women tends to be greater than men in the part-
time and the vocational programs.

6. Recent high school graduates tend to be in academic programs with
declared intents to attend four-year colleges in the future.

7. The median age for part-time students was 25.6 years for males
and 31.9 years for females.?

3Alan W. Metcalfe, Community College Student Characteristics Research Report
01-05, State Superintendent of Public Instruction (1965), 34 pp.




A recent Florida study of community junior college students showed
that community college students vary greatly in age, ability, economic
status and in many other characteristics. Selected characteristics of com-
munity college students identified in the Florida Study are as follows:

1. Seventy-four per cent of the students enrolled in Florida community
colleges earned test scores in the twelfth grade which would have
qualified them for entry into the public supported universities of
Florida.

2. Twenty-six per cent of the students enrolled in Florida community
colleges are married.

3. Fifty-nine per cent of the students were men and 41 per cent were
women.

4. Fifty-eight per cent of the students work while attending the com-
munity college.

5. Thirty-seven per cent of the students reported they would need
financial assistance in order tc complete their education.

6. Fifty-two per cent were full-time students and 48 per cent were
part-time or unclassified students.

7. Follow-up studies made of full-time students who enrolled as
freshmen in the Fall of 1959 indicated that (a) 33 per cent grad-
uated on time in 1961, (b) 21.5 per cent transferred to a college
or university after graduation, (c) an additional 9 per cent trans-
ferred to a college or university prior to junior college graduation,
and (d) forty-two per cent dropped out prior to the completion of
their programs.*

Other studies show that the part-time and unclassified student is
likely to be an adult, is more mature and has more seriousness of purpose
than the college-age student. The adult student views the college as a
means of realizing his long-range personal and vocational goals. Generally,
they have little or no interest in extra-curricular activities, athletics or
other activities outside the classroom.

College-age students enter the community college not knowing what to
expect. Their high school experiences are very recent. Many are unrealistic
about their occupational goals and their ability to succeed in academic
work. Most will enter the college parallel program with the intent to pursue

aState Department of Education, Five Years of Progress, Florida’s Community
Junior Colleges, Tallahassee, Florida (1963), pp. 20-25.
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the baccalaureate degree. These students are influenced greatly by their
parents in the selection of their courses of study. During the period of
attendance at the community college, the college-age youth will discover
their individuality, and many will select a marriage partner. Obviously, the
many personal and emotional problems faced by the college-age student
during this period place heavy responsibility on the community coilege.

What is the college-age student like? Most feel that their success is
assured. Boys measure success in terms of good paying jobs, while girls
measure it in terms of the family. The majority rebel against organized
society in one form or the other. Most seem to want what their parents
want; although they do not consider possessions as symbols of success or
virtue. They seek something more than possessions. Success, to these youth,
must be personai, important to themselves.

About 42 per cent of teenagers smoke and about 54 per cent drink.
Most want to see changes made in U. S. society, particularly in the areas
of sexual morality, civil rights and politics. They want “more discussion,
more disagreement and more democracy” in the United States.

The planning problem is one of defining the physical requiremenis so
that a diverse student body can be given unity and so that the indivicyal
social, emotional, academic, psychological and occupational education
needs of each student are met.

The College’s Flan for the
Articulation of Instruction

The planning tearmn has used a document prepared by the staff of
Seattle Community College as the basic philosophical guide to the develop-
ment of the educational specifications for the North Campus. Working
definitions of terms were also borrowed from this compilation of objectives,
programs and definitions.®

Commitment to Change

The planning team’s commitment to change is a thread that runs
throughout this Report. To be realistic, change is the only certainty that
exists; therefore, in order to design a good educational facility, the architect
must understand that one of his roles is that of coordinating the physical
needs of the present with the needs of the long-range future.

5Seattle Community College, Ibid., pp. 1-26.

5




Some Planning Concepts

A number of planning concepts were developed and accepted during
the plauning process. Some of the more pertinent ones are incluc:d in the
following paragraphs.

Plan for Change

Because of the fact that the methods, hardware and curriculum content
of education are continually changing, the process of planning to house
future needs is largely a problem £ Jesigning the buildings and equipment
for change. Building equipment as well as instructional equipment must
be readily interchangeable with new up-to-date developments. Building
services must be easily modifiable for modernization. The planning of
building service systems must make interior spaces easily adaptable to new
uses. Structural and service systems must make the continuous reorganiza-
tion of interior space possible so that varying size groups of students can
be accommodated as the need arises. Some spaces should be planned for
reorganization at will, while others may need to be planned for rearrange-
ment over a week end or during summer vacation. The architect must
search out every conceivable means of accomplishing this objective if the
plant is not to be obsoloscent soon after occupancy.

The development of new programs of education usually involves a
process of maturation over a given span of time. This is particularly true
of the cemmunity college program which is clearly in an evolving state.
This factor is of particular concern in this Study since facilities are being
planned for an indeterminate future. For planning purposes, however, a
starting point is to identify what is good practice NOW. In addition, one
must make the best estimate of the probable direction that community
college education will take in the FUTURE. Someone has said, “Coming
events cast their shadows before them.” If there is substance to this state-
ment, it is important that the “shadows of the future” in community col-
lege education be identified and provisions made in the design of the
plant to accommodate them. It appears quite obvious that it is a mistake
to plan entirely for the NOW. It is perhaps an even greater risk to plan
entirely for the FUTURE, since it is continually evolving and its direction
is never completely predictable. The only certainty that can be depended
upon is that community college education will change. Architectural solu-
tions to this evolutionary process are neither simple nor easy. Catch words
and phrases such as “flexibility,” “adaptability,” “malleable space,” “in-
stant space,” and “no posts,” are hardly adequate in conveying an under-
standing of the nature of the design problem to the architect. Each and
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every space must be described to the architect in terms of its use NOW
and its potential FUTURE use. This requires that each space in the
proposed plant be analyzed in terms of the functions it is to serve NOW
and the evolving functions it is likely to serve TOMORROW. If the limits
of physical change required of the plant are understood, it is more likely
that suck: changes can be made possible by the architecture.

The concept of “flexibility” or the “no posts” philosophy cannot be
relied upon alone to resolve the physical problem of changing educational
programs. Such concepts will not hinder change. However, it is important
that a college plant not only allow change to take place but to encourage
change as well as give direction to desired change.

Multiple Use of Space

Economical planning would suggest that maximum use of space should
be possible. In many instances, this can be accomplished by planning the
same facility for use by more than one function. Efficient multiple use,
however, will depend upon two critical factors; the attention to detail in
the design of a particular facility and a facility location convenient to
using functions.

Multiple use should never be forced at the sacrifice of the educational
program. The compatability of the using functions must be considered as
well as the extent to which compromises in space design will impair the
educational program. Generally speaking, spaces for multiple use should
be uncommitted in terms of design for a special purpose, thus permitting
satisfactory interchangeable use for a sufficient number of functions to
accomplish a high degree of space utilization.

Plan for the Day Program
of the College

The college program of education and services anticipates a year-round
and round-the-clock attendance by students. Generally speaking, only a
minimum attempt has been made herein to meet the specific needs of
night-time students. Some modifications to space for daytime programs
have bzen provided for occupational extension and apprentice related pro-
grams. However, the major consideration in the planning process has been
to provide for the anticipated needs of the daytime enrollment.

It is important that the architecture of the College recognizes the need
for creating both a daytime and a nighi-time environment. Although the
daytime environment is affected by the character of the physical sur-




roundings that encompass the area, the night-time “image” of the campus,
perhaps, should be a world unto itself, created for its impact on students
and their behavior. Perhaps an environment could be created that would
make the student awsomely aware of his destiny as a human being and
as a contributor to a great civilization. Careful study and a concerted
effort should be made to create a meaningful environment for both day
and night.

High Visibility Areas

Throughout this Report, reference has been made to ‘“high visibility”
areas. The purpose of the planning team has been to suggest that both the
activities and the interior facilities in selected laboratories and classrooms
should be visible to the passing student traffic. The openness created by
large panels of glass in many spaces could serve as a continuing display of
the activities of the college. For example, the operation of a potter’s wheel
in an art laboratory is a fascinating activity to watch. Students could
become aware of what other students are studying and perhaps could
become interested in exploring more widely the curriculum of the college.

Integration of Educational
Functions

The planning team has been guided by a commitment to fuse the
diverse elements of the educational program of the College into a mean-
ingful set of educational experiences for all students and to truly implement
the concept of a comprehensive community college. Our society is char-
acterized by diversity rather than conformity, yet there are unifying ele-
ments in our society which give it purposefulness and unity. Similarly,
Seattle Community College seeks a unifying element in its architecture
that gives common purpose and unity to its educational program. Facilities
alone cannot accomplish this goal; however, it can provide the matrix of
physical conditions to facilitate the achievement of this purpose by the
grouping, the location and the design of facilities. Perhaps even more
important is the image projected to the student by the design of the college
plant. This image should project that the College is one institution and
that its purpose is to serve all students to the end that individual needs
are met.

Procedures Used

The educational specifications were prepared as follows:
1. Groups of educational functions and services were identified as
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components of the total college program, and committees of staff
and faculty were organized around this structure.

2. Consultants were assigned to each committee. The consultant
assumed the leadership role of the committee, leading discussions
and giving direction to the committee process. A set of guidelines
on the number and types of rooms and an estimated amount of
space were given to each committee as a basis for its discussions.

3. Each committee met at least twice, and some met three or more
times to discuss philosophy, objectives, teaching and learning activi-
ties, and courses and course content as a basis for the development
of facility needs.

4, The consultants summarized the committees’ discussions and pre-
pared the final educational specifications.

5. A steering committee, called the “General Planning Concepts Com-
mittee,” made general policy decisions and reviewed all final state-
ments of educational specifications.

Planning Focus

The facilities planning for Seattle Community College should reflect
the vigor, the vitality and the dynamics of a growing institution. Although
the College serves a variety of educational goals and needs, the architec-
ture of the College plant should serve as a vital force to give unity to the
diversity that its educational program represents.

A continuous search has been made for the “big idea” in every function
that could give vitality to the planning of the College. From the beginning
the focus of the planning has been the student. A continuous search has
been conducted to find answers to the all important question, “How can
the physical plant truly reflect the dignity and excellence of the role of
each individual regardless of the curriculum he follows?” To fail to
recognize the overriding importance of every human personality and to
fail to reflect the development of this personaiity as a value in itself
would be a gross planning failure. Therefore, it is of immeasurable im-
portance that the architecture for Seattle Community College reflect the
dignity of the individual, that it highlight the American heritage and that
the future be a focal point in the search for a better life for the students
through education.

The Community College, then, should provide the climate in which
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each student attending is stimulated to grow to his fullest as an individual—
intellectually, vocationally, physically, socially, culturally and spiritually.
Thie college environment should stimulate interest in our cutural heritage;
encourage an understanding of other nations and their cultures; and assist
students in becoming more effective citizens, neighbors and family members.

To accomplish this goal the campus planning must depart from tradi-
tional planning practices by fusing the “liberal arts” and “the trades” into
a unified concept of physical form. It is no longer sufficient that one should
tolerate the “liberal arts” on the one hand and “occupational education”
on the other; thereby, relegating the facilities for occupational education
to the “lower campus.” Both must be accepted as essential interlocking
dimensions of our present day culture. The achievement of this goal in
planning should enable the student, through continuous interactive expe-
rience with his contemporaries and with his day-to-day formal and informal
educational experiences, to discover for himself a more meaningful life,
to gain a better understanding of his heritage and to develop greater
aspirations for the future of himself and his fellow man.

Implementation

The product of this effort is but another step in the evolving process
of implementing the educational plan for Seattle Community College.
Hopefully, this document will become the means whereby the educational
program of the College is translated into a facility to house its activities.
The edspecs are not intended to restrict the architect in his creation of
the physical form of the college campus but to provide him the basis for
creating not only a physical image but also a functional tool of education.
The lack of tradition in community college planning leaves the architect
free to exercise his imaginaticn and to create new designs and concepis
unique to the community college.

The space estimates included herein are intended as guidelines to the
architect. Furthermore, the edspecs generally represent a stage in the
process of maturing concepts about curriculum, curriculum change and
space requirements. In this evolutionary process, hopefully, maturation will
continue to develop and new and better solutions will evolve from this
experience.
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SITE PLANNING AND DEVELOPMENT
Purpose

The purpose of campus planning is to project an orderly pattern for
the development of the physical facilities of the college. A well-conceived
plan will give unity to campus development and provide a logical pattern
for the growth and expansion of the college without impairing the edu-
cational programs of the institution.

The purpose of this section is to provide some guidelines and to suggest
some considerations that are primarily educational in character, yet are
significant in the planning and development of the proposed campus.

Guidelines for Site Planning
and Development

Seattle Community College is a commuter-type institution. This fact
suggests certain conditions that will have implications for site planning
and development. Students will walk, drive their own cars o ride public
transportation to the campus. Many students will sperd all day on cam-
pus while many others will attend for just a few hours during some part
of the day or evening. Students ranging in age from 16 to 75 will be taking
courses varying in length from a week or two to two full years or longer.
A wide range of interests and abilities as well as a variety of long-term
educational and occupational objectives will be served by the college. The
facilities at this institution will be operated 18 hours per day and, in some
instances, 24 hcors while serving multiple groups of students.

Planning experience has evolved some general principies which should
serve as guidelines in planning for the development of the community
college campus, and practice has evidenced the need for these. These are
as follows:

1. The facilities for administrators whose primary responsibility is
to the public should be located for easy public access and visual
prominence from the public approach to the site.

2. The instructional resources center should occupy a place of pro-
minence in the overall layout of buildings and should be con-
veniently accessible from primary pedestrian arteries.

11
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10.

11.

12.

13.

14.

Buildings serving community functions should have easy public
access from adequate parking areas.

The college community center should be located for easy student
access, and service should be provided by reasonably short and
direct vehicular service drives.

The location of noisy and quiet functions on campus should avoid
the unnecessary interference of a noisy activity with a more quiet
one.

Buildings requiring vehicular service should be arranged for con-
venient access and made accessible from drives and parking areas.

Playing fields, outdoor athletic areas and swimming pools should
be conveniently close to indoor physical education facilities and
have direct access to shower and locker areas.

Buildings housing mechanical facilities for heating and other utili-
ties should be located so as to provide for the economical dis-
trioution of the heating medium through utility lines to the build-
ings served. Adequate provision should be made for vehicular
service to the mechanical building.

Utility lines should be placed underground and planned for easy
expansion to handle future development requirements.

Vehicular traffic should be confined to the periphery of the site
leaving the interior of the campus to be planned exclusively for
pedestrian use.

Vehicular traffic should be planned so as not to interfere with
instructional activities and should be located so as to avoid un-
safe crossings with pedestrian traffic.

Probable future enrollment and curriculum expansion should be
accommodated by the preparation of an open-ended development
plan and the designation of uncommitted space on the site.

Probable concentrations of pedestrian traffic should be identified
and traffic flow patterns developed to permit easy movement about
the campus via wide pedestrian walks.

Extensive night use of facilities requires that well-lighted pedes-
trian walks and parking areas be provided.

The community college campus must be planned first and foremost
with a deep concern for its occupants, the students. Each student’s at-
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titudes, his feclings and moods, his appreciation for the institution and
his morale can all be influenced by the impact that the facilities make
on him.

Outline of Facility Needs

Table 2.1 includes a summary of facilities requirements for the North
Campus. The outline in Table 2.1 consists of the space needs for the
various functions, services and instructional fields to be provided by the
college.

TABLE 2.1
SUMMARY OF SPACE GUIDELINES FOR THE NORTH CAMPUS,
SEATTLE COMMUNITY COLLEGE

Administration 9,910
Student Personnel Services 6,880
College Community Center 33,320
Instructional Resources Center 40,080
Oral and Written Communications 16,120
Mathematics 7,120
Community Services 7,460
Physical Education 40,060
Auditorium for the Performing Arts 13,180
Music 8,520
Drama 9,210
Art 8,270
Electrical. Electronics and Pre-Engineering 35,610
Science Instruction 39,430
Business, Commerce and Business Administration 31,170
Personal Service and Related Occupations 9,555
Building Construction and Pre-Engineering/
Pre-Architecture 25,230
Paramedical Occupations 15,310
Food Service and Related Occupations 13,420
Social Sciences 13,310
College Developmental Program 9,750
Public Service Curricula 2,190
Graphics and Mass Mzdia 15,520
Plant Operations 24,940
Total 435,565
Gross (1.54 X Net) 670,770
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Factors Affecting Facility
Relationships

In the day-to-day operation of the college, there are certain considera-
tions in the physical location of college activities and functions that can
enhance the effectiveness of instruction and promote the efficiency of the
administration of the total college program. Some general guidelines are
as follows:

1.

10.

11.

Noisy functions, the noise from which cannot be suppressed by
control techniques, should be located away from relatively quieter
areas.

Facilities for activities or functions which require common adumin-
istrative coordination should be grouped together.

Facilities for functions which require service access from a service
drive should be located on or near the periphery of the site.

Facilities for functions which service the public should have direct
access from approach drives and parking areas.

Facilities for functions with a high demand rate for parking, day
and evening, should be located near or adjacent to parking facil-
ities.

Facilities for functions with a high usage rate by students; e.g.,
the college community center and the instructional resources cen-

ter, should be located on or very near the main pedestrian traffic
arterial on the campus.

In the grouping of functions into common building units, their
compatibility with regard to noise level, generation of odors, need
for outside vehicular service, multiple use of common spaces,
shoula. be a major consideration.

Areas of “high visibility” should be located on the main pedes-
trian traffic arteries of the campus.

Functions which are likely to expand should be located so as to
make needed expansion possible.

All facilities should be integrated into a plan that represents a
concept of total unity. Ne one phase of the college program should
be identified with any particular sector of the campus.

Space organization and arrangement should facilitate close student-
professor relationships while providing a friendly informal atn:os-
phere.

14




More specific criteria regarding the location of specific facilities are
discussed in the chapters dealing with specific services and instructional
functions. These are not repeated here.

Diagram of Facility
Relationships

The diagram shown in Figure 2.1 is a schematic configuration which
is intended"to express in a general way the desired facility relationships
of the various functions and services of the North Campus of Seattle
Community College. The components of the schematic diagram do not
represent buildings; they do represent major functions.

The purpose of the diagram is to show the desired general relative
placement rather than actual locations of the various facilities.

Major Planning Problems

A number of major problems relate to planning the site. The site,
restricted in size and rather long and narrow in shape, contributes to,
rather than reduces, the planning probiem.

Approach and Access
to the Site

Students will come to the site from all directions. Students from the
north will reach the site via Burke, Meridian and Aurora. Those from the
east will reach the site via the overpass at 92nd Street or the one at 110th
Street. Those from the south will reach the site via the freeway inter-
change at North 85th Street or local streets such as Meridian and Aurora
Avenues. Students coming from the west will use local streets to 95th or
110th Streets.

The data on distribution of high school graduates suggest that ap-
proximately 25 per cent would come from the north and another 25 per
cent from the east, 23 per cent from the south and the remaining 27 per
cent from the west.

Public Transportation

At the present time, public transportation to the area in North Seattle
in which the site is located is satisfactory. However, it is conceivable that
student demand could serve as a means of further improvement in the
service to this area. No estimates are available on the number of students
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who might ride public transportation. Factors such as bus schedule, fre-
quency of runs and convenience of transportation to place of residence
will influence the number of riders. However, it is the considered judgment
of the planners that minimum use will be made of public transportation
facilities.

Utilities
These services are available in the area and no major problems are

anticipated in obtaining these services. Perhaps the cost of extending
these services will be the major considerations.

Physical Education Spaces

The edspecs suggest that approximately 15 acres of land are needed
for the physical education program. This includes land area for a broad
program which will eventually develop.

Parking

The community college serves a commuting population. Students will
have to drive, walk or use public transportation to reach the college
campus. Present trends in auto owrership by college-age students indicate
that a large percentage of the student population will drive to school and
require parking accommodations. Many colleges are planning a parking
space for each full-time equivalent day student. Others are providing spaces
at a rate of approximately 60-75 per cent of the full-time equivalent day
students.

This problem has been discussed at length and its various aspects
analyzed. There seems to be general consensus that parking accommoda-
tions should be provided at no cost to the student, if possible; otherwise,
at as little cost as possible.

Adequate and convenient parking accommodations for the students
at the North Campus of Seattle Community College would require be-
tween 3,750 and 5,000 parking spaces. Acreage requirements would
be 25 and 33.3 acres “or 3,750 and 5,000 cars respectively. The acreage
proposed for the North site is approximately 65 acres. With 33 acres of
parking and 15 acres devoted to prysical education space, only 17 acres
would remain for buildings, servicr, drives and open areas. It would appear
that some sort of compromise plan is necessary to solve the parking
problem.

Several alternatives are possible; however, the consultants suggest the
following be considered:

1. Construct parking spaces for 3,000 cars.

17




2. Seek the cooperation of the Seattle Transit System to schedule
buses to the campus at frequent intervals and at convenient times
for student usc.

3. Work with students to organize a car pool system and the joint
use of rides to the campus. Issue parking permits to groups of
students who register for a car pool. Car pools could be voluntary
or assigned by the administration or both.

4. Seek legislative authority to permit the college to sell revenue-
producing bonds to build parking garages for the additional spaces
needed — the cost to be amortized by the rental of parking spaces
to students.

Site size requirements for this approach are as follows:

(1) to park 3,000 cars 20.00 acres
(2) edspecs for P. E. 15.00 acre:
(3) building space (two story

building) 7.25 acres

(4) open space service drives,
courts, walks and landscaped
areas 22.75 acres

Total Acreage ' 65.00 acres
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FACILITIES FOR ADMINISTRATION

Introduction

The purpose of administration in a community college is first and
foremost to promote and support the instructional program. Administra-
tive activities should facilitate teaching by the faculty and learning by the
students if it is to perform its functions in a satisfactory way. The com-
munity college exists to be of service to people, and administrative services
must facilitate this objective.

The functions of administration are classified as follows:
Instructional leadership
Business and fiscal affairs

Student welfare

Public relations

1
2
3
4. Staff recruitment and mapagement
5
6. Research and development

7

Facilities planning and plant management

It is the mission of administration to coordinate these functions. The
manner in which these functions are coordinated, the people involved
in the coordination process and the level at which coordination takes place
have implications for facilities planning.

Organization for Administration

In order to accomplish its mission, the community college must have
an orderly plan for performing its work. An orderly plan requires organi-
zation, lines of authority, assignment of responsibility, levels of hierarchy
of command, adequate communications, group participation and unity of
command.! It is not the purpose here to elaborate on these requirements

YHEW, Guide to College and University Business Management, Superintendent of
Documents, Washington, D. C., pp. 11-14,
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but to point out that there should be an organizational plan which meets
these criteria.

Figure 3.1 purports to show the administrative organizational plan for
Seattle Community College.

Although still subject to further development, the organizational plan
for Seattle Community College which has been formulated provides for
the coordination of functions and activitiecs among the President, the mem-
bers of the central staff and those charged with responsibility for admin-
istration on each individual campus.

Personnel to be Housed

It is anticipated that positions and their concomitant responsibilities
comparable to those shown in Figure 3.1 will be established for the North
Campus. Table 3.1 lists position titles, number of persons and a brief

statement of duties and responsibilities for administrative personnel on
the North Campus.

TABLE 3.1

NUMBER AND TYPES OF ADMINISTRATIVE PERSONNEL
TO BE ASSIGNED TO THE NORTH CAMPUS OF
SEATTLE COMMUNITY COLLEGE

Position No. of Duties and
Title Persons Responsibilities
Campus Vice President 1 Act for the President in the admin-

istration of campus affiairs. He is the
Chief Administrator on the campus
and is responsible for implementing
college policy. All personnel on the
campus will report, directly or in-
directly, to the Vice-President.

V. P. Secretary 1 Handle correspondence, phone calls,

screen and receive visitors, schedule
conferences for the Vice President.
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TABLE 3.1 (Cont’d)

NUMBER AND TYPES OF ADMINISTRATIVE PERSONNEL
TO BE ASSIGNED TO THE NORTH CAMPUS OF
SEATTLE COMMUNITY COLLEGE

Position No. of Duties and
Responsibilities

Title Persons

Handle details and special assign-

Administrative Assistant 1
ments such as public information.

to the Vice President

Secretary to the 1 Secreta:ial duties.

Administrative Assistant
Director of College 1
Parallel Curriculums

Supervise instructional progress un-
der his jurisdiction. Formulate rec-
ommendations with division heads
regarding staffing, scheduling, use
of facilities, types and amounts of
teaching supplies, evaluation and
improvement of instructions, encour-
age innovations and experimentation

in education.

Handle correspondence, phone calls,

Secretary to Director 1
screen and receive visitors, schedule
conferences for the Director, etc.
Assistant Directors 2 Assist the Director in carrying out
his responsibilities.
Secretaries to Assistant 2 Similar to duties of other secretaries.

Directors

Supervise instructional program un-
der his jurisdiction. Formulate rec-
ommendations, etc. (See duties of Di-
rector of College Parallel Curric-

ulums).

Director of Occupational 1
Curriculums
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TABLE 3.1 (Cont’d)

NUMBER AND TYPES OF ADMINISTRATIVE PERSONNEL
TO BE ASSIGNED TO THE NORTH CAMPUS OF
SEATTLE COMMUNITY COLLEGE

Position
Title

No. of
Persons

Duties and
Responsibilities

Secretary to Director
Assistant Directors
Secretaries to Asst.
Directors

Director of Community
Service Curriculums

Secretary to Director of
Community Service

Assistant Director (Day)
Secretary to Assistant
Director

Assistant Director
(Evening)

[
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Secretarial duties.

Assist the Director in carrying out
responsibilities.

Secsetarial duties.

Supervise day and evening, basic
studies, and community services area
of instruction and program. Provide
leadership in promotion of com-
munity services, supeivise the de-
velopment and direction of a con-
tinuing education. Recruit and su-
pervise all instructors in the even-
ing, continuing education and basic
studies programs.

Secretarial duties.

Assist the Director for day pro-
gram.

Secretarial duties.

Assist the Director of Community
Services with evening school pro-
gram.
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TABLE 3.1 (Cont’d)

NUMBER AND TYPES OF ADMINISTRATIVE PERSONNEL
TO BE ASSIGNED TO THE NORTH CAMPUS OF
SEATTLE COMMUNITY COLLEGE

Position
Title

Ne. of
Persons

Duties and
Responsibilities

Secretary to Assistant
Director

Director of Student
Services

Secretary to the Director

Assistant Directors of
Student Personnel
Services

Secretaries to Assistant
Directors of Student
Services

Comptroller

Assistant for Campus
Business Activities

1

—
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Secretarial duties.

Planning, supervision and direction
of a program of student personnel
services. Plan and direct a testing
program. Supervise student records,
provide for admission and registra-
tion of students, administer and su-
pervise the counseling program. Ad-
minister scholarship program. Ad-
vising and placement.

Secretarial duties.

Assist the Director.

Secretarial duties.

Collection of student fees and other
income, budgets, purchasing, pay-
roll, encumbrances, storage and in-
ventory control, mail-incoming and
outgoing, internal accounts, directs
accounting records and procedures.

Assist the comptroller with on-cam-
pus business affairs.




TABLE 3.1 (Cont'd)

NUMBER AND TYPES OF ADMINISTRATIVE PERSONNEL
TO BE ASSIGNED TO THE NORTH CAMPUS OF
SEATTLE COMMUNITY COLLEGE

Cierical Staff

Coordinator of Instructional 1
Resources

Coordinator of Data 1
Processing Services

Plant Manager 1

Secretary to the 1
Plant Manager

Position ‘ No. of Duties and
Title Persons Responsibilities
Secretarial and 10 Provide secretarial and clerical ser-

vices to the business office.

Supervise and administer the over-
all organization of the IRC; pro-
vide leadership in development of
communications media, administer
book collection policy and main-
tain total collection of materials.

Coordinate and supervise the cam-
pus installation of data processing
services.

Supervises the care and operation
of the physical plant; supervises se-
curity and safety resources, traffic
and parking; assists with budget
preparation; schedules work and di-
rects work activities of custodians.

Secretarial duties.

College.

Room Requirements
and
Recommended Space Guidelines

;_’ : Table 3.2 contains information regarding space requirements for the
administration of the program at the North Campus of Seattle Community




TABLE 3.2
RECOMMENDED SPACE GUIDELINES FOR FACILITIES
FOR ADMINISTRATION AT THE NORTH CAMPUS,
SEATTLE COMMUNITY COLLEGE

Type of Space Number (Net Area)

ADMINISTRATION

Campus Vice President

Vice President’s Office 1 400
Administrative Assistant’s Off. 1 200
Toilet 1 24
Secretary (2) and Reception 1 225
Storage 1 27
Conference Room (20) Capacity 1 400
Coffee Bar 1 24
Sub-Total 1300
Staff Lounge with Coffce Bar 1 524
Staff Workroom 1 240
Sub-Total 764
» Director of College Parallel Curriculums
[ Office 1 225
Secretary’s Office 1 150
! Storage 1 25
Sub-Total 400
Assistant Director’s Office 2 240
Secretary’s Office 2 160
Storage 1 25
Sub-Total 425




TABLE 3.2 (Cont’d)

RECOMMENDED SPACE GUIDELINES FOR FACILITIES
FOR ADMINISTRATION AT THE NORTH CAMPUS,
SEATTLE COMMUNITY COLLEGE

Type of Space Number (Net Area)
Director of Occupational Curriculums
Office 1 225
Secretary’s Office 1 150
Storage 1 25
Sub-Total 400
Assistant Director’s Office 2 240
Secretary’s Office 2 160
Storage 1 25
Sub-Total 425
Director of Community Service Curriculums
Office 1 225
Secretary’s Office 1 150
Storage 1 25
] Sub-Total 400
E - Assistant Director’s Office 1 120
f Secretary’s Office 1 120
Storage 1 25
Sub-Total 265
Director of Student Services
Office 1 225
Secretary’s Office 1 150
Storage 1 25
Sub-Total 400
Assistant Director’s Office (Day) 1 120
Secretary’s Office 1 120
Storage 1 25
Sub-Total 265
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TABLE 3.2 (Cont’d)

RECOMMENDED SPACE GUIDELINES FOR FACILITIES
FOR ADMINISTRATON AT THE NORTH CAMPUS,
SEATTLE COMMUNITY COLLEGE

Type of Space Number (Net Area)

Assistant Director’s Office (Eve.)

Office 1 120
Secretary’s Office 1 120
Storage 1 25
Sub-Total 265
Stenographic Pool for Administrative Offices 250
3 Compiroller
Business Office i 150
Secretary’s Office 1 150
Lobby-Counter and Staff Space
Outer Lobby 1 100
Counter 1 50
Inside Service Area 1 120
Counting Room 1 96
: Accouniing Room 1 120
!: Clerical Desk Area 1 214
: ‘ Storage 1 36
Vault 1 100
Mail Room 1 750
Receiving Room 1 450
Sub-Total 2,336
Coordinator of Data Processing Services?
Coordinator’s Office 1 120
Secretary’s Office 1 120
Storage 1 25
Systems Analyst 1 80
Programmers 2 160
Keypunch Operators 2 80
Machine Operators 4 160
Sub-Total 745
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TABLE 3.2 (Cont'd)

RECOMMENDED SPACE GUIDELINES FOR FACILITIES
FOR ADMINISTRATON AT THE NORTH CAMPUS,
SEATTLE COMMUNITY COLLEGE

Type of Space Number (Net Area)
Plant Manager
Manager’s Office 1 (b)
Secretary’s Office 1 (b)
Storage 1 ®)
Printing and Duplicating Room 1 600
Storage 1 100
Sub-Total 700
Telephone Service Room 1 300
with Operator 1 150
Sub-Totail 450
Information Center 1 120
Total 9,910

alocated adjacent to the instructional facilities.
bShown elsewhere in this report.

Description of Facilities
Vice President’s Office

The Vice President’s office should have a space of 400 square feet
(net). There should be a large double pedestal desk with an “extend-a-top”
plus a matching credenza, a suitable office chair and four side chairs (all
upholstered), two matching smoking stands, and a coat and hat closet.
There also should be a matching filing cabinet. There should be a tele-
vision, a telephone and electrical outlets. The office should be paneled and
carpeted.

In the Vice-President’s officc ihere should be a matching conference
table with three suitable ash trays and ten (10) upholstered chairs. This
conference table will be used for small meetings called by the Vice Presi-
dent.




There should be a toilet room connected with the Vice President’s
office and also, if possible, connected to the Conference Room.

Confierence Room

A paneled conference room should be connected with the Vice Presi-
dent’s office with a conference table and 20 upholstered chairs. There also
should be a kitchenette (coffee bar) in the Conference Room adjacent to
the wall next to the office. This room should also open into the hallway
for outside access. This Conference Room will be used by the Vice Presi-
dent for meetings with the Directors and other administrative officers in-
cluding, at times, the Division Heads. Certain citizens’ committees of
the college may meet in this room as well as committees of the faculty
and students which can be s~he.*vled by appropriate staff members. This
room should:mr&iide tor a telephone outlet. A built-in screen,
electrical outlets and a chalkboard are needed.

Vice President’s Secretary and Reception

The sectetary’s office should have a connecting door to the Vice Presi-
dent’s office, one to the corridor, and one to the Administrative Assistant’s
office. Two double pedestal secretaries’ desks and chairs and four side
chairs should be in the office. A storage cabinet (built-in), approximately
27 x 10’ or 2’ x 12’ with doors and adjustable shelves, should be provided.
Filing cabinets will also be required. A telephone outlet should be con-
nected with the Vice r zesident’s and the Administrative Assistant’s offices.
The room should be carpeted.

Administrative Assistant’s Office

This office should contain a double pedestal executive type desk, up-
holstered office chair, three (3) side chairs, a smoking stand, a 6" x 8’
book case with adjustable shelves, filing cabinet, clothes rack and tele-
phone. The room should be carpeted. Television outlets should be pro-
vided.

Staff Lounge with Coffee Bar

A lounge is needed for the staff members, secretaries and clerks, etc.
in the administrative offices. Comfortable and appropriate lounge chairs
and coffee tables, pictures, mirrors, smoking receptacles and lamps should
be the furnishings. There should also be a coffee bar (kitchenette) similar
to that in the Vice President’s Conference Room. Telephone service should
be provided.
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Staff Workroom

A staff workroom for use by the administrative staff should be located
nearby for ease of access to administrative personnel. A counter height
cabinet with formica top and sink should be located on one wall of the
room. This cabinet should have adjustable shelving for storage of supplies
for duplication, etc. There should be work tables, chairs and duplicating
equipment along with other equipment such as a collator, staplers, spiral
binders and paper cutter. The sink should be equipped with hot and cold
water. There should be 6 feet of tack board and 6 feet of chalkboard on
the walls.

Printing and Duplicating Room (Campus Communications)

This room will function as the space for the printing and duplication
of routine and some special printed releases from the Vice President’s
office. This function will be under the supervision of the Administrative
Assistant. This room should be equipped with work counter, sink, cup-
board storage, work tables, a table model offset and table, a mimeograph
machine and table, a photocopier, folding machine and automatic col-
lating machine. A small storage room should be located adjacent to this
room. Telephone should be provided.

Director of College Parallel Curriculums

This office should be furnished with a double pedestal desk, office
chair, three (3) side chairs, two smoking stands, bookcase for 400 books
with adjustable shelves, 4’ of chalkboard, filing cabinets, clothes rack
and telephone. The room should also contain a small conference table
and six chairs. The floor should be carpeted. Television outlet should be
provided. Intercom facilities to the secretary’s office and assistants’ offices
are desirable.

Secretary’s Office

Double pedestal secretary’s desk and chair, three (3) side chairs,
storage cabinet approximately 2’ X 12’ with doo:s, adjustable shelving for
supplies and possibly college catalogs. There also should be a filing cabinet
and a telephone connected with the Director’s office. Doors should con-
nect to the hall and to the Director’s office. Carpeting should be provided.

Storage and Work Area

The storage and work area should be located adjacent to the secretary’s
office, be separated visually and acoustically from it and have an access
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door to it. The room should be provided with a work counter with sink and
running water. Cupboard storage both above and underneath the sink
should be provided. Adjustable 10” shelves should be installed along
one wall. This room should also accommodate a ditto or spirit duplicator,
a photocopying machine and a collator.

Other Directors and Assistant Directors

The other Directors’ offices and Assistant Directors’ offices: Director
of Community Service Curriculums, Assistant Director’s Office; Director
of Student Services and his Assistant’s office; and the Plant Manager’s
Office are to be similar to that described for the Director of Coliege
Parallel Curriculums. Similarly, the secretaries’ offices for the other direc-
tors and assistant directors are to be similar to the office described for
the secretary of the Director of College Parallel Curriculums. A work
and storage area should be provided for each Divisic.i Director which is
similar to that described for the Director of Coliege Parallel Curriculums.

Stenographic and Duplicating Pool

The Secretarial Pool should contain space for three secretaries with
appropriate secretary desks and chairs and one side chair for each desk.
A small work table should be included. There should be € feet of tack
board in the room. A telephone should be located in this space. Electrical
outlets should be provided for typewriters.

Comptroller’s Office

The office of the Comptroller and his secretary’s office should be
similar to the offices for the other directors and their secretaries. If pos-
sible, the secretary’s office should be accessible both to the lobby and to
the clerical desk area.

The 700 square feet of lobby space is to include a counter (27” wide)
across the space with gate entrance at one end of the counter to the space
behind the counter. A minimum of 5’ from the front wall of the room to
the counter is to be used as lobby space with 6’ of working space behind
the counter to be used as inside service area. The counter will have cabinet
space underneath for supplies. This counter possibly should be enclosed
with openings for service.

Adjacent to this service area behind the counter are to be several areas
as follows:

(1) An enclosed area to provide a counting room in which to receive
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all cash receipts such as tuition and fees; and daily receipts, such
as the bookstore, cafeteria and vending machines. This room should
have a double pedestal desk, office chair and a side chair. There
also should be a 6 table and chair and a coin counting machine.
Accessible to this room should be a fire-proof safe.

(2) The accounting room (also enclosed) should have the equipment
necessary for machine bookkeeping, desks, tables and chairs, and

filing cabinets.

The clerical staff desk (open) area is for the 3 or 4 workers, part
of whose duty is to wait on the students. This area should have

secretarial desks and chairs; possibly, 4 side chairs should be pro-
vided.

(3) The store space of 48 square feet should be located in the clerical
staff service area for office supplies.

(4) A records vault of 100 square feet should be located so as to be
accessible to all of the areas in the business services space. This
records vault should be fire resistant with a four hour rating, if

possible.

(5) The receiving room should be connected by door to the secretary’s
office. This receiving room is for the purpose of receiving and
storing certain supplies which will come to the business office rather

than to plant operations.

Telephone Service Room with Operator

After conferences with the telephone company as to the type of tele-
phone service which is to be used, the space for housing the needed equip-
ment will be better determined. It is belived that not more than 300 square
feet will be needed.

Information Center

Connected to this space should be an area of approximately 120 square
feet for the operator and/or information booth, or office. This person (or
persons) serving the information office will answer all telephone calls coin-
ing to the College as well as answer questions and give directions to Vvisi-
tors and others who may come into the administrative complex.

Mzil Room

This room will serve as the central receiving and dispensing point of all

33




ST, T TR TR e

|
E‘
|
|

incoming and outgoing mail. Approximately 400 mail boxes should be
installed in the wall facing the lobby area leading to a corridor. Bins for
storage of large packages should be installed. An open work counter that
can be closed should be installed. Vehicular service access should be pro-
vided.

Functional Relationships of Space Components

Figure 3.2 includes a graphical representation of the functional rela-
tionships which are desirable in order to provide effective leadership to
the College staff and faculty and to enhance communication between
faculty and staff, administrators, students and the general public. The
graphical representation divides the functions of administrators, faculty
and staff as to whether or not their responsibility is primarily to the public
(the outward look) or primarily to faculty or students (the inward look).

The following criteria are suggested:

1. Those administrators whose functions relate primarily to the public
should be housed for easy access to one another and to the prin-
cipal public approach to the campus.

2. Those administrators whose functions relate primarily to students
should be housed for easy access to student activities and instruc-
tional areas.

3. Those administrators whose primary functions relate to faculty
should be housed for ease of communications and personal contact
avoiding, of course, identity with a particular division or depart-
ment.

4. All faculty and administrators whose principal assignments involve
the use of specialized space should be located in close proximity
to it.

5. Recreational and social areas provided for faculty and adminis-
trators should be planned and located for inter-disciplinary contact
and informal communication.

6. Faculty members and appropriate instructional administrators
should be housed so as to enhance personal contact, communica-
tion and self-identification within their administrative unit.

The following lists the administrative personnel and staff according to
whether their prime responsibility is to the public or to the faculty and
students.
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FIGURE 3.2

FUNCTIONAL RELATIONSHIPS OF ADMINISTRATIVE AND
RELATED FUNCTIONS OF THE NORTH CAMPUS, SEATTLE
COMMUNITY COLLEGE
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OUTWARD LOOK (Prime Responsibility)
Relates to the PublLc
1. Campus Vice President
Admissions Officer
Comptroller

Community Services Director

nmop WD

Plant Manager

INWARD LOOK (Prime Responsibility)
Relate to Students
Instructors — Advisors
Counselors
Instructional Resources Center Personnel
Bookstore and Student Center Personnel
Director of Student Services
Student Activities Personnel

Registrar

© N ok

Financial Aids and Placement

Relate to Faculty

Curriculum Directors

Division Chairmen

Department Heads
Coordinators

Other Faculty

Coordinator of Data Processing

IRC Dircctor and RAMP Supervisor

SNV o

Figures 3.3 aad 3.4 show the suggested relationships of administra-
tive facilities to otiier campus functions and services.
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FIGURE 3.3

FUNCTIONAL RELATIONSHIPS OF ADMINISTRATIVE
FACILITIES FOR THE NORTH CAMPUS, SEATTLE
COMMUNITY COLLEGE
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FIGURE 3.4

OVERALL RELATIONSHIPS OF FACILITIES FOR ADMINISTRATION
TO OTHER CAMPUS FUNCTIONS FOR THE NORTH CAMPUS OF
SEATTLE COMMUNITY COLLEGE
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FACILITIES FOR STUDENT PERSONNEL SERVICES

Philosophy and Objectives

The community college is based on the concept of service to the com-

munity and to its youth and adults. The college is dedicated to the pur-
pose of stimulating each student to the greatest possible growth.

The Student Personnel Services program of the college consists of a
series of related functions which support the instructional program; seek
out and respond to student needs; and promote the personal, social, in-
tellectual and career developments of the individual student. The well con-
ceived and effectively implemented program of student personnel services
will provide for the students:

1.

o

S

© ® NS AW

Information services

Admissions services

Testing services

Guidance and counseling services

Registration services

Student health services

Leadership for student activities; i.e., self gevernment, etc.
Special services such as food, recreation, bookstore, insurance, etc.

Placement services and scholarship, financial aid, follow up.

Essential Student Personnel Practices

. Informing on-coming students about opportunities in the college.

Helping students make appropriate educational and vocational
plans.

Helping students choose best levels in courses.
Registration of students.
Orientation of new students.

Helping students to perform at optimal level in courses.
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7. Helping students resolve individual problems of housing, finances
and health.

8. Helping students with personal problems.

9. Helping students select and transfer to next destination.
10. Testing and test interpretation.

11. Counseling.

12. Record keeping.

13. Instituticnal research on student characteristics.

14. Continuous evaluation of practices.

15. A student activity program.

Description of Functions and Services
Functions

The functions of the Student Personnel Services program are per-
formed in a continuous interrelated systematic way for students from their
first contact through the college program placement and follow up. Al-
: though there is a continuum of service, the total services logically fall into
] three classifications with the functions in each being more closely related
in function, time and organization. These are (1) Information, Admission,
Registration and Orientation; (2) Counselling and Testing; (3) Financial,
Placement and Follow-up.

Relationships
External Relationships

, The facilities for the student personnel service program are re-
] : lated most closely to those other parts of the college which must serve
' : the public as well as the students of the coliege. Therefore, it should
be directly related to the central administration and Business Office of
the college. Since it also handles a lot of traffic of potential students,
a location close to the front door of the college is essential.

Since there wili be a number of people who drop in for informa-
tion, completion of forms and similar activities, there should be avail-
able short term parking facilities. This also makes its connection with
the administrative parts of the college desirable. The student personnel
facilities should also be readily accessible to students on campus so
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it should be related to student traffic. Proximity to the college com-
munity center would be of value, although not necessarily attached or
next door. '

Internal Relationships

The functions are directly related but have been divided into clus-
ters of immediate relationship. By having all of these services in physi-
cal proximity, interrelated use can be made of such things as student
files without unnecessary duplication. These facilities can all be centered
around one large entrance information area or they can be so designed
as to be smaller clusters. The three clusters assist in the diversion of
students to the area they desire without confusion. Student traffic can
best be handled by having a sequential pattern which narrows the
choices as one proceeds toward a specific area. Thus the campus needs
a front door and dispersal center, and each subdivision in the building
needs a focal point and dispersal center. There should be a way for
a person to get to a specific office by himself without assistance, yet
assistance should be available for the non-knowing at each dispersal

point.

Emerging Trends

1. The concepts expressed regarding Student Personnel Services are
emerging patterns and look to the future.

The data processing system will play an important role in the ad-
mission, registration and records system and should be fully utilized.

3. Facilities for peak periods of registration, orientation and similar
activities requiring large spaces are not provided for, since it is
assumed these are available on campus.

Phone use between these offices and outside, as well as between
these offices and the rest of the campus, is very great. Phones
should be provided in all offices, but should go through a central
center at the information and reception station for each suite of

offices.

5. Educational television and other types of media transmittal should
be provided for in each information and reception area.

6. Programs of student personnel are in the development stage so
spaces should be changeable, expandable and adaptable to new

requirements.
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Information, Admissions, Registration
and Orientation

The major function of these services is to provide a flow of informa-
tion and assistance to the individual student; taking him from his first
contact with the college, through his registration for ciasses and continue
with him throughout his membership in the college community.

The services should be organized to attract and serve the student, re-
gardless of the method of contact. The services should be thought of as
the “general services” and thus may result in a general offices concept or

unit.

General Considerations

1. The services extend outward from the campus to the studcnt and
community as well as inward to the student on the campus.

2. The services can be considered as a part of the front door of the
college through which prospective students pass on their way to
becoming actual students.

3. It is desired that the services be accessible to the prospective stu-
dent as well as to the registered student.

4. Careful consideration needs to be given to the various ways of
communicating with students, both on the campus and off the
campus.

5. All physical facilities should be easily identified, attractive, and
inviting as well as efficiently organized for service.

6. It should be acknowledged that the services and their physicai
facilities have many similarities to the personnel services currently
provided by business and industry.

Personnel

Directors and Assistants — 4
Secretaries and Clerks — 12
Part-time Clerks — 10

Facility Requirements

Reception and Information Area

This space should be designed to have a flow of traffic through
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the area. It needs to accommodate students getting information, filling
out forme at counter and those waiting te be served. It is hoped that
long waiting is not necessary and therefore, lounge-type furniture not
nec ssary.

Counter Area

The counter area should be extensive so as to provide space for
students to write on as well as an area underneath the counter to keep
the active files of students. The counter also acts as a divider between
the reception-information area and the work area.

Work Area behind Counter

This area houses the desks and work stations for the clerical staff
of this area. The space should provide for work desks and rcom to
wheel work carts alongside the desks. It is advantageous if the desks
are placed perpendicular to the counter with adequate walking and
counter work space between desk and counter.

Storage and Work Room

This should be located directly off the work space behind the
counter. The total space can be a four-hour fire resistance area with
a vault door large enough to wheel work carts through. The space
should include storage units for file folders, transcripts, folders, etc.
along the wall with a table and work area in the center. This area can
be used by part-time workers and special task forces to do special jobs.

Office Suite for Directors

This area should have four private offices for directors and as-
sistants large enough to hold furniture for meetings up to four or five
people. They should be arranged around a central reception and sec-
retarial space which serves all four offices. The reception and secretarial
space should be large enough to provide for two secretaries and a
waiting area for six persons. A good arrangement for the location of
this office suite would be off of one end of the general office space
so it could be gotten to from the large reception and in“ormation area,
as well as available to the clerical staff who are in the space behind the
counter.
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Space Guidelines

Type Approximate Sq. Ft.
Reception Area 1 480
Counter and Work Space for 1 600
Storage Space Vault
and Workroom 1 400
Private Offices 4 480 (120)
Secretarial Offices
(2 secretaries) 1 300
Total 2,260

Specific Requirements

1. The Reception and Information Area should have a supply of
electrical outlets so iighted displays or automatic information de-
vices can be used.

2. There should be an electrical plug-in strip the full length of the
counter. One satisfactory way of doing this is to run the strip
along the inside top of the counter so machines can be plugged in
as desired.

3. The counter should contain space for files for student folders.

4. There should be electrical plugs and phone jacks at each of the
desks in the work space behind the counter.

5. Adequate electrical outlets should also be in the storage room.

6. The offices of Directors and assistants should contain a confer-
ence-type desk and space for five or six persons.

Counseling and Testing

Counseling and testing services are an integral and essential part of
the college program. These services are performed for students, faculty
and community with the major involvement taking place on campus. The
services and physical facilities should be developed to extend a welcome
to both students and faculty members, and should not be thought of as
something separate from the instructional program.

General Considerations

! 1. The facilities need to be easily accessible to the student and should
present an atmosphere of automatic invitation.
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2. These services may also be thought of as having communality
and therefore should be arranged in a suite with a common re-
ception area.

3. Services will be provided on a one-to-one and/or small group
basis.

4. Facilities should provide for a feeling of openness when desirable,
but also should provide for security when needed.

5. They should be in physical preximity to the records of the Admis-
sions-Registrar function.

Lersornel
Director of Counseling and Testing ... 1
Counselors 14
Secretaries and Clerks 4
Part-time Clerks 3-5

Facility Requirements
Reception and Information Area

This area should welcome the student and provide for a variety
of services. There should be a discernable receptionist station for
those who need information, but it should not prohibit persons
from going directly to where they are going. The larger partition
of this area should be more a lounge-type arrangement where stu-
dents can wait, read information, view automated information and
have informal discussions with a counselor.

Counter Area

This cculd be in conjunction with the receptionist information
service and would divide the work area from the reception area.
It should not be domineering nor very extensive but have a draw-
ing power for those who are looking for it.

?‘ Work Area behind Counter

This area is similar to the area described in the previous facili-
ty but much smaller. It should acconimodate four clerical stations
‘ and should provide easy access to the counter, to the lounge recep-
i , tion area and to counselors’ offices.

45




Storage and Work Area

This area should be designed to provide space to store copies
of tests, to collate materials, to score tests and for a general work
area. It should be accessible and controllable from the work area

behind the counter.

Counseling Offices

These offices should “e private and provide a feeling of security
when desirable. They should be pleasant and located prefe..bly
not in a line along a small double loaded corridor. They should
be able to accommodate a desk, a chair, a file and at least two
comfortable chairs so that the counselor-counselee relationship
is not always conducted across a desk.

Office Suite for Director

This should be accessible directly from the reception area and
preferably away from the major traffic of the area. The office of
the director should accommodate regular office frrniture and space
for five or six other people. The secretary’s office should provide
space for regular furniture plus a waiting area for persons who want

to see the director.

Group Testing and Conference Rooms

‘These spaces should provide for 25-30 persons taking a group
test or five or more persons conferring together. The space is to
be constructed so that the two smaller areas can be opened into
one large area if the occasion requires it. These should have tables,

chairs, chalk boards, bulletin boards and an availability of audio-
visual equipment.

Individual Testing Rooms

These are rooms in which an individual student can take a test
or complete forms or which, on occasion, can be used as small in-
terview rooms. They should be able to be supervised visually from
the work area as well as accessible to it. They should be made as
pleasant as small rooms can be made.
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Space Guidelines

Approximate
Sq. Ft.

Reception Area and Information 1 600
Counter and Work Area 1 400
Storage and Work Room 1 400
Counseling Offices 14 1,400
Di~ector’s Office 1 120
Secretary’s Office 1 200
Group Testing and Conference Rooms 2 600
Individual Testing Rooms 5 400

Total 4,120

Specific Requirements

These are the same as those listed for the area for Information,
Admissions, Registration and Orientation.

»
Financial Aids, Placement and Follow Up

These services may be a part of the counseling-testing suite or they
may be in close proximity to it. Direct accessibility to students is important.

Personnel

Director and Assistant
Secretary

Facility Requirements

Reception, Information, Secretarial Area
Office for Director
Office for Assistant Director

This is primarily an area which has two offices off a reception-
secretarial space. The offices need to be regular type offices which ac-
commodate the directors and two or three persons in an interview
situation. The reception area, however, needs to be large enough for
displays, bulletin boards, listing boards and waiting area. Much of the
activity of these services will center around this area rather than the
offices.

This facility can be a part of some other cluster if it is easily ac-
cessible so traffic will not clog up other areas. There will be a Iot of
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traffic in and out to read notices, pick up forms and other similar ac-
tivities.

Space Guidelines
Approximate Sq. Ft.

Reception, Information, Secretarial 1 300
Private Offices 2 200 (100)
Total 500

Student Activities and Health Services

These services should be located in the college community center.

Summary

Table 4.1 summarizes the facilities needed for the Student Personnel
Services Program.

Facility Relationships

Figure 4.1 is a diagram showing the flow of student personnel serv-
ices and should assist in the assessment of relationships of personnel func-
tions and students.

] Figure 4.2 is a diagram of proposed functional relationships.
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TABLE 4.1

SUMMARY OF
SPACE CONSIDERATIONS FOR STUDENT PERSONXNEL
SERVICES AT NORTH CAMPUS

Type of Space No. of Units Approximate
Net Space

Information, Admissions

Registration and Orientation

Reception & Information Area 1 480
Counter & Work Space 1 600
Storage, Vault & Workroom 1 400
Private Offices 4 (129) 480
Secretarial Space 1 300
2,260
Counseling and Testing
Reception & Information 1 600
Counter & Work Area 1 400
Storage and Workroom 1 400
Counseling Offices 14 (100) 1,400
Director’s Office 1 120
Secretary to Director 1 200
Group Testing & Conference 2 (300) 600
Individual Testing 5 (80) 400
4,120
Financial Aids and Placement
Reception & Information 1 300
Private Offices 2 (1090) 200
500
Total 6,880
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FIGURE 4.1

FLOW CHART FOR A STUDENT ENTERING, REGISTERING
AND ATTENDING SEATTLE COMMUNITY COLLEGE
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FIGURE 4.2
RELATIONSHIPS OF STUDENT PERSONNEL SERVICES FUNCTIONS
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FACILITIES FOR THE COLLEGE COMMUNITY CENTER
Philosophy and Objectives

It is generally agreed that a college education includes and requires
more than that which is included in the formalized instructional program.
A commuting institution has the concern that students do not have a full-
time commitment of their time for educational activities. This infers that
students have choices to make as to how and where they spend their time
outside the classroom. it may be spent at home, in the community or on
the campus. The program and facilities of the college community center
and Learning Resources Center will have much to do with attracting the
students to spend time on the campus outside the classroom.

The Community College Center can contribute to the total educational
program:

By facilitating the social interaction of students, faculty and staff on
campus through both formal and informal activities that are social,
cultural, intellectual and recreational.

By providing for individual needs of students, faculty and staff.
By stimulating the cultural and educational involvement of students.

By providing a temporary home away from home for the commuting
student.

In order to do this the College Community Center:
Should provide a holding power for coinmuting students.

Should provide a variety of opportunities for individual to large group
endeavors.

Should provide a central or unifying force to campus and educational
program.

Should be centrally located so as to become the hub of student traffic.
Should be easily adaptable to a varicty of uses.

Should make it possible to make acivities edacational as well as serv-
ice oriented.
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Description of Functions and Services

Functions

The functions of the College Community Center are related to the
central objectives of the institution and are very important to the ongoing
program of the students. The College Community Center is the campus
home outside of the classroom for the students. The functions are:

! To provide a variety of food services to students, faculty and staff.

To make available necessary instructional materials needed by the stu-
dent in his program.

To provide for relaxation and personal involvement of students.
To provide a cultural atmosphere to inspire student awareness.

To provide facilities for student pariicipation in the governing of stu-
dent life on campus.

To provide emergency health services.

Relationships
External Relaticnships

The facilities of the Campus Community Center are related most
closely to the Learning Resources Center and the hub of traffic on
campus and student traffic coming onto the campus. The facilities need
to be centrally located in order to be accessible and avail~ble to the
greatest number. If located in a non-central location, its influence will

‘ be reduced. Its proximity to the Learning Resources Center makes
available the two major out-of-class activity areas for use by students
during a restricted time period. If a student has an hour between
classes, he can spend a part of it getting a cup of coffee and the other
part in the Resources Center.

Other than these, the relationships to other parts of the campus
are the same.

Internal Relationships

The relationships of the various functions are primarily based on
amount and kind of traffic desired or not desired to the specific func-
tion. Those facilities which have a lot of traffic should be off major
traffic arteries of the building. It is also essential that the various serv-
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ices be so designed as to operate independently from the rest if this is
the need.

Services of College Community Center

Food Services

Food services have the opportunity of providing a magnetic force
for student involvement on campus. In order for this to happen, the
food service facilities and program must be consonant with the needs
of the students and faculty. The food service will have to be adaptable
and malleable to the students rather than requiring that students adapt
to it.

Food services vary from providing a cup of effee or a coke to
providing a snack, lunch, dinner, banquet or special catering for clubs
and groups. Facilities must be designed to provide for the varied seg-
ments of the program at varied times.

Snack Bar

The center of and the most used facility of food services is the
provision of snacks for the total time the campus is open. This facility
should be accessible, convenient and able to be open without use of
other facilities, yet have the possibility of over-flowing into other areas
when needed. It should be attractive and designed and decorated
around some motif.

An estimate of the number of students to be accommodated at one
time should be 100 with possible overflow space for seating. An
important consideration is that there be adequate traffic and waiting
space between the counter and the seating area. The seating space
should be comfortable and not crowded. The Snack Bar should be
self-contained so it can be used without opening the total food service
facility.

Cafeteria

The largest area in food services should be the cafeteria where
lunches are served and which can be used by the students to sit and
talk, study, drink coffee and soft drinks. It should seat 350 persoms
at a variety of sizes and types of tables. During the noon hour, it will
likely serve 1,500 students with 500 in the evening. The atmosphere
of the room is very important; it should not be a barracks or a large
institutional dining hall. Carpeting for the floor is recommended, leav-
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ing some hard floor surface for dancing. It is desirable that the total
floor area be broken into smaller units by use of planters and movable
screens. Air conditioning is a necessity. The cafeteria should offer a
friendly welcome to those who bring lunches and who buy only cofiee
or a soft drink or nothmg at all.

Dining Rooms-Banquet Rooms

There should be four dining areas — one to accommodate 100,
2 medium size areas which accommodate 60 each and one small area
for 30. These should be contiguous but separable with provisions to
get to each without going through any of the others. All four should
be adaptable so that with dividers removed, they would form a large
banquet room to seat 250. All rooms should be carpeted and air con-
ditioned.

Faculty Dining Room
One of the medium size dining areas could be used by the faculty.

Food Preparation Area

This must be designed to be able to service the total needs of the
food service program. Specific information and details will have to be
worked out with food preparation experts.

Vending Machines

Vending machines provide maximum contribution when they are
used because of remoteness of the area or remoteness of the time of
day. Their purpose is mainly to provide service when and if regular
service cannot be made available.

Space Guidelines
Approximate
Type No. Capacity Square Feet
Snack Bar 1 100 1,500
Cafeteria 1 350 5,250
Dining Rooms
Large 1 100+ 1,500
Medium 2 60 1,800
Small 1 30 450
Food Preparation (a)
Storage 1 (a)
Total 10,500

aThis appears in Chapter XXIL

55

S U D SPRP AR TO




SRR TR RO R T TR

Large Lecture-Demonstration Area

The availability of a large lecture area seating about 350 in the student
center would provide a much needed facility. It could be used as a teach-
ing station, a demonstration center or a lecture hall.

Space Guidelines
Approximate
Type Capacity Square Feet
Large Demonstration 1 350 (this appears else-
where)

Student Activities

An important part of the center will be the facilities that provide for
student participation in the activities of the college. The activities should
assist the student to become a part of the campus community but should not
dominate the student’s time. A commuting college does not have to re-
create a total community for-the student, since he still resides in his home
and participates in regular activities of his community. The college should
provide activities related to the college and its objectives, primarily those
which are not available in the community at large.

The major functions of activities are to provide live participation in
things which the student desires as a part of his education, to extend the
influence of the classroom, to develop students individvally and as mem-
bers of groups, and to provide for participation in the on-going develop-
ment of the college and its program.

Facility Requirements

The facilities should be easily accessible to students but away from
the regular internal traffic of the center. The internal relationships are
not as important as accessibility and traffic patterns. Most facilities
should be easily convertible to a variety of uses and adaptable if the
pattern of demands change. The facilities are primarily spaces with a
minimum of built-in equipment and furniture. Wherever possible, the
ability to combine spaces will assist in meeting a wider variety of needs.

Staff for Student Activities

The activities and services provided for students will require staff
people specially trained and responsible for the continuity of program.
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Students come and go in a community college and have little oppor-
tunity to discover the development and maintenance of a program over
the longer period. Good programs are dependent on a staff who have
the ability to organize without dictating, to sponsor without supervis-

ing, to inspire and to give leadership. This can aiso become the student
message center.

Personnel

Directors and Assistants -....... 4
Secretary 1
Part-time Secretaries —-.ceoeoeeeee- 2

Facilities Requirements

The facilities should be in a suite arrangement and should be
located next to the area for student government. It is preferable if
they have the same reception area for control, communications
and working relationships. The suite should be so designed that
the secretary can also be a receptionist.

3 1 Space Guidelines

Approximate
Type No. Sq. Ft.
§ Offices (Director and Asst’s.) 4 (120) 480
: Secretary and Reception 1 300
Conference Room 1 250
Storage and Workroom 1 200
Total 1,230

Student Government

A center of activity for students will be the student government, since
this becomes the vehicle for involvement, opinion and influence. The stu-
dent government needs to Liave a home which is accessible to students yet
has control by its location and relationship to the staff officers rather than
by direct supervision.
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Personnel Approximate

No. of Pecple Spaces Sq. Ft.
Student Officers 6 6 600
Publications
Editors 2 2 200
Staff Rocom 8 1 600
Workroom 8 1 600
Conference Rooms (dividable) 30 2 600
Total 2,600

Facility Requirements

The student officers need an office suite to accommodate the four
student officers and the Presidents of Associated Men and Women
Students. These are regular-type offices which will accommodate a
desk and at least two chairs.

The publications area should be a large area to accommodate at
least eight people at desks as well as a work area for mock-ups. At-
tached to the area should be two offices for the editors of the paper and
yearbook.

The workroom should be a large room with storage on the walls
with work counters and a large work table. This room would be used
for making signs and other equipment needed by students in their ac-
tivities.

The conference rooms should be devised so as to be able to hold
fifteen or twenty, yet dividable for smaller groups. There will be much
demand for these rooms by the various clubs and activity groups as
well as the student council.

Student Health Services Area

This facility should provide health services to students including screen-

ing, examination, counseling, first aid and those services supplemental to
the health education program of the college. This facility should be located
so the receptionist in the Student Activities area can serve as receptionist
for health services also.

Porsonnel

Head Nurse 1
Part-time Docror or Nurse - 2




Facility Requirements

The facilities should be in suite arrangement accessible to the re-
ception area for student activities. Toilet facilities should be provided.
Space Guidelines

Approximate Sq. Ft.

Reception and Receiving Area 1 120
Office for Head Nurse 1 80
Examination Room i 200
Rest Areas for Men 2 100
Rest Areas for Women 6 300

Total 800

Social Activities

While most of the social activities will use spaces which are used
for other purposes, there need to be provided a variety of lounge areas
ranging from the quiet meditation to more communal activities such
as TV viewing. Spaces should be pleasant, comfortable, iniviting but
not large. They should adapt easily to multi-use such as meetings,
small dances, etc. They should be spaces which preferably can be
combined to become larger spaces. Special activities such as TV should
have a separate lounge area so as not to interfere with less noisy ac-
tivities.

Facility Requirements
Main Loange

There needs to be a large lounge area which has lounge furni-
ture arranged in conversation groups for persons waiting. This
area can also be used for other activities such as a dance, a large
meeting, a tea, etc. by re-arranging the furniture.

Small Lounges

The areas are small and more intimate for quiet meditation
or piped classical music. They could be divided so as to be able to
be combined if necessary, although the sound requirements may
prohibit this.

Viewing Lounge

A separate space for TV viewing is essential if it is not to take
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over the other areas. For special events the larger lounge may be
used, but for day to day operation the separate space is necessary.

Study Lounge

This should be adjacent to the food service area so it is ac-
cessible to coffee and cold drinks. This could be equipped with

tables and chairs rather than iounge-type furniture.

Space Guidelines

Type No. of People Spaces
Smaller Lounges 30 2
Viewing Lounge 30 1
Study Lounge 100 1

Total

Recreational Activities

Approximate

There is much disagreement about the need for and the extert of
the spaces provided for recreational purposes. There is also the re-
lationship of the Physical Education Program and the rise of those
facilities. It is rocognized that individuals and small groups need the
opportunity for recreational activities other than scheduled classes.
It, therefore, seems wise to provide an area for activities which re-
quire little organization and supervision. Thus an area for noisy ac-
tivities such as table tennis and an area for quieter activities such as
chess are desirable. Again these are areas without special equipment,

just space.

Space Guidelines

Approximate

Type No. of People  Spaces
Active Recreation 40 1
General Games 50 1
Total

Student Services

One area of the center should provide for a variety of services re-
guired by students in carrying on their educational program. The services
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should be a part of the program rather than competitive with the com-
munity or because they are potential money-makers. This area should be
accessible so students pass by it, but it should not be a dominating feature
of the Center upon first arrival. The most often found service is the Book-
store, which may encompass the other services. The major concern of the
Bookstore is to provide those items related to the needs resulting from the
college program.

The facilities and space guidelines indicated here are for this type of
program, and if the role should be different the space will be inadequate.
There should also be adjoining space which can be used as a place to sell
books during the first few days of the quarter and then revert to another
use. The best such space would be the study lounge.

Other possibilities for service which can be included in the bookstore
are post office, candy and snacks. A space for a barber shop is becoming
more frequent on commuting campuses.

Space Guidelines

Type No. of People Spaces Approximate Sq. Ft.
Store
Retail Sales 1 6,000
Receiving and Storage 1 1,500
Offices 2 240
Retail Outlet 1 400

Total 8,140

Formal Lounge

Every campus needs a formal lounge which is not open to the
general public, but is used for special occasions which require privacy
and special treatment. This space may be for receiving honored guests,
small receptions and teas, and other such events. It should have a small
pantry off it for serving.

Space Guidelines

Approximate
Type No. of People Spaces Sq. Ft.
Formal Lounge 100 1 1,500*

*Cross reference with IRC
Gallery

The center should provide adequate space for displaying exhibits
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of all kinds. This can be arranged as a part of a large entrance foyer
with an area adjacent to or convertible from the open gallery for
special exhibits such as a valuable art show.

Space Guidelines

Approximate
Type No. of People Spaces Sq. Ft.
Gallery 2 1,800

Cloak Rooms

It is agreed that large areas of locker space are neither desirable
or usable on a commuting campus. However, a space which can be
used as a coat or check room for regular students and for separate
events is needed. This space can be made controllable by a check girl.
It should be accessible to the main entrance of the buiiding.

Space Guidelines

Approximate
Type No. of People  Spaces Sq. Ft.
Cloak Room 1,000 1 600

Rest Rooms

The center requires rest rooms which are accessible for use by
people using the various facilities. They, therefore, need to be con-
sidered carefully, but are not included in space allocation.
Space Summary

Table 5.1 contains a summary of the number and type of facili-
ties required for the College Community Center.
Space Relationships

Figure 5.1 is a diagram of functional relationships for the College
Community Center Services.
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TABLE 5.1

SUMMARY OF
§P4CE CONSIDERATIONS FOR COLLEGE COMMUNIEY CENTER
NORTH CAMPUS

No. No. Approximate
Type of Space People Spaces Square Feet TOTAL

Food Services

Snack Bar 100 1 1,500
Cafeteria 350 1 5,250
Dining Rooms
Large ¥ 100 1 1,500
Medium 60 2 1,800
Small 30 1 450
Food Preparation (a)
Storage (a)
10,500
Large Lecture-Demonstration 250 1
Student Activities
Student activities Staff
Offices (Director &
Ass’ts.) 4 4 480
Secretary & Reception 3 1 300
Conference Room 20 1 250
Storage & Workroom 1 200
1,230
Student Government
Student Officers 6 6 600
Publications
Editors 2 2 200
Staff Room 8 1 600
Work Room 8 1 600
Conference Rooms 30 2 600
2,600
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TABLE 5.1 (Cont’d)

SUMMARY OF
SPACE CONSIDERATIONS FOR COLLEGE COMMUNITY CENTER

NORTH CAMPUS
No. No. Approximate
Type of Space People Spaces Square Feet TOTAL
Student Health Services 800 800

Social Activities

Small Lounges 30 2 900
Viewing Lounge 30 1 450
Study Lounge 100 1 1,500
2,850
Recreational Activities
Active Recreation 40 1 2,500
General Games 50 1 800
3,300
Student Services
Bookstore
Sales 1 6,000
Receiving and Storage 1 1,500
Office (Manager’s) 1 240
Retail Outlet and Storage 1 400
8,140
Formal Lounge 100 1 1,500 1,500
Gallery 2 1,800 1,800
Cloak Room 1,000 1 600 600
Total 33,320

aSee Chapter XXI, Food Services.
bIncludes two part-time.
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FIGURE 5.1

DIAGRAM OF FUNCTIONAL RELATIONSHIPS OF THE INTERNAL
COMPONENTS OF THE COLLEGE COMMUNITY CENTER
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FACILITIES FOR THE INSTRUCTIONAL
RESOURCES CENTER

Philosophy and Objectives

The Instructional Resources Center is the most important instructional
unit on the campus. It is a facility which serves students and faculty alike.
Not only does it support the activities of the classroom, but it also provides
a place for creative learning activities which are not necessarily parts of
formal classroom instruction. It brings unity to all phases of instruction.
It lends essential support to the instructional staff. It provides both students
and faculty with opportunities to carry out individual research and inde-
pendent study. Thus, the Instructional Resources Center has an irapact
upon the entire college.

The Instructional Resources Center has three major objectives and
three important minor objectives. These objectives are implied by the
components of this facility indicated in Figue 6.1. This figure shows the
elements which constitute the Instructional Resources Center. These ele-
ments constitute the conceptual framework upon which the design of this
facility must be based. In the figure, the “Bibliographic Area” refers to
those spaces devoted to stacks, circulation, reserve and general administra-
tion. It is intended that there be housed and circulated here a carefully
selected list of appropriate titles in the form of books, periodicals, docu-
ments, tapes, disks, microforms, films, photographs, maps and the like.
The term “Student Area” refers to reading and study spaces, facilities for
the use of programmed materials, general reading rooms, special areas
for the use of special IRC materials and electronic carrels. The term
“RAMP” refers to spaces devoted to Resources for the Audio-visual Mode
of Presentation, a system which will be described later in this chapter.

While the three areas named will constitute the primary spaces in
the facility, the implementation of several other objectives of the college
will be assisted by the use of certain secondary spaces to be included. One
of these secondary spaces is the “Professional Library.” Here will be
housed a collection of journals, refcrences, documents, texts and books
of special interest to faculty members in a comprehensive community col-
lege. Here, too, the in-service education of faculty members can be accom-
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FIGURE 6.1

CONCEPTUAL FRAMEWORK FOR THE
INSTRUCTIONAL RESOURCES CENTER
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plished. And here faculty members can assemble for private study, con-
versation and interaction. A second cluster of secondary spaces within the
Instructional Resources Center should include tape recorders, typewriters,
photocopy machines, adding machines and calculators, and other aids for
students to use in support of their study functions. A third cluster of such
spaces is associated with the college and its internal and external com-
munities. Spaces to house thosz special services which the college can
provide in an urban community and spaces to provide for the intellectual
confrontation of students, faculty, institutional officers and campus visitors
are considered to be included in this last category.

Functions ard Services to be Housed

Among the functions which the Instructional Resources Center per-
forms and the services it provides are the following:

1. Cataloging materials.

Shelving and storing materials.

Retrieving materials.

Reviewing and selecting materials.

Maintaining certain materials on reserve.
Accounting for materials and making them available.
Reproducing certain kinds of materiais.

Making materials available in new formats.
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Technical processing of materials.

()
e

Inter-Library loan services.

()
()
.

Maintaining relationships with other institutions.

()
N

Maintaining information services on IRC holdings and techniques.

o
w

. Providing in-service training for IRC personnel and SCC faculty.

()
>

Assisting faculty members with materials related to their study,
preparation and instruction.

15. Orienting students fo the use of the IRC.
16. Providing facilities to support the study function.

17. Assisting students in the location and use of IRC materials.
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18.

19.

20.

21.

Providing all services associated wiht RAMP (these will be de-
scribed in detail later in this chapter.)

Providing special services for the urban community in which the
college is located.

Maintaining special collections, including archives, which relate to
the college and its programs.

Cooperating with an IRC Coordinator on the central administrative
staff to expedite IRC management and to avoid the duplication
of rarely used holdings on all three campuses.

Some of the services mentioned in the list above are purely managerial
or administrative in nature; others have important implications for the
facilities in which the IRC is housed.

Among the activities which will take place within this facility are the
following:

1.

“oa WD
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10.

11.
12.
13.

14.

Individual study.

Small group study.

Occasional large group study.
Use of standard reference works.

Search for relevant materials through use of conventional and
automated indexing aids.

Listening to audio tapes or disks.
Watching video tapes of films.
Small and large group discussions.

Personnel and materials administration, including functions re-
lated to branch libraries.

Production processes related to RAMP (a discussion will follow
later in this chapter.)

Receiving and dispatching IRC materials.

Use of optical readers, photocopy machines, typewriters, calcula-
tors and other devices which support instruction.

Check-out, check-in, shelving and inventory of materials.
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15. Motivating students and faculty members to take advantage of
the resources available in this center.

All of the activities in the list above have implications for the nature
of the facilities for the IRC.

RAMP: The Resources for the Audio-Visual
Mode of Presentation’

RAMP

An important part of the total instructional program of any institution
of higher education is carried out by means of audio-visual materials.
Likewise, an important fraction of the equipment maintained on a col-
lege’s inventory consists of the paraphernalia and devices by which such
audio-visual materials are presented or displayed.

That audio-visual materials assist in instructing and contribute to
learning is axiomatic and requires no comment. On the other hand, it is
worthwhile to note the following:

1. Audio-visual materials are effectively used only when all condi-
tions related to their use contribute optimally.

2. Certain new materials, techniques and devices in the general audio-
visual area have recently been developed.

Both of the comments just listed have important implications for col-
lege teaching. Community colleges especially—because of their expressed
dedication to excellence in instruction—will be vitally concerned both with
maximizing the factors contributing to effective use of these materials and
with new developments in the field.

This document is a proposal for a system wherewith Seattle Com-
munity College can advantageously organize and utilize all available audio-
visual materials. The code name RAMP has been coined to designate this
system, RAMP being an acronym for “Resources for the Audio-visual
Mode of Presentation.” Included here are descriptions of the components
and facilities needed to implement the proposed system; suggestions for its
organization, operation, and utilization; and estimates of the staff and
services which it will require.

1This discussion of RAMP is & verbatim quotation from a paper prepared by
Associated Consultants in Education for the General Planning Concepts Committee,
Seattle Community College (July, 1966). (Processed.)
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The RAMP System

RAMP consists of all the activities related to (1) the procurement,
production, processing, inventory, storage and distribution of audio-visual
materials and supplies and (2) the procurement, inventory, storage, main-
tenance, repair, distribution and operation of all devices and equipment
related to the display of audio-visual materials. (Important exclusions
from the materials and equipment implied by this statement are those
which traditionally are associated with a single specialized discipline and
which conventionally constitute laboratory apparatus for such a discipline.
Examples are microscope slides.) RAMP, thus, is concerned with 2ll
aspects of the use of such materials and equipment. It is, in fact, to be
concerned even with the in-service training of teachers in the audio-visual
area. Although the institution’s total in-service teacher training program
will encompass considerably more than just audio-visuals, these aspects
are major ones, so that RAMP will contribute significantly to the teacher
training effort in the institution. RAMP also will have supervisory and
administrative responsibility for broadcast and closed-circuit TV on campus.
RAMP will originate materials from faculty specifications. It will procure
them on faculty request. It wiil assist faculty members to manufacture
materials. It will include administrative machinery to enable it to act as
an advisory and coordinating body for all matters in its domain. Figure 6.2

indicates diagrammatically these relationships.

RAMP is a division of the Instructional Resources Center. lts per-
sonnel will report through a RAMP Director to the IRC Director and
thence to the chief executive officer of the campus. RAMP services will
be equally available to all instructional units of the college. Funding for
its operation should be available through the main IRC budget, with
appropriate charge-backs to the operating budgets of the various instruc-
tional units of the college. While the charge-back system inaugurated must
realistically reflect usage of RAMP services by the various instructional
units, it must not be resirictive and delimiting in its nature. Adequate
allowance for the use of RAMP must be made in the operational budgets

of both the IRC and the other units of the college.

RAMP Materials and Equipment

The materials with which the RAMP System is concerntd include
the following:

1. 16 mm films (reel or cartridge)

2. 8 mm films (reel or cartridge)
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FIGURE 6.2
FUNCTIONS AND RELATIONSHIPS WITHIN THE RAMP SYSTEM
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10.
11.
12.
13.
14.

15.
16.

17.
18.

19.

© ® N ;AW

Filmstrips

Glass slides

27 x 2” slides (single or magazine)
Audio disks

Audio tapes

Video tapcs

Photographs

Posters

Charts

Transparencies and overlays for the Overhead Projector
Maps

Globes

Three-dimensional models
Broadcast transmissions
Closed-circuit transmissions

Appropriate supplies for the manufacture, duplication, maintenance
and repair of any of the above

Others which may appear as developments in the audio-visual field

The equipment with which the RAMP system is concerned includes the
following:

16 mm projectors

. 8 mm projectors

1.
2
3.
4
5

Film-loop projectors

. Opaque projectors

. Overhead projectors
6.
7.
8.

Turntables and associated equipment for recerding play-backs

Audio tape equipment, for recording and play-back

Television studios




G. In-room television circuits
10. Television view screens
11. Broadcast receivers

12. Screens
13. Display stands for graphics, posters, €tc.

14. Equipment and apparatus for producing all types of RAMP ma-
terials

15. Equipment for delivery of RAMP materials and apparatus

16. Equipment for the maintenance and repair of RAMP materials
and apparatus

17. Equipment for storage and inventory of RAMP materials and
apparatus

18. Other equipment which may become necessary as developments in
the audio-visual field occur

The Electronic Heart of RAMP

Many of the RAMP materials can be made available to the classrooms
on campus by electronic transmission from a central location. Television
view screens in classrooms, connected by cable to image initiation equip-
ment in the IRC, can be employed for the majority of the displays of
slides, 16 mm films, photographs, film-loops and the like. To this end,
image initiation equipment and receptor view-screens should have color
capability. Furthermore, telephone (or intercom) connections must be
made from each reception station to the image initiation center. And finally,
because of anticipated high usage demand on the image initiation equip-
ment, it must have the capability of transmitting different information on
each of six different channels simultaneously; receptor stations, similarly,
must be able to select from the six channels of available transmission. The
capability for expansion to 12 channels should be built into the system.

Image initiation can be accomplished either from a schedule submitted
in advance or on demand by telecommunication from the classroom.

The image initiator must have the capability for transmission of “live”
programs from studios or remote locations, 8 mm or 16 mm films, slides
and transparencies and opaque graphics including photographs; it should
be usable in video-only, audio-only or audio-visual modes. The image
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initiator station should be an integral part of the television studios and must
be located in the IRC. Image receptors should be located in approximately
50 per cent of the classrooms on campus, with built-in capability for exten- ;
sion of receptor services to all classrooms. 1

The Non-Electronic System

Non-electronic devices will continue to support the RAMP system.
For example, every classroom should be permanently equipped with an
overhead projector. Every classroom should have a screen mount and/or
screen. Every classroom should have adequate electrical service for use
k of RAMP equipment. The RAMP central office must be equipped and
= staffed to deliver, operate and repair slide projectors, filmstrip projec-
tors, movic projectors and the like. In addition, RAMP should maintian
several portable video-tape recording units for in-room use in instruc-
tion and several in-room closcd circuit TV systems for magnifying details
of classroom demonstrations. RAMP should supervise one “multi-media”
lecture theatre for use by schedule and reservation.

The Manufacturing System

RAMP must have a production department with capabilities for the
following:

Producing transparencies from paper copy, photographs or books
Copy-camera work, B & W and Color

Still photography, B & W and Color

Photo-oifset printing, B & W only

Movie photography, B & W, Color
Micro photography
Drafting, lettering, technical illustration and other graphic arts

Model Production (wood, paper, metal, plastic)

I B T ST I SR

Audio recording

[
e

Video recording

11. Encapsulating film loops
12. Photographic processing
13. Slide binding
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14. Others which may develop

The Personnel of RAMP
To implement the RAMP system, the following functions are required:
1 Ramp Director
1 Photographer
1 Artist/Draftsman
1 RAMP Librarian/Secretary
1 Equipment Repairman
1 TV Director
2 TV Studio/Control Room Assistants

6 Student Assistants (part-time) for delivery, operation, etc.

The Core Facilities of RAMP

Figure 6.3 presents a tentative concept of the spaces required in the
IRC and elsewhere to implement the RAMP system. Figure 6.4 presents
a tentative concept of a classroom which fully utilizes RAMP techniques.
Figure 6.5 presents some details of the Image Initiation facilities for RAMP
and Figure 6.6 presents a concept for a “multi-media” lecture theater, a
special facility under RAMP auspices. Thus, Figure 6.3 through 6.6 out-
line the facilities utilized and required by the RAMP system.

Estimates of Quantities

Table 6.1 is a list of estimated quantities for equipment to be in-
corporated into the RAMP system; these estimates are based in part on
recommended ALA standards but have been somewhat drastically revised
to fit the special requirements and capabilities of RAMP as projected.




FIGURE 6.3
SPACES SUGGESTED TO IMPLEMENT THE RAMP SYSTEM
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FIGURE 64

COMPONEN'TS OF A CLASSROOM AREA WHEREIN
RAMP SERVICES ARE UTILIZED

N @ O

Receptor Viewscreen and Speaker (Remains permanently)

Speaker--Projector Jack (wired-in as a facility is constructed)

Screen (remains permanently)

Overhead Projector (remains germanently)

Brackets for holding TV Camera or service for portable
closed-circuit TV Systenm

Projector Stand (available electric service)

Telephone to Image Initiator Control Station

Black-out capability (built in during facility construction)

Electric Service for equipment

Easel (tripod, map rail, etc.) for display of graphics
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COMPONENTS OF AN IMAGE INITIATOR TERMINAL FOR
ELECTRONIC DISTRIBUTION OF RAMP SERVICES

FIGURE 6.5
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FIGURE 6.6

COMPONENTS OF A LECTURE THEATER USING
MULTI-MEDIA RAMP TECHNIQUES

\ @®. _/

1. Rear Projection Screen for TV
2. Optical Screen

3. Screen for Overhead Projector
4, Overhead Projector

5. Instructor's Control Terminal
6. TV Camera, Ceiling Mounted

7 & 8. TV Camera

9. TV Operator

10. Slide Projector

11. Filmstrip Projector

12, Movie Projector
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ESTIMATED RAMP MATERIALS AND EQUIPMENT NEEDS FOR

TABLE 6.1

INSTRUCTIONAL RESOURCES CENTER,
SEATTLE COMMUNITY COLLEGE

Quantity

Item

Remarks

1,000 16 mm Films, college titles
2,500 Filmstrips, coilege titles
2,000 Audio Disks and/or tapes
——— Single concept Films

—— Transparencies

25
10
25
25
25
10

120

H B

— D

10
20
100

35 mm Sound Projector

16 mm Sound Projectors

8 mm Sound Projectors

Film loop Projectors

27 x 27 Slide Projector
Filmstrip Projector

Filmstrip with Sound Projectors
3-14” x 4” Slide Projectors

Overhead Projectors

Auditorium type Overhead Projectors
Opaque Projectors

Portable closed-circuit TV units

TV cameras for in-room use

TV cameras for multi-media room
Rear-screen TV projector
RAMP TV viewscreens

Audio play-back devices
Audio recorders (magnetic tape)
Projector Carts

Plus rentals
Duplicate as needed
Duplicate as needed
As available and
as manufactured
by RAMP
As available and
as manufactured
by RAMP
Auditorium

To be increased 25

1 per classroom;
1 in certain labs;
multiples in some
classrcoms

1 per lecture theater

To magnify
demonstrations

Capabilities for
expansion to 100
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TABLE 6.1 (Cont'd)

ESTIMATED RAMP MATERIALS AND EQUIPMENT NEEDS FOR
INSTRUCTIONAL RESOURCES CENTER,
SEATTLE COMMUNITY COLLEGE

Quantity Item Remarks

120  Projection Screens 1 per classroom; 1 in
certain labs; multiples
in certain rooms

2 TV Studios Complete with cameras,

dollies, microphones,
etc.

Video Recorders

Telephone Communications System

Drcfting table and Accessories

Offset Camera

Cameras

Photo Dark Room Complete

Transparency Producers Various Types

Modei Shop Complete

Film Splicers and rewind

Paper cutters

Letter press

Mechanical Lettering Set

Supplies (film, paper, mounts,
inks, etc.)

Van type delivery vehicle

Emerging Trends

The name applied to this facility—not “Library,” but “Instructional
Resources Center’—suggests a major contemporary philosophv which has
recently evolved in the community college. The Instructional Materials
Center is not to be considered a mausoleum for books; rather, it is an effi-
cient, functional, rational grouping of all college services supporting in-
struction and learning. The metamorphasis of the library into such a cen-
ter is perhaps the most dramatic and significant national trend in higher
education.

Automation, which is affecting many activities, is also having an im-
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pact upon library operations. Data processing methods for indexing, titie
retvieval, status checking, posting over-due notices, recalling circulated
volumes, determining circulation data, and other routine procedures are
coming into widespread use. In a few instances, sophisticated informa-
ion retrieval systems are being employed in college library units. The future
will sce even greater utilization of computer systems to support library
operations.

The “information explosion” about which many observers have com-
mented will have a serious impact upon an instructional resource center.
Its bibliographic section will be taxed to process and store the burgeoning
supply of relevant published materials. Ultimately, microforms will prob-
ably constitute a major fraction of the bibliographic holdings of the instruc-
tional resources center.

Electronic aids will become more integrally a part of the system for
instructional resource centers. Electronic carrels, for example, are im-
portant supplements to the reading rooms; computer assisted instruction
is an exciting substitute for rote reading of texts and references; and audio-
visual devices are effective adjuncts to printed materials. More innovations
will follow.

Personnel to be Housed

The personnel associated with the Instructional Resources Center will
include RAMP personnel as previously specified plus the following:

1. Administrative Staff 1
a. IRC Director

2. Bibliographic Staff 5
a. Reference Librarian
b. Acquisitions Librarian
¢. Circulation Librarian (Books)
d. Circulation Librarian (Microforms)

e. Cataloger

3. Clerical Staff 3
a. Secretary to IRC Director
b. Typist
c. Clerk
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4. Student Assistants and Library Aides 6

Ce—

Total, excluding RAMP Personnel 15
RAMP Personnel 14
Grand Total 29

In addition, personnel of the following categories will use the facility:
Faculty

Approximately 250 facully members teaching a wide range of
courses will use the facility for personal preparation and as €x-
tensions of their classrooms in giving assignments to students.

Students

All 5,000 students in the college will hopefully focus on the In-
structional Resources Center for individual or group study, research
assistance and leisure reading.

Members of the Community

All resources of the community college, including this facility,
will be open to the community members whenever such use by
community members does not interfere with the instructional pro-
gram of the college. An indeterminant number of citizens will use
this facility.

Special Environmental Considerations

The Instructional Resources Center should have a “controlled environ-
] ment.” Lighting, temperature, humidity, air purity and noise levels must
: be rigidly controlled to produce the best possible environment for learning.
The IRC should simultaneously beckon to passers-by inviting them to
enter, and, once they cross its threshhold, focus their attention on its op-
portunities, removing outside distractions from their notice. The archi-
tecture raust attz.ct and hold.

Internally, the IRC should be carpeted in areas needing quiet. Interior
glass—for visual supervision of patrons—may be indicated. Both freight
and personnel elevators must be provided. Aisle space and door openings
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must be ample for book trucks. Insofar as possible, stacks should be used
to subdivide large spaces. Exits must be controlled, in order that effective
circulation accounting can be maintained. Ingress from delivery areas to
work areas must be provided for. Smoking rooms should be provided;
special ventilation methods must be used in these spaces.

Space Components of the Instructional
Resources Center

Figure 6.7 shows the major components of the Instructional Resources
Center. The figure is diagrammatic only; various considerations to be dis-
cussed later may influence the final design of these spaces and the relation-
ships among them. Tables 6.2 and 6.3 list space recommendations for
these areas. A brief description of each spacz follows in the next section
of this document.

| TABLE 6.2

SPACE GUIDELINES FOR THE INSTRUCTIONAL
RESOURCES CENTER

No. of Student Approximate Area

s Code  Description Units Stations (square feet)
‘ A Reading Rms. & Stacks 4 600 12,000
B Periodicals and Ref. 1 80 1,600
C Reserve & Reserve Desk 1 40 1,000
: D Microforms 2 10 1,200
E  Offices 6 — 650
! F Pro. Library 1 — 800
G Faculty Reading Rm. 1 _ 1,200
_} H Teacher Ed. Classroom 1 _ 200
I Lobby & Display Area 1  — 1,800
;t J Circulation Desk 1  — 210
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TABLE 6.2 (Cont’d)
SPACE GUIDELINES FOR THE INSTRUCTIONAL

RESOURCES CENTER

Code  Description uis ‘Station Am():::;'rnea?eeﬁna
K Card Catalog? 1 _— 400
L Study Support 6 40 800
M Carrels 200 200 4,000
N Technical Processing 3 —_— 1,600
O Conference Rooms 3 72 1,440
P Great Occurences 1 —_ 1,500
0 Music Rooms 4 16 320
R Film Preview Rooms 3 30 600
S RAMP® 15 3,860
T Multi-media Theatre 1 (150)¢ 3,200
U Special Collections 1 — 1,000

Total 1,080 40,080

aMain catalog only; division catalogs to be included in Reading Room Areas.

bItemized separately; see Table 6.3.
cNot included in total of student stations.




B o K o aie

FIGURE 6.7
COMPONENTS OF THE INSTRUCTIONAL RESOURCES CENTER
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TABLE 6.3
SPACE GUIDELINES FOR THE FACILITIES IN RAMP CENTRAL

Approximate

Room Area

Codea Use/Content~ (sq. ft)
A RAMP Director’s Office 150
B Secretary, Cataloger 120
C RAMP Library (Catalog,

Files of Source Documents,

Film Library, etc.) 300
D Print Shop (Mimeo, ditto,

Xerox, Offset, hand press, etc.) 200
E Model Shop (Wood-and-metal-

working equipment, painting, etc.) 200
F General Production Area

(Transparency production,

slide mounting, drafting

and art, film splicing, etc.) 400
G Photo processing area (copy cameras, etc.) 120
H Photographic Dark Room (Developing,

Printing, Enlarging, ets.) 80
I TV Director’s Office 150
J TV Studio No. 1 (12%) 300
K TV Studio No. 2 (12’) 800
L Visitor’s Viewing Room 120
M Supporting Equipment Room (Video

tape Recorders and Players, Film

Strip projectors, Film chains, test

equipment, etc.) 200




TABLE 6.3 (Cont’d)
SPACE GUIDELINES FOR THE FACILITIES IN RAMP CENTRAL

Approximate
Room Area
Codea Use Contents ' (sq. ft.)
N Control Room (Switching gear, channel
selectors, telecommunications to
receptor stations, controls for
studios, etc.) 400
O Storage, Repair, Distribution Area
(shelving for storing RAMP apparatus,
for repairing anG maintaining it
and dispatching it on schedule to
classrooms; includes loading ramp
for delivery vans.) 320
Total 2,860

aCodes are keyed to symbols on Figure 6.3.

Descriptions of Spaces

In the following paragraphs, descriptions of each of the major space
components of the Instructional Resources Center, other than RAMP,
appear. Broad guidelines for furniture and equipment are also given. These
descriptions are keyed to the entries in Table 6.2.

A. Reading Rooms and Sfacks

As many as four reading rooms of size varying from 1,000 sq. ft. to
4,000 sq. ft. may be provided. Ofie of these, probably the smallest, should
be an area in which smoking is permitted. Seating for 600 students should
be provided in these spaces. These spaces need not be separated by walls;
arrangement of stacks and furniture can accomplish a functional separa-
tion. The floors should be carpeted. Both table-and-chair and lounge furni-
ture should be provided. Some of the carrels (see below) may be added
to these spaces. Ceiling and wall treatment should help in sound suppres-
sion so that quiet conversation can be permitted in these areas. The stacks
shall accommodate 30,000 volumes.
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B. Periodicals and References

Bound periodicals and reference works should be housed in a collec-
tion convenient to the reading rooms. The reference librarian should have
an office nearby and a desk in the area. A photocopy machine should be
available, preferably with free copy service. Close supervision of reference
works is desirable. Carrels, chairs and reading areas may be incorporated
into this space. Shelving in this area should be compact, rugged and adap-
table to varying arrangements. The stack capacity is projected to be 8,000
volumes. Seating for 80 students should be incorporated into the area.

C. Reserve and Reserve Desk

This area is anticipated to be a major circulation area. Some seating
for use of “room reserve” books should be provided, but the major ac-
tivity here will be check-out and check-in of the reserve collection. Forty
seats are expected to be adequate. A desk for a professional librarian or a
library aide must be incorporated. Current periodicals may also be in-
cluded here.

D. Microforms

The two units provided here must be designed (1) to store microform
materials (microfilm, microcard, microfisch) with an index, and (2) to
house optical reading equipment and photocopy equipment for use of the
microforms. Light control in the optical reading area is necessary. Ap-
proximately 300 sq. ft. is required for microform storage; 900 sq. ft. can
be made available for use stations. Approximately 20 such stations may be
provided. A library aide should be on duty at all times; hence, a work
station for this individual must be provided, preferably in the storage area.

E. Offices

The offices and/or work spaces required and the approximate area of
each are as follows:

1. IRC Director 150 sq. it.
2. IRC Director’s Secretary 120 sq. ft.
3. Acquisitions Librarian 80 sq. ft.
4. Reference Librarian 80 sq. ft.
5. Cataloger 80 sq. ft.
6.

Circulation Librarians 80 sq. ft.

Total 590 sq. ft.
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The acquisitions librarian and the cataloger should be located near the
technical processing area, which in turn should be convenient to delivery.
The circulation librarian should be near the main circulation desk. The
reference librarian should be located near the periodical-reference room.
In addition to these offices, work spaces for clerical works should be pro-
vided in the technical processing area.

F. Professional Library

s

This space will house a small collection of books, journals and docu-
ments related to the professional role of community college faculty mem-
bers. It should contain stacks and lounge furniture, should be carpeted,
should be contiguous to the faculty reading room and may be incor-
ported into it. A small card catalog is required. It will preferably have
ingress other than from the main lobby. This space will be used exclusively
by the faculty. A few seats should be provided, perhaps 10 will be ade-
quate.

G, Faculty Reading Room

This space, like that described in F above, is for exclusive faculty use.
It should be carpeted, contain lounge furniture as well as conventional
reading room furniture, have a small pullman kitchen (20 sq. ft.) for
coffee service, have an adjoining faculty toilet and have ingress other
than from the main lobby. It should lend itself to meetings of faculty
committees, to discussion groups and. to inspirational reading by faculty
members. Seating should be provided for thirty persons.

H. Teacher Education Classroom

A classroom for 40 persons, which should accommodate in-service
teacher training functions of the institution and also be useful for large
faculty committees or special forums in which limited numbers of faculty
or others are involved. Tiered seating, strip tables, carpeting, careful
acoustical treatment and full capability for RAMP services should be
provided.

I. Lobby and Display Area

An entrance area convenient to th2 main circulation area, near elevators
and near lockers and toilets should be provided. Displays for new books,
special collections, art pieces and the like can appear here.
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J. Circulation Desk

This will be a heavy traffic area. Work spaces for a professional
librarian and student aides must be provided. Data processing terminals
may be installed at this location.

K. Card Catalog

In addition to the conventional card files, counter space for student
use should be provided. A work station for a professional librarian: siould
be nearby. Approximately 75 drawers will be required to index the
collection.

L. Study Support Area

Six small rooms are suggested. Some of these should contain type-
writers and typing desks, stenographers’ chairs and bookshelves; these
rooms should be soundproofed, but must aliow visual supervision. Other
rooms should contain tape recorders and play back equipment. Tables and
chairs or carrel furniture are suitable. These, also, should be soundproofed
and should allow for visual supervision. Forty stations should be distrib-
uted through these spaces.

M. Carrels

At least 200 individual carrels should be provided. These may apjsear
in any area of the facility, many of them in close relatiunship to the main
reading rooms.

N. Technical Processing

Work stations must be provided for receiving, classifying, numbering,
repairing and distribution of holding. A small bindery may be required.
Three rooms with suitable work tables, storage facilities and book shelves
will suffice. One of these rooms should have direct ingress from a delivery
station, and one must open to a freight elevator. Two work stations per
room are recommended.

0. Conference Rooms

Three conference rooms, carpeted, to accommodate up to 25 persons
each should be provided. A movable partition wall between two of these
will allow for a larger conference area, if needed.
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P. Great Occurrences

This room should be a formal parlor-reception area, reflecting in its
decor the seriousness and dignity of the function for which it is intended.
A pullman kitchen should be included for snack service. Storage for cups,
plates and silverware must be provided. A waik-in coat closet-checkroom is
desirable. The pullman kitchen should be accessible to a pick-up and de-
livery area from central food service; delivery of food and dishes will be
arranged through central food service.

Q. Music Rooms

Sound-proofed cubicles for listening to audio disks and tapes, monaural
and stereo, with high fidelity sound systems, should be provided. Approxi-
mately four of these rooms. with four student stations each, are recom-

mended.

R. Filin Preview Rooms

These spaces should have a rectangular aspect with a relatively exag-
gerated major dimension. (10 ft. by 20 ft. is suggested.) From 8 to 10
persons should be able comfortably to preview slides, films, filmstrips, etc.
in each of these areas. Storage for the associated projection equipment
should be nearby. Soundproofing and light control are essential.

S. RAMP

Spaces for RAMP will be described in a subsequent section.

T. Multi-media Theater

This space may be remote from the IRC building but will be admin-
istered as a part of the IRC-RAMP system. Its requirements are elsewhere

described.

U. Special Collections

A space should be provided for the housing of special collections,
rare books, art objects on loan, exhibits and the like which are part of the
IRC program projected for the collcge. The archives of the college may
well be stored in this area. Provision must be made for adequately safe-
guarding rare materials.
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Space Descriptions for RAMP

In the following paragraphs are described the specialized facilities
which are related to RAMP; the codes which appear preceding the title
of each space are associated with the entries in Table 6.3.

C. RAMP LIBRARY—This is the storage space for the materials to
be used in the RAMP system. Films, filmstrips, video and audio
tapes, photographs, maps, transparencies and bibliographic ma-
terials all are to be stored here so that a variety of cabinets, shelves
and files for special purposes will be provided. Access to this library
will in general be limited to the professional personnel of RAMP
so that the emphasis for this space is on maximizing capacity, not
on possible traffic patterns.

D. PRINT SHOP—RAMP will use this space for the production of
hard copy materials by means of ditto machine, mimeograph,
photo-offset or multilith techniques. One each of the appropriate
machines plus a photocopier will be required. Adequate storage
for paper, ink and other supplies must be provided. A work table
(approximately 4 by 6 feet) should be provided for collation.

E. MODEL SHOP—The model shop is intended for the production
in wood, metal and plastic of small, three-dimensional models for
instructional purposes. It should contain a radial arm saw, a jointer
and planer, a small wood lathe, a small metzal lathe, a drill press,
and a work bench with a vise and a complement of hand tools.
A small compressor for use with spray-painting should be included.

F. GENERAL PRODUCTION AREA—This area should contain
three major work stations; a drafting table, a work table for check-
ing and splicing film, and a work table for manufacturing and
mounting transparencies and overlays. In-room storage for sup-
plies must be provided. Illumination level must be 80 ft. candles
at table height.

G. PHOTO PROCESSING AREA-—This area is for the use of copy
cameras, the production of filmstrips and other 35 mm films, titling
of movies and other photographic operations. A counter along one
side of the space will provide for adequate work surface and in-
room storage. The floor should be kept relatively free in order that
camera tripods can be placed and moved easily.

H. PHOTOGRAPHIC DARKROOM—This space should be equipped
with a sink, developing trays, enlarger, printer, dryer, storage for
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chemicals and supplies and safe-lights. It should be lightproof and
have an “in-use” warning system.

TV STUDIO NO. 1—This small studio is for the live presentation

or recording of productions which involve few scene changes. It
should be equipped with two cameras, a system of overhead lights
and free space for the placement of sets. It should have one internal
monitor. Visual access from the control room is essential. The
“Visitors’ Viewing Room” (see below) should overlook this studio.
A 12 ft. clearance of the ceiling is mandatory.

TV STUDIO NO. 2—This larger studio is for the live presenta-

tion or recording of productions which require either a number
of scene changes or a relatively large number of persons. This
studio should be equipped with three cameras, have a system of
overhead lights, have a rear projection screen for the production
of backgrounds and be accessible from both the control room and
Studio No. 1. The visitors’ room should overlook the area. A 12
ft. clearance (or more) of the ceiling is mandatory.

_ VISITORS' VIEWING ROOM—This space is provided for the

convenience of visitors who wish to view a TV program in produc-
tion. It should have visible access to the studios and be equipped
with a monitor. It may be equipped with lounge furniture.

. SUPPORTING EQUIPMENT ROOM—This space will housc the

film-chains, projectors, tape units and other technical gear neces-
sary for the operation of the closed circuit TV system. It is the
heart of the image initiation system.

. CONTROL ROOM—The control room must have visual access

to both studios. It will be equipped for stations for three operators.
It will have monitors, switching gear and auxiliary apparatus. It
will connect with the telecommunications system which extends
to the classrooms. Audio communication with each of the camera-
men is required. Stadio lights should be controllable from this
station.

. STORAGE AND DISTRIBUTION AREA-—Adequate space for

the storage, testing, repair and maintenance of all equipment,
such as projectors, tape recorders, in-toom TV systems and models
must be provided. Access from this area by a van or other delivery
vehicle is essential. Storage for supplies of lamps, spare parts and
other accessories should be provided. The space should include
one work bench for the repair function.
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FACILITIES FOR ORAL AND WRITTEN
COMMUNICATIONS

Philosophy and Objectives

The curriculum for this area includes course offerings in the areas
of speech, journalism, composition, literature and foreign language. In ad-
dition, it covers oral and written communications in Occupational Edu-
cation as a part of the general education for occupational students. Courses
for community services are discussed elsewhere in this Report. Communi-
cations, probably more than any other curricular area, is a college-wide
consideration. Because of the very comprehensive base of this program,
which affects practically all students enrolled in the college, the objectives
inciude not only the teaching of basic skills (i.e. reading, writing, speaking
and listening), but also the teaching of more complex skills as well (i.e.
writing and speaking logic, inductive and deductive processes, research
methods, technical report writing, parliamentary procedure, etc.). In ad-
dition, this curricular area includes teaching aimed at improving the stu-
dent’s effective habits and appreciation for poetry, outstanding literature,
creative writing and other languages and cultures,

The Educational Program
Occupational

Education Related

Three courses in communications which are to be offered as a part of
the Diploma and Associate Degree Programs for the various occupational
curriculums include:

1. Communications Skills (two courses)

a. Development of correct habits in speaking, writing, reading
and listening; speech analysis, group speaking; outlining, note-
taking, summary reports, conventional usages in mechanics
and grammar.

b. Improvement of speaking, reading, writing and listening for
greater competency in the communication of ideas and thoughts.
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2. Public Speaking

Development of speaking skills; preparing speech for specific au-
diences; individual speeches and group discussions; poise and self-
confidence in public speaking.

Additional courses may include technical report writing, discussion
methods and persuasive speech.

College Parallel Related

The courses to be offered by the college which support the college
parallel programs include:

Communications English Communication
Dramatic Literature Contemporary World Literature
Business Reports Technical Writing

American Literature English Literature

Advanced Grammar Fiction

Poetry Creative Writing

World Literature

In addition, 9 quarters each are offered in French, German, Spanish
and Russian. It is conceivable that third year languages will be offered at
Seattle Community College in the future. In addition, at least one other
foreign language selected from either the Oriental or Scandinavian areas
may be offered.

In the area of Speech, it is anticipated that the following courses will
be offered:

General Speech Listening Improvement

Debate Public Speaking

Parliamentary Group Dynamics
Procedure Oral Interpretation

Basic Speech Improvement

In the area of Journalism, courses in Newswriting and College Publica-
tions will be offered.

Teaching and Learning Activities
Instructor Activities

Instructor activities will include lecturing, answering questions, lead-
ing discussions, demonstrating devices and communications lab equipment,
using visuals and audio-visuals, supervising student performance, giving
individual assistance to students. In addition, instructor activities will in-
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clude using the chalkboard, speaking, listening. criticizing, and using com-
munications lab console equipment. Closed circuit television may be used
when appropriate. When the need for additional developmental or ther-
apeutic instruction is identified, individualized instruction will be used.

Student Activities

In general, student activities will include listening to lectures, taking
notes, participating in discussions, writing creatively, using communica-
tions lab or language lab electronic equipment and tapes, speaking, debat-
ing, reading for others, visuals and audio-visuals, using tachistoscopes and
other mechanical toois.

Emerging Concepts and
Developing Trends

In addition to the changing emphasis upon large groups, small groups
and individual instruction, we perceive that the future will bring a trend
toward the restructure of communications pedagogy bringing about em-
phasis on the four fundamental communications skills of reading, writing,
speaking and listening. We may well find a decreasing emphasis upon the
presently structural atomistic approach to the teaching of communications.

In addition, the curriculum of the future may well reflect a merging
of the total communications program (whether for Community Service,
Occupational Education or College Parallel education) into one curric-
ular structure with courses and/or other segments of learning designed to
provide skill and training appropriate to the individual student’s goal.

Finally then, it can be expected that in the future that the efforts in the
area of communications and the structure of the activities will be concen-
trated more completely with the teaching of reading, writing, speaking and
listening. ‘Other objectives which today are included in the teaching of
communications could well be left to others. Thus, teaching for logical
organization, inductive and deductive reasoning and research methods
might better be left to the teaching of math, logic and the sciences. In
addition, the teaching of effective habits and appreciations might better be
left to the teaching of the Fine Arts, History, Sociology and Psychology.
This suggests that courses in literature, fiction and perhaps poetry will be
taught in the future by departments other than communications.
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Student Groups

Number of Students;
Estimates of Clock Hour
Usage of Facilities

Data collected on the nature of the community college and the ex-
periences of other colleges in enrolling students in the area of communi-
cations suggest the student populations for this college unit shown in Table
7.1. The instructional staff required by such an enrollment is also shown
in this table,

TABLE 7.1
PERSONNEL ASSOCIATED WITH COMMUNICATIONS

Projected Equivalent Instructional Day

Student Staff
Area Ernrollment Requirement

Occupation-related

Communications 150 6
Foreign Languages 100 4
Transfer-related

Communications 350 14
Community Services (a) (a)
Total 600 24

Although it is difficult at this point to estimate separately the need for
laboratories and general classrooms, it is necessary to begin by making
some assumptions.

Assuming that a laboratory will be used approximately 20 hours per
week, that a general classroom approximately 27 hours per week, that
the average student generates about 18 indoor contact hours per week and
that approximately 1/3 of the contact hours produced in communications
will be laboratory hours, the following calaculations can be made.

The total enrollment of 600 students will generate about 16,800 con-
tact hours per week. Of these, 3,600 will be lab hours while 7,200 will be
classroom hours. Thus, 180 lab student stations and 266 classroom stu-
dent stations will be required to produce the total contact hours per week.

aDiscussed in the section on Community Services.
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Class Sizes

For language and communications lab instruction, students will gen-
erally be grouped in sections which will vary from 10 to 45 individuals.

General classrooms for lecture, discussion, writing and reading activi-
ties should provide for two grouping modes, 24 and 40. In addition,
several spaces should be available for individual and cmall-group activi-
ties. These will provide space for small advanced language sections, prob-
lem speech or speech therapy activities, reading therapy activities and
small-section creative writing instruction.

Faculty and Staff

Tabie 7.1 shows the number of faculty members projected to be as-
sociated with the communications curriculum. It is suggested that, in ad-
dition to the 24 faculty members previously listed, there will also be a need
for two supervisory positions, one secretary/receptionist, two clerk typists
and 18 evening school faculty members. These estimates are summarized
in Table 7.2.

Specialized Spaces Needed
to Implement the Instructional
Program

The specialized spaces needed to implement the instructional program
in Commu.ications include four Communications Laboratcries for Speech
and Modern Languages and one Communications Media Preparation
Studio. It should be nnted that these four communications laboratories
might well be designed for one common physical area. This would allow
greater freedom in the use of the individual carrels. Figure 7.1 displays
these specialized areas along with the other spaces recommended for this
college unit. Table 7.2 summarizes the characteristics of these spaces.
Subsequent paragraphs describe special aspects of each space.

Individual Space Considerations

It is strongly suggested that the general classrooms, seminar rooms,
offices and laboratory areas recommended in this chapter reflect, where
possible, the four main elements of communications: reading, writing,
speaking and listening.

The decor and aesthetics of the space should reflect and give emphasis
to the four main elements of communications. Both the general area and
the specific spaces should be decorated so that visually and conceptually
the space reflects the “world of communications.”
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TABLE 7.2
SPACES REQUIRED TO SUPPORT O‘(AL AND WRITTEN

COMMUNICATIONS
Anticipated
Area  Student Ttl. Hours Daily
Per Capacity Ttl Area Usage This
Type of Space Units Unit Per Unit Cap. Sq. ft. Department
Instructional
(Specialized)
Communications Labs. 4 1,600 45 180 6,400 8
Subtotal 4 180 6,400
Instructional
(Neon-Specialized)
General Classrcoms 4 800 40 160 3,200 8
General Classrooms 4 480 24 96 1,920 8
Seminar Rooms 4 400 15 60 1,600 6-8
Subtotal 12 316 6,720
Auxiliary
Communications Media
Preparatiton Studio 1 200 -- -- 200
Subtotal 1 200 -- -- 200
Offices
Supervisor’s Ofc. 1 120 -- -- 120
Supervisor’s Ofc. 1 120 -- -- 120
Faculty Offices 24 80 -- -- 1920
Part-time faculty
spaces 18 20 -- -- 360
Secretary’s Office 1 120 -- -- 120
Clerk-Typist Offices
(2 persons) 2 80 -- -- 160
Subtotal 47 -- 2,800
Total 64 496 16,120
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FIGURE 7.1

RELATIONSHIP OF SPACES WITHIN THE AREA
OF ORAL AND WRITTEN COMMUNICATIONS
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Requirements for the following types of spaces follow:

1. 4 Communications Labcratories; two of which should be record
and playback, one for reading and one for writing.

2. Communications Media Preparation Studio
3. 4 24-Student Station Classrooms

4. 4 40-Student Station Classrooms
5

. 4 Seminar Rooms

Communications/ Language
Laboratories

It is recommended that four of these spaces be provided. Each space
will require 1,600 square feet of assignable area. Each space should be
designed for use by one instructor and 45 students.

Primary Function

These spaces are intended to be used primarily for the study of lan-
guages and speech. Although heavy scheduling is anticipated in these lab-
oratories, unscheduled use of the equipment by individuals should be pos-
sible daring most hours of the day and evening. As has been previously
noted, these four laboratories should be designed for one common space.
In addition, the four master consoles should have the capability of con-
trolling any given number of carrels at any particular time.

Additional Student Activities
to be Housed

1. Threading tape decks

2. Using microphones and earphones
3. Listening, talking

4. Reading aloud

Additional Professional

Activities

1. Operating communication console
2. Storing tapes

3. Using microphone and earphones
4

. Talking, listening
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Equipment and Furniutre,
Buiit-In

1. Standard lighting treatment

Acoustical treatment; walls, ceiling and booth nartitions
Cooling and ventilation requirement due to electronic equipment
No window requirements

Standard door treatment with small window

40 standard communications lab booths with countertop, built-
in tape deck, slide-down front partition

A O i

7. Master communications console in place of regular instructor sta-
tion

8. Chalkboard, 8 lineal feet at front of space

9. Tackboard, 4 lineal feet

Equipment and Furniture,
Movable

1. 40 student chairs (no arms)
2. 1 upholstered swivel chair for instructor

3. 1 standacd tape storage rack

Communicatiens Media
Preparation Studio

This space will require 200 square feet of assignable area. The space
should be divided into two tape-preparation areas. Both areas should be
soundproofed.

Primary Function

These spaces are intended to be used for the recording of language
and speech tapes.

Additional Professional

Activities
1. Operating tape recording equipment
2 Speaking
3. Reading
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Equipment and Furniture,
Built-In

1. Standard lighting treatment
2. Acoustical treatment; walls, ceiling

3. Cooling and ventilation requirement due to “closed room” usage
{ and electronic equipment

No window requirement
Acoustical door treatment, with small window
Tackboard, 4 lineal feei

Chalkboard, 8 lineal feet
Possible “in-Use” warning light because of nature of activity

© N v oA

Equipment and Furniture,
Movable

1. 6-foot office wvork table
Standard tape storage cabinet
5-drawer legal file

Standard office storage cabinet

3 standard arm chairs

Tape recording and playback equipment for 30 students in each
Thirty carrels per room to house recording and playback room
i ' equipment

N s »

40-Student Station
General Classroom

It is recommended that four of these spaces be provided. Spaces should
be equipped with 16 lineal feet of chalkboard and 8 lineal feet of tack-
board. Window, door, lighting, acoustical and electrical requirements are
standard. Heating, cooling and ventilation requirements are also standard.
These spaces should be equipped with 40 individual student tables and
chairs. An instructor’s table and chair is required in each space.
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24-Student Station
General Classroom

[ ' Same as above except that 24 individual student tables and chairs are
to be provided.

105




tat it amiingy

Seminar Rooms

It is recommended that four of these spaces be provided. Spaces should
be equipped with 16 lineal feet of chalkboard and 8 lineal feet of tack-
board. Window, door, lighting, acoustical and electrical requirements are
standard. Heating, cooling and ventilation requirements are also standard.
Conference tables and chairs for 16 persons are required.

Faunctional Relationships

Figure 7.2 is a diagram which shows the desirable functional rela-
tionships of facilities proposed for the oral and written communications
program.
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FIGURE 7:2

RELATIONSHIP OF ORAL AND WRITTEN COMMUNICATIONS
WITH FACILITIES OF OTHER PROGRAM AREAS
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FACILITIES FOR MATHEMATICS

Philosophy and Objectives

The mathematics prograni will serve all the students attending Seattle
Community College. Courses in this program will be required of students
seeking either an associate of arts and the diploma and associate of applied
science degree in occupational education. In addition, many of the adults
enrolled in the high school diploma program will be expected to complete
some mathematics courses.

In general the basic purpose of the mathematics program will be to
provide the students with an understanding of basic mathematical prin-
ciples and their application to specific problems in scientific, economic
and other related fields. Experience in problem solving, in reasoning log-
ically and in relating mathematical concepts and methods to life situaiions
is equally essential. The development, expression and evaluation of abstract j
concepts involving quantitative relationships is also one of the main pur-
poses, especially for the pre-professional students.

; The need for the mathematics program is generally clearly understood
for the pre-professional student and especially those planning careers in
mathematical and scientific areas. In occupational programs as well as in
community service programs of many types, the importance of mathe-
matics should also be equaliy evident. To read intelligently, to understand
the intricacies and pitfalls of credit buying, mortgages and insurance, and
indeed even to adequately manage family accounts requires an increasing
understanding o mathematics. The community college that serves the wide
range of student needs referred to above, therefore, must have these broad
nbjectives.

Course Descriptions

The mathematics courses fall roughly into two groups (1) those espe-
cially required for admission to or continuation in a major field. These
ordinarily have a defined sequence with the earlier course prerequizites
for the later ones and (2) those designed to serve in certain occupational
or comraunity service programs. Usually in these instances, a certain level
of competency is required rather than a specific number of courses or credits.
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Teaching and Learning Activities

Teaching and learning activities in mathematics in junior colleges have
changed considerably in recent years. The focus may still be on developing
understanding and ability to apply mathematical concepts and procedures.
The major change, however, is more in the empbhasis and the methods.

Data processing makes new demands for increased knowledge in the
areas of number theory, probability and relationships; the increased avail-
ability of technical equipment makes self-teaching and self-testing of some
types of factual quantitative material much easier. These are two examples
of change that need to be accommodated in planning for mathematics
facilities in this community college.

Some Guiding Principles

The following principles appear especially pertinent to mathematics
and the planning of mathematics facilities.

1. Classroom size does not vary as greatly for mathematics as for
certain other subjects in the community college.

2. The range of mathematics ability of entering freshmen will be
extremely large.

3. Possibly no field has greater need for developmental or remedial
programs than mathematics.

4. As in other subject areas, provision must be made for offices for
full- and part-time faculty.

5. Facilities for self learning, self testing and tutorial areas are
essential.

Student Groups

It is anticipated that approximately 1,518 student contact hours of
time will have to be accommodated on the North Campus for academic
students. This represents approximately 51 class periods in classes of 30
students each. Other needs will increase this requirement by 1/3 of this
amount.

Much of the enrollment will be from students enrolled in the associate
of arts transfer program. However, as indicated earlier, students will be
drawn from all programs of the college.

The entering students will have wide variations in their mathematical
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ability and skills. This will necessitate much attention to pre-testing,
groupings, tutorials and the increased use of electronic technical equip-
ment for learning and testing.

Faculty and Staff

The space requirements for the offices and work space for mathematics
are shown below.

Number of Areakper Total

Types of Space Units Unit (sq. ft.) Sq. ft.
Supervisory offices 1 120 120
Faculty offices 10 80 800
Part-time faculty 2 40 80
Secretary’s office 1 120 120
Total 14 1,120

The administrator and each of the ten full-time faculty would each have
an office and the four part-time faculty would share two offices. For
the part-time faculty, one should have use of the desk Monday and Wed-
nesday and the other member of the team should use it Tuesday and
Thursday. The recommended 40 square foot office for the part-time faculty
office should have in addition to a chair and desk or built-in desk space,
an overhead storage space 36” to 42” long, 18” high and 14” to 18"
deep divided in two parts with door locks for the two faculiy members.

Each full-time faculty office should be furnished with:
Office desk

Cushioned chair, 2 additional chairs
File cabinets

Built-in shelves for books on one wall
One wall with 6’ blackboard

Telephone

NS R wh e

Coat rack (not necessary, if provided for eisewhere)

Space Needs for Classrooms

It is anticipated that much of the mathematics instruction will be
carried on in classrooms planned to accommodate 15 and 30 students.
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Wherever possible, there should be chalkboards on three sides of the rcom.
Consideration should be given to constructing partitions so that as needed,
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