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**fhis handbook -has been prepared by a co\mmmeq comppséd of -
rep:esentstwes of the-Amencan Institute of Architects, Iowa Chapter; th

lowa Association of School Admmnstrators, the Iowa Educational Medja
Association, a 1972 merger of the Audiovisua] Edu"atlon Assocnat;pn of
Jowa and the Iowa School Library Media Assocxanon {formesly the Iowa
Association of School Libranms) and the School Plant Planmng, and
Edpcaticnal-Media'Sections of the Iowa Departmsng ofPyblic. Instruction.
It is being financeg jointly by, the Iowa Edncational Media' Association and

the Iowa Departrhen{ of Public Instructi o\ . '\ -

This handbook contmuiﬁﬁe’ﬁ: for Progress in-the Medxa Center series
and supplements the-of her volumes. 1t provides guxdehnes for planmng
new or remodeled media centers for Iowa schools. Since this publication
could notybe designed as .a -detailed mmanual for plant planning, they
bibliography lists publicatioris to prowde more specific assistance.
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Today’s changing educaticgal scene demands more materials of more ' . : s - -
.- varieties, more related services, ‘mote personnel, more space - and more . ' : -
flexible space - for media centers and services: 4 . . . : . ;
. . e L - DA more flexibie spacd, ¢+ &,
. : C, - f . . \ for media centers andservices.”
t ; N - _ L Services -
) " A plan for thig increased space may be part of a total new plant plan,
ou - an extensive remodeling plan, or a minor face lifting. In any “case, the d, C '
< media 3taff, teachers, building and district level administ:ators, and school la 6 nt/er F .
board members may be mvolved Frequently architects, contractors, lay o/ .
) citizen$, and stgdents may be concerned with thé’p]anmng Ali need a J o - ¢ .
. * . clear understanding of the total problem and a snmllar -vocgbulary. This O . —_
. handbook attempts t6 forward that understanding and tc provxdexthat Q L . ,
. voca!eulary It does so by defining the kings of questions to be answered in (}' T; I MG ‘H \
preparing educational specifications that will provide specific guidarice for , (@) VI R .
, . development of the.physical- -plant. While abunldmg or remodeling program i . O ¢ . ’_'3!. |
. . would oft@ requn?e a bond issue, that.problgm is not considered to’he"\ . o (? ‘< -
within the scope of this booklet. . Q / e ’
’ R - t : ‘Qﬁ' &@ . z
. - * AY . Y
I % . Q/z. (?J\ .-CD ..
The.term medla center isused throughout this handbook to designate 0O I @ DIPRY
a centralized collect‘on of matelals, production famlmes, instructional bode L
hardwares and services with a staff of professiopal personnel workq'r%% Leal’ﬂlng & 8 .
. _ closely with students, teachers and administrators. It may includé satelh R N
‘- centers controlled-and staffed by the central unit, decentralwed equipment €Sou I‘CC O@m poom
N storage area$, and long terin loans of equipment “and “naterials to C s €D .
classrooms. Schodl systems may use ot§er Yerms for @ media center, g:g., entﬁr -\ 'De \’ 7
. instructional pfaterials cemfer, learning resource center, library, Jibrary , e .
media center/ Regardless of the terminblogy-and scale'of the proposed . ﬁ "b '(D F5) .
. facility, this handbook offers guidelinesto planners - 1 r ?1I°y - )
, . - * - . . - ) ( o™ .
R LS : : . : .
‘ . i . _ L 4 : .- .e . v Q'\ i - s
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Building, expafision, or remodeling ¢f media
center facilities can) invalve many people an;l
should involve muych careful planning. This.
handbook strives to- provide assnstance in thls
planning = with ‘particular emphasig’ the~
preparation of educational specnﬁcatio‘ns )
Educafional specifications can be 'deﬁ;ned as as
detailed analySls of the educational activities to be
pursued_in a gven_facility, ““a word designation of
the-type.and contents” 1'5f the media center thilt

. is needed. . .
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This chart atlempts to outline *the steps

chronologjcal order ,and indijcafe the groups of

people who would bé mvolved at ea.ch step._ :
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1. Recognizc.and discuss problem Lot y !
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. 2. ‘Form action Committee(s) ) ., . .ol
s ] ~ ’
’ . . ) ¢’ N ¢ ¢ -
3. Consult specialists concerning educational spccg/ﬁcati ns - .
‘- ’ t e
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4. Develop, revise, agd apprové educational Speaﬁgmghs .
. [y . . .. .7
* . T * ‘ - . - 4 b
$. Select architect ) :
i . 4 A .
. [ , N L - o,
6 Prepare, revise, and accept schematxc desngns and prellmmary ‘
Jbuilding s ec:ﬁcatlons .
. &\' g P REERAEAY ! . 7 - . .
3 . .
7. QPrepare revise, ‘and’ approve. working drawinps, buﬂdmg .
L Y .
and equipinent specifications .ﬂ'
. . - 2 ? . b i
a2 Y ".,,- ) ° R
8. . Accept building and equipment b‘l'ds,‘together‘o; separdtely
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» 9. Build or remodel media center , - ey *ee0
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" 10. “Accept facility , .
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"Tlie Educatronal Degisions needed in planmng a media center begm
Wwith a general hllosophy based on . % -
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T eA long range program considering ccondmic and socrologlcalv .
“fac.ors, population make-up and migration in and out
.. geograpjly-, zoning, and tranSportatron problems ~ !

* The purposes of the s hool g z
., What the community can, should, and will do to educate
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‘; - / B ° ) N . .

"oThe prograntof the. school '
. Size, agé, and special needs of the student body -
./ Course‘offerings o . o L
Size, of staff DT . -
| Co-curricular and extracurricular, of ferlngs . R
Methods and approdches - . .t
Use of facility, by non-schodi. people and/or durmg
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"
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- 4

eFunds available now and in the. futuré

Philosophy of Medra Servrce : . , Lo

The Educational Declsrons needed in planmng a media cemer fequire. -
a phrlosophy of inedia service related to - '
7, ;/ ¢ l
.OInﬂuence of general;ghilosoppy on media §ervices .
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. . ‘Separate coifses . .
. . Integrated skills instruction ' - te
Center as extension-and laboratory for classroom . .
“ .
3 A .. - . . \
’ ~. olnfluence of le rning and instructional strategles on medla
. servwes A -, . .
\ 3. ,‘ . SR i
-~ oDegree of centrallzatlon of materlals equlpment and services
) ¢ Presence or absence of department or satelhte learmng
. ] centers . :
. ‘ ' Amount of equnpment to ‘be housed m\classrooms, floor .
T A level storage areas,.or departments Do
- . ¢
PR ) , o .
[ . . . '
. . *Lacation and scope of prgfessional library - .
= S, .
. ) , =~ .
. . . . . °
© Cotrols and/or secunty imeasures desired
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L Effect on placement-of storage - o
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A T -Amount of involvement of teachers and students
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o Size and responsnbllltles of media center staff . }
. Librarians, audiovisualists, and/or media speclallsts
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ERIC: i Student assistants’ s
»’
T - * .0 Y. b
— e e e L [T - — .~




- = 1 Y . d 1 2 o - .¢ - - A4
Ve : ! . ~ o . ) . e . ..
N . - . 2 a . . . . SRS B S
< . ‘ * . ! . N . ’ - - .’ -
L - ) . .. " ' . . L] . . - <
» . 1‘ N - ! - . ¢’ - 3 . N ‘ "
i - = N b ° e * -
Q ‘o . . . . \
. ) . ’ .t . . ’ e, -T ‘ ) * v
- o= N ¢ N . . ¢ - . < . . r
L3 . - * . - . ~ N - »
" v, . . . - ’ ] x ’
. - " . . = o N - - X -
. . . . 4 . - B P ¢ .
b :- -, . R . . s R4 H —‘—" N : -
. . . . . P ~ . )
. - i . . H . -
® od 3 . o,
- E .~ . . § A - . c. L .
‘ > . . : * . . * ‘w
.ot - . v b . . *
. . - < . e < \ . : . -
! « v ,/ N 0] i ) * ¢ N ' ! - L * . 'S P
™ - Y. v “Q i R . N .
. « o >t ﬂ" ° ’ Y ’ R ) \ . . .
L < N . ~ - . “- « . .
'-’. [ . - - - . .
- he I ot L . .
} ."~ . * * - 3 . Y. . . \ . . M < s
™ S ’ ' ' .,‘. ’ ) ? .o . " )
. . -
b . .. ' . . . I . .
) . .‘ - ) . L s T . . « .
—. -‘ o . * . - . jed v - °
Yoo st -ii .o AN Los . ) i
. . . ° ., - M . [ . . ~
i r L. . - . b . ~ "
- - x P . 2 . '
. . . % LY . ] . N K
F . . b oo v * . Y . . ' .
L. * .. N L . . . - N2 ‘e
> . 4 , A . « . - Y - - . . '
* & VARIABLES f{\l MEDIA CENTER PLANN[NG f' |1 MEDIA CENTER MANAGEMENT 2+ EXTERNAUMOBILITY OPTIONS
oo . + (ENVIRONMENT) ‘ <
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- “In the I|tcnturc,l1vwllablc to mcdla center Arf’pxc‘;sivc. sfncr;;ily. smsg;onsivc Qggmlbrl:o st ‘l t l(\)zx. ampus,
| S rigid inflex- ut st Exible, . ssibility  may leaye, Kidsnotin
) » . planhers, rct.ommqnd.mons conc®rning the size of ible atmosphere  ‘quiet, accepting’ ofescape  ~bulding . Classmay leave
the center and the space ﬂcd|c(}(cd Lotertain basic (shhhhhhhhhhhi traditional  atmosphere, orpardon  onpass building, no
i - . Lbrry" - ‘ . but study Fprov ortor
I funétions ténd itoward simple’ squarce {ootage . . . halls still  study =alfs
'/ i rcquircmcntsv,,wiSh litle consideratian. for the Minimun, . Minimum *  maintained”
H o H oo » H . v g
L . many variables which £an and do- hffect pl])_/Slcal ) N N | O 120 A O ]
* . requircments. The purpose aof, this chart *is to 2 O - m O 2 .
N -+, cncourage condideration of the followmg V'mables~ g ol 18
we b .
"« . which” cxpcrts have dcsngnatcd as having mgmf”\cant Y D - D . &
4
-~ implications for the size and dcmgn of a.media ‘Maximum < vy ) iiaxxmum
. ceitergso that appropriate decisions can beymade :
~ 3 RANGE OF MEDIA SERVICES 4
* durmg, the initial planning stages. \ ¢ E o
+ . ' - .—\ * . -l
. A sclccted sample of .Jowa mcd|a~pcrsoﬂnel' Lbénry Print andn::;- Full medii sent
M : reading room  print materials, program, studen
; »  was asked to respond. to i qucs’uonnmrc based on with book” - viewing, production, the
\~ these, variables. A colored rcctanglc in a vertical storage’» v lmcmns.ctc works .
colun’m\ndlcatcs the combined op:monfof 1hosc . . g .
. - . persons included. in th ﬁsamplc concerning ithe Minimom ) Minimum
I influence of tify, variables Gn space requirenicnt.’ A T ¥ 0 7. NBE
.column:without a colored rectangle indicates that 2 . = . 2
, there was no agreemen( on. the, influence of that . g I:l . l - D e
» 3 » .
. variable. ‘ . syv-o- -3 . .. ‘ %‘
' y ' - Maximum - " « || Maximum
The local needs asscssmcnt clmrt gves an s 3 : 3 L LIDRARY EXPERIENCE
Y opportunity for..loca} ‘school to visuahize thc\r Py, SCHEDULING PATTERNS . PREV'QUS(;?:(S’O-OLLB“ZYP;PE IENC
< own'needs. )\ . - . , 9 Sronday Omy) .
¢ ' . ‘\' * JTraditional, Modular,¢g., Flexible, modular * No entary  Small, © Strong
. YR R 6periods, “15min.  scheduling, oty ndefinded  medie |
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Readmg:llstenmg . - ~ . . , .
viewing (RLV). Abcommodates shelving for all types of matenals, mcludx_gg current penodn,als, either m open ot sewured

areas, a browsing area for filsplay of new items, space for individual students to interact directly wrthmll
types of materials, listening stations for use of non-print materials. (Listening sations should be subject

L o direct-supervision from admmlstratlve areas.) .
v o o . . . N
Conferenee/small group =~ ~. . . : . ’ o
. activity area. . Rooms or semi-private areas, 10" x 10" or larger. Subject to supervision (visible) (om administrative
‘ : areas. I ’
) : fa °
. . L) ..
b - * Classroom: * . Roomto accommodate ong class, opening immediately onto RLV are§ LA -
Office Admmlstratxve area, with “desks fFor staff, storage for-professional matenals closet and other appropnatc
N\ storage. Glass front onto RLV are%,}yegmnmg 42" or less from floor. S
Circulation, " . Control point for all materials. This should be near the entrance to and exit from the media centér and
. should be in the RLV area, very close to and accessible from the admlmstra\v» area (offi ce). )
Penvdical storage. An area for the storage.and retrieval of periodical back issues. This 1s a cireulation function and should
irectly adjacent to the circulatiosnt point. This area may be combined with the production/processing
. area (workroom) o . X ) -
g \r . —
Reference: Part of 'the RLV ared {but one requiring frequent professxonal assistance. .
< . 1t should be: easrly accessible from the office and cn:ct.latlon -,

Pruduction Processing.  An area or areas for 3th\e technical processing services pcrformed at the bulldmg level in the same or
PR . scparate quarters as an area for preduction or reproduction of print and nonprint materials, The latter
may involve graphic, photographlc and TV production. Should be easily accessible from office and RLV

R areas with supervrslon (visible) from one or both of these areas unless permanent adult staff will be
- assigned to the area(s).- . .
’ \.
A ]
) El{ll C Professnnal Library. An area for faculty library - study. It is convenient for this.$o adjoin,processing anc RLY.
R e el ) ° ¢ - -\"‘\\
) IO» . N - “"“A”“"‘ T - o .- o e
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. s Spmce ldent:tx & Reicxtuonshup .
- - =x .‘ .
. - . \} Funct:o'l influences the 1‘:md size, and juxtaposition * ‘L' >
, b of spaces. This diagram attempts tc name the needed * ) S
L ) spaces and poigt out the interrélation of the various * - . .
v -7 areas. The intengectiohs of circles wnth one another ! )
\ T indicate\ overlahping administrati or clerical - R . .
. - . . functions vzhich should be located adjacent to each’ )
. o other. The size® of the various circles only - -
. . . APPROXIMATES actual size relationships. - . < *
** classrd . ’ : ' .
. oom periodical storage ? .
¥ - ’. " 9
N~ : (
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3 ! e
) . - circylation
professional library 5 .
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o pro:iuction processing -
(work room) . .
aconference/small . \
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: . reference ¢ .
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These recomrrendatlons are based on widely

*indicate that school media center$ regardless of
. 7 level, given the same number of students, should
w be the same size.
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Aruitoxt provided by Eic:
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s accepted standards. However, there is evﬁence to

L] * 1 ¢
" Entrance Area (Circulation) s
Display, check-out, card catalog,” rgserved .
materials
Reading-Viewing-Listening Room s

Browsing,- study, individual listening and
viewing, ~ storytelling, reference, cument
periodicals - ° "\

—
Student conference area (conference /small group activity)

Seminars; small group discussions, listening, ‘
and viewing
Divisible
5 C
Classroom -

. &

Instructxon group pro;ects

Profe?smnal stations or office space ’

.

Stack Area. .
Open shelving for print and non-print
s materials l\
Professional Library Lmtp ~
%

Computer Laboratory

%
{
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A
]
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 -SQUARRE-FOOTAGE> .~
] N ‘2 ’ . ) g
- B B . 5 . 3
. \ - i . .
A . . .o .G & N
. ~ R . R . . . ) ~ A
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) ‘Middle School . . .
- Y . oL - -
' - EE '{a;ry . . ._J - ll.‘l “ u: . » }l. I S I 1
: . h T N\, : ’ D .* y ~
- 200-300 sq. ft. . 300400 sq. ft.” D " 300-600 sq. ft.
L ) - B L S
= , Lk i (S

L1600 sq. ft. or 10% of y 3000-4q. ft. or 15% of" Co 4800 sq. ft. or 20% of
3 . pupils at 40 . ft. pupils at 40 sq. ft. ‘o pupils at 40 sq. ft._

whichever is greater < N whic{xever is)greater | . . whichever ic greater
. T ~ X R /
o ) i - ;e . '
s . ; . . , J o, ) SN \ .}\
¢ Atleast 1at 240sq. ft. _+ _ ° Atlea2at240sq.ft. - + " Atleast 3 at 300 sq. .
-, h .‘ ' s K
. . ' LA : L S
- ¢ s - ¢ ¥ r)l
J 600-750 sq. ft, e 600-750 sq. ft. » [ ° 600-750 sq. ft.
120-200° sq. ft. per stz‘atikorx/\; ) *120-200 sq. ft. per,s’tatidn _ , 120-200 sq. ft. pe}‘s,lation
v — - - - / - -
[
P R : . :
N 250-350 sq. ft. ¢ 350-450 sq. ft. ’ " F 500-600 sq.!ft.
i -‘ ALY . . “. o v 1 ’ -
400 sq. ft. 400 sq. ft ) 400 sq, ft.-
Q i ’ - T ]
~ e v+ 600-750 sq. ft. 600900 sq. ft.  *
E MC v Sq : . __‘7 *
[ »,

——— — — ey [ S




~
.
K
B .
.
.
* .
ra
[ A‘)
. >
(\; . ¢
Y A* -
. / "
- 4 3 .
'
- P :
4 ’ . .
. . ) -
. . R -
B .
- .
. ] - ' . . \
‘- ‘ !
' .
» ~ LY N . "~
- \ v
o Y
. X Lo
- L~ - . < .
.’ e %
. . .
i - % ¢ .y .
‘ ~ - . "
t ! ) "4 - ?:
e Q! s 2
N
. L
- I
r . \
. ¢
Hon ? %

\ . SR ".

The desrgn of the me?lra centers wrll be mf'uenceﬁ by the phrlosophy
of the school or - in 'the _casg of \remodelmg an old building - by the
availabl alternauves which will dictate location, out of school access,
degree of ceuect@n security, (etc Grven these factors the Media Center

shouid be. B |
Located centrally or in largest accessible area ":34 ¢
*  Accessibld and available for use at ali times ' . -
r .
Away from noisy areas \ O '

-

0Readmg-Vrewmg-Lr§tenmg Area

Seat mirimunr of 50 or 15% of ‘student body whrchever is greater
. (many school programs will require a much higher percentage) g

o Be broken, by shelves, etc., if over 100 chairs to meet minimum
‘ s3ating-needs %
Include . N
Entrapce, circulation, catalogs, periodical index areas
Free readmg area and periodical display 7"
Individu3l carrel seating. Opinions vary cdncerning the nu?he‘r-
- of carrels needed i
. plable seating  no more than 4 seats-per table except at mdex
table or picture book tables
, . Space to house collectio ] !
~ Print materials (e g{lboofcs, maghzines)
Audiovisual software collections (&.g. ﬁlmstrrps, tapes}
- Reference{materials
d Reserved materials

_/ Provide a storytelling area for at least}O pupils at the elementary
- level.

o

® Conference or seminar rooms (where users maf tatk, redd, listen, view, discuss)
Movable walls between multrple conference rooms
Furnished with

One table seating up to 8

"+« Chairs ) .
. ' Chalkboard . .
_Screen . . © .
Shelving desirable  / . . )

<
S E— !




Equipped with appropnate seatmg, s"reens av diqyisual equipment
- Acoustically-treated 7 | ' "
* ) May Sverlap with conference Sor seminar roqms and
readmg-vxewmg-hsten ing ar¢a b

- ¥ .

LY N - s
. ' ~ . <! R {
’ Q :é : - ° . Y ’
\ODep*artmbnt suites” é satellite centers (Such centers are not re:::mmendeg *
for most § thPOL bec tuse the need for Jarger staffs and collections and the s
=~ overlappirfg- of subJect areas negatcs the advantdp ss Whenever space or . o
-other contingencies result in the formation off suth ‘centers, staff members
. stiould be part of the media center staff.) « { -

13

. \ -

, Soine s&xools especxally large secondary schogls may’ lnclude >

department suites providing for . .
¢ individual apd group activities ~ . /
Contacts between faculty and students - .
\Temporary storage for materials and ezluipment on _loan from \«/‘ N
. the center . -
. Station’s fo?librarians, teachers, and/or clerks or technicians
ALo¢ition preferably adjacent t? the media center

. " » ‘/\ ‘Z H - |
- L - .
@ Media center classroom - ) : ‘
Directly accessible to main reading-viewing-listening area
Flexible spacd \ s

. . .
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J eWorkiarea . ; ’ , . . N
' ‘ Profess:bnal‘étaff‘ area can be * o L
’ S Y . - .
1\ = , Separate office(s) - T : -
- ‘7 o “Part of piedyctionrn smg area .C
T ‘. ~— “Station(s) for.professioffals in majdr reading: listenmg«v:ewmg
L . areas. This should be in addmon to 6ther"off ce space
i .
R wheny poss:ble . ,( .y o e -
- - A
M ~ . \ . ’ ! ﬁ.’ - " N ;

1 o
- '. < . ..,

(. o
,,J . “ Production andfor processmg areas’~ ? ar oo
( Sink, water resi ant coupfers, work tables,dyork statiphs for
clerks and tchmcnans cabinets and/ﬁés dEsxgned ‘for
- . the supplies neéded”in that area with électrial outle% at -
Tl work stationg-and cpunters -

o
(3}

TN oor* to corridor - should have door, to main
. ) reading hstenmg-wlekvnﬁg room of to specialist’s office
. \ Capable of visual supervision from main room if students will be

working there ansuperviséd
T Y May need to provid} to}“éark room, TV product:&n other
\ . ’ spe‘cial co'nsidérati?ns . )
OStorage area ° Y ?
Stbmge for back issues of ;penodxcals and aufhovisual‘ matefials not
. shelved.in the main jéading room | i )

- May provide some, book*sforage for large collections *

K Storage for media hardware including
‘ . N Detcentralized in “large multlstoneg buildings: for, some
.. . ‘equipment ¢ . r
& g Long-teffy loan to classrogms for some equipment
eAccess and aisle space .
20” to 36" aisles bétween-rows of shelves .
’ 5’ aisles between a'row of shelves and furmture mvolvmg seating or
/ . . traffic (e g: side of .table at which chiirs aré located, card catalog)
. 5’ aisles bétween two paralle] tables with back to back seating
3’ aisle betwsen tabl¢ and ‘wall or between a row of shelves and other
. furniture that mvolves\no seating or major traffic (e.g. end of a
T . table) - ' . '
\ ' ' . .
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Light LY I ‘ .o . "
eWindows should not admrt dlstractmg llght nor detract from space « ..
utilization T, ! . o
. ’ a s e’ »
*3ighting system should.be de,s‘ignedfto supply the necessary light for ’
. each particular task - . ? .
v » llumination at working surface adequate for task . @
» lumination in stack ateas adequate ‘o allow reading titles on .
Jowgr shelves comf‘ortably ) \
.
eLight contro! should permrt the use of-audrovxsual oquWent by the~ N
utilization of M~ . .
° T}lmmers : . . ‘
_Down fights LN :
.. Drapes or dirkening shades ' .
. L S ¢ . >, \.\ - ‘
Sourd | L o -
K u M - v ~ .
N ¥ ' . , .". ? .
P e Flonrs should’ be .carpeted as the best single method of contrgllmg' )
sound P e
R . . - €T ey
® Adequate. space between various areas should be provrded to ard in a 4 .
the elimination of sound control problem . . ;

@ Ceilings and walls should be acbustig:‘ally treated s .
: . Y - [
Elec?nml and Electroruc .. ) .
®Electrical servxce should be flexible and accessitile in all areas of the /
* media center with a minimem .of one . duplex outlet for every 150 :
square fget, evenly distributed throuohout the center - ) - ‘7
R

. °Spec|al installation will be necessary for ] : v
Intercom - > . .
Television systems . e
Computérassisted instruction \ ’ ) {
Carrels - ‘ : T
« Dial Access ‘ L - g ;
Radio . ’ L 7
. a
Pt v R ) i

. ;
e o <« . i - = o o \ - '
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e + Audiotutorial . et -
- . .
. . Language laboratories St t .
- «* ~ < °
. L s Adtquate. ptovision should be made" for‘ any ‘projected special
: . - installations. .
. .8 -
\ v “Heating and Ventilation .- ¢

4

F

Q

]

N

Pfojection

N ¢ Fixed and movable spcakcrs should bc placcd losc’to the projection

Vistial Control .,

e . o wy b0 ;

@Heating and ventilation systems should maintain a dgaft free’and a
quiet comfort level during all’ scasons through accepted design
standards and adquatc,controls. Rcscarch shows that a variation of
only two degrees abové the ‘desired 72 ©F teniperature. results in a
20% decrease in learning.rate, making a strong. case for year-round
flr-condltl,omng \

A .M
I

<

. eProjiction screens should be of a size which is at foast as wide as one
sixth the greatest viewing distance “a
Qg,rccna should be*placed so that no viewer is farther than' 6

times tho screen w1dth:no‘f clo,scr than 2 times the width
Screens should?be positioned in the space so ‘that viewers are
ithin the optimum viewing arca of the.projected image_

\

and'should-be-raised: high endugh o' that the furthcst viewer

.!
o

. has an unrestsicted views ,

Stréens #should bé mountcd so that they tan bc tilted to' -3

s climinate keystoning

e ¥ *

T,

« screen and dt (or above) the ca; iével of thc v1°wer-hstencr../ ’

v .

oTV n{omtors should be placed so that the viewers are fo further than

12 times or closer than 4 timés the diagonal measuremert of the tube
.’ é .
“

.

v

stack areas should be subject'to easy visual control by staff

N

« Conference rooms, Work arcas, rcadink;wcwmghstenmg area, and
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Access and Secuﬁty . ! ?" . ~$;-
< ’ * s . N . * _Vu- e ~. -4
4 R - ;
E\ « o Student-access to materials “and equipment should be- as optm‘as
; ) - posmble L . ..
* . - 0 ¢ ~ -¢l:
. ; . . . Olntegnty of the co1lect|on may be protected by
: . Visual control *
) i L
’ .« =

. -
\ .
Materials such as non-print items and back issues of penodlcals

. inclosed or limited access s near the charging area

t
Exit placement with check-out stations away-from stack areas.
Reserved materials at the*charging area
*

< !
© . ‘,)
EStheﬁc . * A f o~ - . . " .
oL I . e )
elnterior finishes. should ,be carefully coordinated with both the
artificial and natural lighting in each area
L )

h

F!inbﬂlty

.

T

14

. e

.2Color should be iised to contubufe }0
. environment

¢ w
eThemedia center should have warmth and gergme appeal

‘

-

W s rdramaraedf

}

a desirable learning

L]

.= “a
. o * " ‘ )
. \ - »
oCenter should be adaptable to meect the nceds- of a changing
. cducational program and mdre sophisticated equipment : -
¢ Center should allow for expansion i
. . » . 2 . . . /.- rs .. ‘\
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\Funcuonal relauonshlps and desngn consnderauons N . o i '
are closely interrelated with the furniture and @ rnl UrQ Qn h
: - equipment available or planned. It is scparated, J- ’
. here fqueditorial convenience. . A ) .

- Carefully drawn <pec1ﬁcauons can help insure-the:  § EQUIpment C R

quality and fife of furniture and eunpment It can

. . provide for inferchangeability of component parts . . I‘ )

which means fewer varietics of*lamps, ctc., an S ' <o,

casier expansion of-storage. It canséase problems < N Keys(card catzlog, mdexes referenées) - . ad ) °

_ by providing appropriate size'and height of storage Z'Jf * Card Catalog ¢ ’ “

*"and work arcas ‘and by p}l){ldmg for the preferred  @. . Should come from a reliable library furniture company ] ,
method of storage. . 8§ .Should be purchased ir expandable units “ .
“ ’ o : + Should not:be gbove the average user’ssightline .
*. , . v g . Indexes and refcrencc N

- . A tablé of adequate size to hold the periodical indexes shduld b
- B provided in all media centers

\ t L . s Qther reference materiat may be included in a reference .A?Cthl'l
e / ) . N ,” orson index table(s} or may be intérfiled witH§ non-
S o i ' reference ‘materials ., ~ Cat
4 ' ' . PN
x . Chaxgmg Desk . s , M .

»

\ 3" wide cards v *e
2" Elementary schéol medla cente:s should Have smmg helght charglng
. desks —_
A unit charging desk shQuld have 3 card stora or cards 5™ high
. by 3" wide, a book n_uni depressible book truck
N ‘ (boSk truck with depress1hle p m); and spade for handling * _
' ‘ of materials Y N K
Seating : ' /
. . * Carrels, . '
A shelf shcald be provided in carrels
. ' . The v1sual bdrrier should be abeve eye level of Average seated student
’ - " Wet carrels should provide Eor adequate studenf.work space
- o Carrels for use with dial ss, rear projectioh devices, etc., require
,A . T ol . ,,Aspecial_provxsnons,a 1 lessen flexibility.__$chools should sopsider
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_.Tables and ch\rs C e Llfé - :
. Apronlcsgsablcs scating no more than - 'ratnts should bc prefcncd
3
. " The most desirable-rectangular table is 3’ by 50 ° .
L ® 4’ round tadles dre csthetically pleasmg, but proyldc lcss usﬁblc .
) t working surface . e
., oL 'lmpczo;dal tablcs lcnd themselves to gronf)mg \
) b — ot e Co L T
- s Shelvlng R O '. - [ N % S
: »All shclvmg» for matc‘nals or software, shoultl be adjustablc wnh
N. * “adjustible”being géfined as all shelves except-bottom oné chg
A, . capable of being.mayed up or down without being inloaded: May
. bc wood of steel, double or single faced. Desirable~to have bac‘&s
VR . . rtial backs on shelves whether double orsingle ficed  °
) . Dcpth arrd hclght»bf 5hclvcs should vary according to,use. and size or
N ° - . patrons ¢ ~ s v p—"
LY
. Periodicai storage altcmatlvcs An av%&@f one runmng foot _pert utle
. * , per year can, be assymed: A -,
) ,Narrpivly spaced flat shelyes ~ . v
« " _  Pamiphlet boxe$ on shelves o . .
"' Bound volumes * - T }
«_ . ‘Microfilm cabuicts /—\\\ < T ,
. . Bodk shelving N . B . B
) Estimatgd capacmes or 3’ shelf when fuil  * e ‘
. *+  Hardback bboks'of-dvérage size . . .30 >
‘ Refereficé books . . . . ... .18 - .
‘. ’ ] Picture books (mclmf ng dmdcrs) . 60 . .
P Paperbacks . N <ot .
’ : *  Rac] dnsplaymg front covers ~ e
Picturebooks ..
o * . Deep,divided, “plctUrebook" shclves .- .
"Bin storagc - comparable to record storage ( . .
” . . [ QY - . - . \, -
i R - L
’0 - "Audiovisual materials ~ - - _—
EMC' . 1 Boxes, notcbooks' or. shelf* mserts mtcrﬁl@(_wnh pnntcd y
materials ” .

,

N

Srr,clahzed .storagculzyHmedlum (speélalgzed shclvmg-or stuage
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Filmstrips .
-Expandable cabinets with track rather than pigeonhole
storagé preferred -
Shelf inserts with track rather than pigeonhole storage
Filing boxes for interfiling with books
Sound filmstrips with cassettes, reel tapes, or discs .
<., Cartons on regular shelving

Slides
Exapndable cabinets
‘Notebooks L.
Trays

£ »

Disc recordings - -
Bins ..
Picturebook shelving

“Tape recordings
Cartons on shelves
Cassettes in notebooks
Specia! :abinets
Shelf inserts

.

Microfilm and 8mmi loop .
« Cartons on shelves
o Expandable cabinets
- Shelf inserts

-
-

» .

Art and stydy prints, posters .
Bins "
Verticul files
Art print cablinets

' Map files

- .

“~Q




Audiovisual equipment storage -

Cart for cach major item, with extension cord. Storage area should be

provided for all circulating equipthent and caris not -
currently assigned to classrooms. ,

Deep (about 18} shelves capable of *2ing adjusted when empty: or

large storage cabinets. Sbme schools may wish to consider

locked storage for such equipment. e »

.

AV, production equipment and furniture
»as listea in Plan Yor Progress . . . in the Media CenterK-6,
and Plan for Progress . . .in the Media Center, 7-12

«

Other furniture ) .

Professional or clerical desks may need deep, full suspension drawer
with trays for filing 53" cards* . -
Counter, work table with storage, and shelving to facilitate all
processing wnd repairing. to be done in a particular building. Space
. for storage of materials and for work should be considered for -
Q

Mounti?lg book jackets

Preparing and appiying pockets, date slips, classification
numbers

Checking and clipping newspaper articles

Doing descriptive cataloging and classification of print and
non-print materials d .

Assigning subject headings for pamphlets, clippings, other
unclassified material -

Typing and duplicating cards

« Preparing bibliographies
Mending and binding materials - this activity shouid probably be-
quite limited at the building level
Receiving materials, checking against invoices o
Preparing orders for materials, equipment .

.
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Spedal Installc

This list of special mstallatlon.snént complete and is not meant to
promoté such installations, School officials intefested in exploring the
potential contributions of special installations should study appropriate,
references cited in the bibliography, should *visit facilities with similar
installations, and should confer with school officials who have used them,
with sales representatives, and with media professionals with pertinent
experience. Particularly important variables to consider are cost, space,
sophistication™of specifications, programming, rapid obsolescence, and
student population. The strengths and weaknegses listed under each type
of installation are meant only to be indicative, rather than definitive. I
addition fo the weaknesses noted, these installations tend to be

lmpcrsonal‘ . <

¢ COMPUTER ASSISTED lNSTR JCTION 1s usually avallable to the .

* student in the form of typewritten print-out or a visual display on a
. tube. Often; used for mathematically-oriented subjects in “drill and
» _ practice,” the computer can also be used to teach language arts and
the sciences. Increasing use is being made of branched programmed
instruction and simulated situations.
_ Strengths :
Permits instant feedback of results

Allows branched programs to_adjust, based on a student’s
Y

progress v
Neaknesses ¢
, Expense of computer and terminals .

Lack of variety in software

;AUDIOTUTORIAL LESSONS - Carried (.)ut- in a study carrel, this
L form of instruction has many variations, Basically the heart of the

indicates critical points to which he should give attention. Besides the

tape, slides, films, worksheets, and actual objects are assembled for

him to study. The format follows linear programmed mstructxon
Strengths

_Permits individuals to pace their own learning -

system is an audio tape that talks a student through a lesson and .

| ) T 8
* . \ * é
S .
CAl (Coﬁ?puter Assisted Instruction) *
/—'— -
¥ .
~p :

. / ' ) .

A-T (Audiotutorial Lessons) -

r
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LANGUAGE LABORATORY

L
.

A

CLOSED CIRCUIT SYSTEMS
\

indirectly the system is provrdrng opportunity ‘for mstructron

. -
> r
- AY
7
g' ’
£ '
- N -
x / : .
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.
’
¢
< ¢ l,— M
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!
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oo o
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’

. . Usesa varicty of media to maintain rntere5t
Wédknesses

Requires a variety of equipment

Few commerical lessons are available

)

; * . % . ‘ . .
K - *DIAL ACCESS - A series®of audio tape playback decks, acceSsible by: dialing a two or #hreg,

digit numbey from a study carrel, make up this system. The number of booths is almost

unlimited; but the number of avarlalﬁ::: programs is deteritlined by the audio playhack

facilities--usually ont_pér program. " Some newer systems provide both audlo and video
through the use of video tape. -

Strengths /

Large numbers of students can be reached
"Weaknesses * ¢

© . Lackof backtracking
Latecomers must take lessons in progress ) .
\ Lack of variety of prepared programs - P

OLANGUAGE LABORATORY - In many ways this rnstallatr n is similar to a dial access
system. Carrels, each connected to a central control system tc}n receive a variety of at}d{o
taped programs. In a language lab, however, provision is made for the teacher to monitor
student progress, and carry on dralogue wrth the student diagnosing ertors and offering’

suggestions for better language learning. An average sized system Wf“ld contain 20-30
carrels. . |

Strengths ) " L '
Each student can be supervrsed as he practrces speaking ‘
Students can progress at their own pace |

A stadent can hear his own voice through earphones as he speaks
Weaknesses .

Relatively high installation cpst . e’ . /

Rejuctance of teachers to modrfy their habrts to make full use of the lab
OCLOSED CiRCUIT SYSTEMS. - These are for sound or television dj trrbutron within a

-

. school - butjdmg or school system. Announcements of school activities as well as instructional

programs  carl be fed to a number ofdplassrooms' simultaneously.- Wrrtrng, directing, and
producing radip or television programs gives, students practice in important skills, so that

. !
»  Strengihs .

i

Large numbers of students can be reached

Students incorporate a number of skrlls in producing programs '
Weaknessgs .

‘ o s
,MA,Relatrvely,.hrgh-cost_to_burldm_#,*M .
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