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P R E'F A C.E

NO longer do teaching and learning consist of a teacher, a student and

a.textbook. As the. quantity and-lquait?of knowledge and information
i.

have increased 6ver the past twenty years and as education'has focutet

on the needs,' interests and abilittes.Of the
.

individual, radical changes

have taken place in teachinktechniques, facilities and equipment To
- .

coprdinate.and effectively implement Ole multitude of available resources,,

.

the challenged and committed school system has readily seen the necessity

for A media center,or facility for instructional ma tArials.Q
A

Tiiis publication has been designed to assist these responsible for the

Planning of media and learning centers.

S.J

<
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THE GOAL

What does it mean. to be a child in the 1NO's? Many of-the problerL
N. - .

wonders of growing up are the same now as, hey were twenty years_a o,,but _

in oday's "fast-changing, affluent, media-oriented society, being a child.

also means:

C

growing up in a world, where the total knowledge of mankind is'

doubling every eight,years1

encountering paperback bookstore advertisements in the subways
and finding paperback book racks in mc7k drug and food stores

4
being accustomed to hearing.4ckgroun music while shopping,
drivingeven eating, playing and stu ying

being able to select one's own background sounds by playing ,

records and tapes of one's choosing ---

grotting up with a variety of magazines and newspapers in the home

spending an estimated.8O00 hours watching television before entering
school, and about,3 hours a day watching television throughout,the
school years2

being used to simply changing the channel if, the program offered

is too easy, difficult or dull

being con erned -about current issues like war, ecology and drugs
which and not covered in traditional curricula and which cross
traditional subject lines

being more coqfiit4ble Oen most adults with operating equipment
like cameras, tape recorders, teaching machines and projectors.

r
1



Considering the richness of experience'in which this child is nurtured, it is
clearly not reasonable to expect him to learn in an-environment where he is
given no choice of what he is to Study, no chance of selecting his own learning
materialS,

i

and where the aural and.iiisual media he is most familiar with are

lall but no -existent. We can no ronger give children adequate learning experiences
by providing traditional "tried and true" educationalPrograms in buildings
that haven't changed, substantially in.twenty years. When we commit children
to this form of educdtion we are indeed "guilty of Marshall McLuhan's accusation.
of interrupting the/learning of children.

'

'Obviously, some changes must be made if we are to meet the needs of the child
of today, the Adult of tomorrow. Developing an adequate scholk media programs
is' central to this challenge. Toward this end we must-provide:'

/

AA educational philosophy and program which encourages independent
inquiry in addition to developing basic skills

a program which effectively utilizes the media and technology
today in support of a child's learning

a progrdin which allows a child to select among several alternative
learning experientes

edu ationa Materials a dent quality which are current relevant

and intere ing which are available on a multitude of topics in a

va iety m an and levels

a system for
r sources of
teachers can
to the needs

inter-relating these learning materials so that all the
the school forma learning bank from which students and
draw selections in ever changing combinations according
of each learning situation

a program( for the admidistration.of educational materials, media and

technology whith is sophistiCated enough to meet the needs of students
and teachers meaningfully, creatively andjlexibIy

2
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tbe'staff and, the physical facilities essential to the implementation of.
such ,.,a program ,

a warMohomelike'and aesthetically pleasing environment that will nurture
a child's sensitivity to beauty And good design.

.

Because the facilities are such an'important element 'in the krovision of

..

effective school media program,
P

it' is essential thift plans for any newfacilitits
,

be developed with adequate, care mid knowledge.

Tjhe guidelines ale based on the premise that medWiaeilities must be planAed

in conjunction with the total educational ;requirements of the school. Hence

they do not contain Absolute space requirementst Instead they contain a step-
,.

by-step approach to pieparin educatioAal specifications 4 media fag lities 1%

which wil/bb tailor-made for a pacticular school and a particular pr graM.

The;, space recommendations given on 'pages 16-25 are flexible ones Which reflect

O

such differences.

'Sea Ruth Ann Davies, The School Library a Force for Educational
Excellence, N.Y. Bowker, 1970, p.8 for further information.

2These facts and their crucial implications are discussed in
Dealing with 'the Television'Child: An Educational Crisis, by Nat Rutstein,
a pamphlet published by theUniversity of Massachusetts at Amhertt, School-
Of Education in 1971.

,or
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WHAT, 13,,A11TS OF THE SCHOOL?.

What parts of' the school need to be considered when planning media facilities for
, 4 t'

a new schoplli" J
13e( clause the medfh program-As so pervasive, there is really no area of the nhool

;=

which' can be considered exempt from this planning. -Some-areas though require
0

special consideration;

.

'1. the MEDIA CENTER or.CENTERS (which also may be referred to as, the resource

4

center, instructional materials center, learning'cepter, library? even the
r

resourcerla). This area should proVide:

- Space,for a comprehensive collection of materials.

Instructional materials should be housed for easy 4
accessibility by teachers and students. These materials
include print and nbi -print media, games, realia and
manipulative devices.

- Technology necessary to fully implement school -wide utilization

of materials.

Audiovisual equipment is administered through, and in many
cSt 'cases, distributed from the centers. Production.facilities

and supplies are provided here.

Dial access facilities and storage and control center for remote
access for Classroom presentation is provided in sophisticated
media centers.



AcCess by all students and teachers to t e t6i.al hard and software

resources of the schoo in learning.sit ations, xanging from large-group

toindependent study. Students and tea hers,ShoUld ,ke encouraged to

visit the-media tenter(A) to: 1'

Read,View or listen
in small groups

o materials e

PrelleW and eValuate.new materials
possible purchase

the'r individually or

being conpidered for

Prepare Materials'for learning suc
of print materials, pictures, grap
transparencies, films, video tape
production

as multi le cdpies
s, slides; tapes,
nd televiSion

Receivetinstruction in research, library,,listening and
viewing skillS nee&d for individual studs

Work on independelt prO)ects

Relax, browse for leisure reading, and listen to music

2. the LARGE GROUP\INSIRUCTION'AREA8 SndiOr the AUDITORIUM

3: the SMALL GROUP LEARNING'AREAS or SEMINAR ROOMS

4. the CLASSROOM?or OPEN LEARNING AREAS

5. the COMMUNICATION CHANNELS within the school such as PA systems,
television systems and dial Access systems.

4

9
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GIARDINAL RULES ,FO,R L AN NI N G

the outset there are four dardinal rules to-remember in\\planning::

Fiest, the-most basic rule, without.which the others would be impossible:
begin planning early enough. It is recommended that the planning process
be inipeatpd at least a year before the educational specifications are drawn up.
The 'process of approving the specifications mind voting for the building program-,,
will vary accordingo-the-political cliMate in each town, blit can be lengthy.
It generally takes three years from-the approval of the educational specifications
to the completibn,ofvthe building,3

InVolve in- the planning Drocess those people' who will be 'using the facilities.
This Means teachers and students as well as media specialists-and administrators.

r
Give adequatPconsideration to all conditions in your sc ool whiChishourd
influence design of the media facilities. Because-meth servides'are so
integral to the educatio al nogram of the school, this an not be overemphasized.

Finally, mak4 sure 411 media needs are provided for in t wxiting of the

planning specific4tions. Remember anything not.spelled t in the educational
specifications will not be in the media center.

3How_ths process can'vary Trom town to town is ,

discussed in the 1972 publication Guide for School
Construction by the Massachusetts Departnient of Education,-
Bureau of School Building Assistance.
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EpUCATION'AL SPECIFICATIONS

4

1 4 \,"

The development of EDUCATIONAL SPECIFICATIONS it-central to the. plannifig'pkoces)s.
When any new building.is to be'deSigned a docpMent is prepared for the,archl ttet

describing the needs which the ilding tiutt meet and what the architect. is 0

-------Ide. It.conititutes, in short,. the architect's charge. -This- charge is called
the buirding.specifiCations,,or in the case of schools, the educational.spectfleationS.
Whet goe6 into the' educationa
go into the educational Spe ations does not' go into the school. Hence theAC

'1§ecificatiops goes into",the school. What does; osped

deVelopment'of the educational 'specifications is the.most,crucfal aspect of the
planning process for the concerned.educatoror,layman. Once the educational .

specifications are completed and approved, it is up to'the architect 0 do the
rest -- with, of,courses regular feedback from the clients...

<a

f't

r "4"--
The educatiohal specifications for media facilities will -vary froth tchool to school

according- to such factors

- the, nature of the instructional program

- the size of the school
. . .

.

.
.

- whether some ,media servidesate tO'be_provided by a system-:wide:center

. available to tilieschoOl , . / --.

- the extent of community use of the building cOntroplated'

F1,
I

1
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WHO SHOULD BE
;

To instire that planningq9
the media facilities, the
not by Any one individual

L A' N Nt I `N. G ?

flects the, needs and wishe of those who will be
responsibility for this pl nnfnkshould be undertaken,
but by a group.

The planning group'sight be.composed o

1., Representatives of those o
administering meats services

I N L V El

wh

:

will be responsible, for
in the n§w faCiidfy:

-Media specialists
Department headso
Prjncipal
Administration

2. Representatives of ehcise who Will use the services:

leachers
Students

Providing and zs

3. Representatives of those who will provide the resources and decisions
for the proVisioh of these services:

Taxpayers
School Committee
School BuildingTCommittee

4 A

ReptesentatiVes from town gencies providing information services such
as the public library or a local college librarY

v ...--wkma
, .

5. OutsideconSultants, 4 sired. The services o\f a consultant may be
secured for the entire dy ation of the planning, r they might be sought

at key decision paints. Such deeision,ppints ar starred ?c**** in the

following text.
\,./''

The planning group` should be no'larger than twelve peOple to insure meaningful
group interaction.





FQUR TYPES

c.

O'F INSTRUCTIONAL PROGRAMS

\ 1
=,

4The first task of the planning gr9up should be to analyze the edu ional

program to determine the nature of the media services required b at program. *****

I.,... ij ' 4
Alt',Below are outlined four basic types of instructional programs. Alt rurther

recommendationsbin this handbook will be given in relation to these four ypes

of programs. , ...
,

1; textbook has long been central to the instruct- l processr
--,

Methods of instruction can be directed by the con Ats of the -

textbook soz by its.(ormat; metho4/s can be directed by other

means depending on the creativity, ingeuity and energy of the

teacher. The-textbook method means that education and learning

areTEACHER-CENTERED. The teacher may-atm-may not use other-media.

A

ti2. The CORRELATED MATERIALS APPROACH utilizes other materials that

have been specifically correlated with the contents of the text-

book. These materials may be workbooks, activity guides, fil

strips, records, etc. The teacher uses these correlated materials
but oftep ignores other materials and media. The extent to which,

the correlate serials are utillzed,determines,the method of

instruction. Lea ng is still teacher-centered. Many textbook

publishers now are roducing programs that reflect this approach.

t,
.

i

3.' The INTEGRATED MATERIALS APPROACH deniands that all instructional

materials and equipment are purposefully related. Each resource

selected, s considered capable of making a unique contribution to

the, presentation -of a subject. Various media are presented as a

package ep,be used in predetermined sequence. This package may,

include ail formsof print and non-print media including manipulative

devlces. Use of specialized equtrent may be required; e.g.,Ythe

tachiatoscopetlr controlled reader. With the availability of these

' kinds of media, iri)gtruction begins to be considered in learner -

'centered terms. Curriculum programs such as "Man, A Course of Study"

,
and the Elementary Science StUdy reflect olio- 'Integrated Materials

Ali*oach.,
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4. The SYSTEMS APPROACH attempts to achieve,a complete integration of

experience whIth alloWs for the mateling ofmallerials and learning
activities to meet students' hadivigual needs. In sqch a system the

directing his own
the British Primary
such as IPI or P

learner is co9tantly involved in reshaping and
learning. Open classroom-programs developed by
Schools and individualized instruction progra
are examples of the systems approach.;

%

pro ams change as
on,of two or more of

the cOmbinatioU'is
while nother-

'Whate

indi'iduals change,Imost edu
these,approaches, but reflec
Usually allUid vi

'".--:"""1/41---4"

r appro h or combination of' approachescharacierize
.the sential task is to analyze where it is and where it

ir.,.

/

ational programs represent
.cqe predominaang approach.
approach gaining acceptance

r

\ l I'' ,

i
thf ducational program,'

s pin . ..

1

/

4This-analysis is described by Denise ErWln in "A'TrOposed
Plan fdr, the'Development"of State Educational Media Seivices

to Local Educational Agencies in Mapsachusett, prepared for
the Massachusetts Board of Library tommissioners in June, 1971.
The concepts are more fully developed in the Proceedings of the
November 22-24, 1967 Conference of the Canadian Council for

Research in-Education.

10
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MEDIA NEED'S 0 if 1 F.FERENT PROGRAMS
r..t

Whatever thenature of thelinstructional program of the
services required will be threefold:

\
Here are same examples ofhow these toles tend

1.aPproach: '

4

In TEACHER,.

- clasafioiont'te

school ,the role of the media

to m et the needs of that program
to s iMulate desired changes in the program
to provide essentlial lternatives to that program.

to differ according to the instruction

RED instructional prog, rams

is and workbooks are provided as the basic mode of
T

-osnOlementar materials are provided. as requested- by teachers 6r
4

le log

in the.c14ssiroom

ozr - audiottisOal material .is geared toward assisting teachers'
not toward individual use by students

- prOductio4 services center'ar

use

presentations,

na creating audiovisual gigs for teachers

- teachers may desire a sophi ticated materials collection fraltwhich they
mayfdraw for reference.iand for preparatioltof classroom presentations

. ,

student" work in resource centers will be baseon teacher assigned
search projects

-.. 7.

= teachers may want to have audiovisual

\

froiathe5tudent ollection.

ti

teaching materials housed'separately

In addition to meeting these needs the media program Should encourage faculty to grow ii

flexibility and to provide students with choices of learning possibilities. The media

Irogram-may proVide an alternative to the formal, classroom environment by offering

Opportunitits for relaxing, browsing, informal learning, and independent exploration.

, 11
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2. In CORRELATED MATERIALS instructional programs
fi

- basic tests. are provided plu related learning materials

r supplementary materials are sel cted and provided on the basis of
curriculum 'guidea.and basic text

use;of audioyisual materials in th classrboM will cent arbund.

teacher presentation of learning ai s and teacher supe ised use

by students of tapes, filmstrips, le rning kits,rand o er correlated

materials
.

-.teachers
pript an

should be able to dra on a Arge collection of supplementary
non-print materials collection for usewitl? curriculum units

(

- Sistudent° ork in resource center is based on'independent assignAenti

. ,built in o the curriculum units '

\ `,
. .

- increase preluction capabilitiesA6re required for.teachers a studentso.

. 0
. I

The. school media program should provide a unified approach media r ourc s which

,encoura es faculty to develop integrated materials programs and to rel ess on the

textbe . It should also provide more child-centered materials'in all-media to en-
courage student- centered learning. Jinally, th. mellia)rogram should prdvide alter-
natives for students by enabling them to create their own learning materials and

experiences.

1

4

3. In INTEGRATED MATERIALS'instru4ional programs -

- use of multi 7media learning units becomes the major 'mode of learning

all learning resources are selectd on the basis of curriculum objectives



- students will use more materials geared toward a'"discoVerY"
or "inquiry" approach under the.suArvision of their teachers

teach rs erect multi -media learning packages to be available
on a de variety of topics . ,

- -gtu t work is a blend of stall group, large group and'
_

individualized study ,
A

- ''individual student use f the resource center will be a
integral part of the i structional program

= increased production.fcapabilities are needed by both s Oents

and teachers..

A
-

In addition to meeting these,needs, thsLmedia program should encoutagekan increase
, . /- ,

in thestudent's role AA developing higreducational grogram. Opportunitfts should
be prOrided for. greatLr independent study and for the exploration of topics net
included in the curri ulum.

,
.

o

4. -In aneducational prograwcharacterized by the SYSTEMS APPROACH

re urces ona multitude of topics are provided in several
,media formats and at each level of learning ability

- all.learning resources are selected in view bf the o ectives
of the program (selection becomes A joint process volvink
teachers, students and media specialiaES)

- use cf learning resources throughout the school'is dictated by -

student choice,. of one of several alternatives.

All learning materials within the schootoste systematically
coordinated to form a learning bank from which countless
combinations may be chosen according to.the student's needs

It

ss

13



- innovativ6S-technology is utiliked to allow a student to
create his own learning environment in accordance with-his

'N.,. own needs (a student can react to and determine his own
learning experiences)

g

- communication systems of increased sophistication are necessary
to_permitedissemination of information and f edback capability

throughout the school

whether learning occurs, in small groups, large groups, or 0
independently, all learning becomes an individual process

- learning may take.place anywhere within the schooeor outside
the school. ,

sue,
- there is greater emphasis on the portability and adaptability

of all learning resources

- there Is gr4er, use of informal learning; resources, multi -use
redources'and manipulative lmaterials

.'" - productidaPmaterinls beComes A integral part, of the lea5pingppces4.-g

y - .

.

r - .

,

4 . , . ' ,t , .

4:':

In addition-to meeting these needs,
,tom

program fo'r such a school shduld enedyrage
respect for.differences in successill. teaching styles as well aefeataingstyles4,It
should also meet a growing need for-a quiet, tranquil spot whichppdvides etudeneewith
an alternative tothe hubbub ofactivi0 socharacteristic.of modern schools. The more

exciting learning becomes; the more kid4 will-need some retreat with a, peaceful, intimate.
atmospherewhere!they can wonder, - reflect and&ream.

- -,,.

ti
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OUE-STIONS- FOR 'AN.A L'YZ'ING THE PRO,ORAM

Here are"some questions to ask in analyzing the educatiOnal program.

A,1. What is the nature c4 the instructional prOgram'in the existing school?

- Is the dachciql organized by department of subject?. By grade level?

. By house or familyfUnit? Some. other way?

- Do all teachers in the school, use textbooks?. In all subjecti?

- Do students have an opportunity to determine what they wish, to study?

How often do they avail themselves of this opportunity?

- To what extent are children in the school able to work individually

at their own speed?

-,Do teaChers.prodUce many of their own teaehing materials?

- Do sttudents produce many of their, own teaching materials?

- Is there access te- a computer in the school? If so, for.what

purposes is it used?

2. How are media services organized in the existidg school?

- How and where are textbooks issued to teachers?

- How and from whom do teachers request audioviipal -materials for purchase?

- Are audiovisual materials located in Ote-saue area as books toI,use

by teachers and students?'

- In what ways can students and teachers find oust what-learning materials exist
in.the.schoolwhich are related to a topic they. are currently studying?'

- Where are audioVisuai materials housed in the school? Are teachers happy with

(the arrangement?. Are students satisfied?
;

15
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- Can students readily use audiovisual equipment by themselves for

listening and viewing? For production?

- Are newly purchased materials and equipment available

and students? If not, why not?

- Do you feel that some materials which might be-too difficult r advanced

or children at ceitain levels should be kept from them? If o, under

whatftircumstances?
)

. . ,_
,

; ,

,

. 3. What problems'are realized,with the existing media services in the dchnol?_1 .s

# .._

4. Whatwill be the nature of the instructional program in, the new school? Will

. this represent a departure from your current program?am

5. What kinds of instructional materials will be needed by the new school?

for all'teachers

16
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SPAC E RECOMMENDATIONS .FOR MEDIA FACILITIES
I

Once the needs of the educational program are'analyzed,oit is reasonable to"make so

geperal estimates about, the facilities which will lie required to meet these needs.
recommendations which are given below should serve as flexible, guidelines to focus

- thought.5 The square footage recommendations qre not intended to iMpose a selectio

specific mlternatives for providing media servic . There maybe many acceptable
.
of organizingithe media services in the school t effectively meet the needs,of st

and teachers. Any combination of these alternatives might be utilized to achieve t

total space recommendations.

MEDIA CENTERkS): FACILITIES

./

CIRCULATION
DISTRIBUTION

Teacher-
Oriented
Approach

(1)
,45

RECOMMENDATION ACCO

Correlated
Materials
Approach

(2)

MAY BE CENTRALIZ
-s*

RDING TO EDUCATIONAL PROGRAM

Q -

ED OR.DECENTAALIZE

Integrated
Materials
Approach

(3)

Systems
Approach

(4)

S

800 Sq. ft.

Ns.

800 s . ft. 800 sq. ft. 800 sq. ft.

To

and
equ
and'

Add
add
if

liz

5These recommendations reflect the study of a committee which included school
adtinistrators, school 'committeemen, school media specialists, professors of educi
media and representatives from tha Massachusetts Department of Education, Bureaus
School, Building Assistanceand Libiary Extension. They are based in part on the 1
A.L.A.- N.E.A. Standards for School Media Programs and proposed revisions to that d

17



4, .

..t , ,
, 0:

.

. .

, I.
. . ,

..

.ECOMMENDA-TION ..AFOR ME-Dj, FACILITIES ,

,

,

.

,

.

.,

..

.S of the educational program-are analyzei. it is reasonable to make, -some

tes about the facilities which will be required ta meet these needs. The

.ns whlch axe given below. should serves flexible guidelines to focus further .

e.square footage recommendations'are not ntende4 to,impose aiselectian of

rnatives for providincmedia services. There max,tle manyaceeptable ways
the media services in the school to effectively meet the needs of Students:. ,,-)

Any combination of these alternatives*might be utilhed to achieve these
.-

v. . ,

ecomMendatimahs..
. "I

. ._

*- .

.

.

'DIA CENTER(S): FACILITIES MAYBE CENTRALIZED OR 'DECENTRALIZED
. . _

RECOMMENDATION. ACCORDING TO EDUCATIONAL PROGRAM SPECIAL CON8I0ERATIONS

...

,

, ,

,,.

er-
ted
.ach

Pr

Correlated
' Materials

... ApOroach. -

(2)

Integrated
Materials .

Approash ."

(3)
%

Systems q44.. ,

ApprOachif,
.,

.

.. ft.

I.

xi,.

-) 800 sq. 4.,

, .

_ .

0

,

.1,

800 sq. ft.

. .

.

,9

400tsq. ft. g

,
' .

.,

.

-

.

.

. ..
.

To be used for displays
and exhibits, copying
equipment, card Catalogs
and periodical indexes.

Add 200 sq. ft. fop each
additional resource center

'if facilities are decentra-
. lized. e E.

,

% , .
ecommeilaations reflect the stn,dy 6f ,a committee

s, school committeemen, school media,specialists,
.resentatives from the Mass44huseits Departmlnt

4 Assistance and-Library.,Extension. They are,

Standards for School Media Programs and proposed

\ .

.

which included school
professors of educational

of Education, Bureaus of
based in part on the 1969

revisions to that document.

3 ' a 4 cc
. ,

/
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MEDIA CENTER(S): FACILITIES NAY BE CENTRALIZED -OR DECENTRALIZED,''

fi

0MMENDATIOWACGORDING,TOEDUCATIONO,
fe '

Integrated

Materials "" Materials
ApprOaCh 'Approach

t(-2Y- (3)

FUNCTI

READING,.
BkOWSING,
.LISTENING
AND VIEWING

(Individual '
study,
lietehing
and viewing)

Teacher
-\ Oil)en tgd

Approach
.(1)

'Seating capacity
jor 10% of enroll
went at 30 Sq.:ft.

;

Plus additional
'listening aid
viewing facilities
in teaching areas
and additional
materials storage
where required,

20% of this
Seating capacity
Should be indivi-
dual study areas
equipped with
power.

Area should be
ducted for
power.

Seating capacity
for 15% of enroll-
ment at 10 sq. ft.

Plus additiOnal
listening and -
viewing, facilities
in-teac4ng.areas'
and additional,
materials storage
where reefuired.

30% of the
seating capacity
should be indivi-q
dual study areas
equipped witW;,,-

power. 44

Area should
ducted for
power.

own

Sylstems
*roach.

(4)

Seating 'caplCity ,14attincapacity
-for 15TofetrolifOr 1:5% to ',80%:

went at 40 sq.' fr) Of enrollment",
'-at 40 sq.' ft

1,

-The ihEtructional programs'ilo'
some schools may jequire that
1/3 to 3 /4 -of they student
population be accomodated in
the media centers.`

1

1

ri

.

10% to 40%/ of the seating A

capacity- hould be 'individual:
study ar as equipped with power
and capa ility for electronic'
retriev 1' and response systems,
and teleVision outlets.

Area should be ducted and wired
for p Wer and coaxial cable
.diet AutiOn.. 1

S

I

a



MEDIA. CENTER(S): FACILITIES MAY BE CENTRALIZED OE DECENTRALIZED

RECOMMENDATION ACCORDING TO EDITC4TIONAL PROGRAM

her
mted
roach

Itapacity
f enroll-

30 sq. ft.

itional
g and
facilities
fag areas
tional
s storage
quir

his
capacity
e indivi-
dy areas.
with..

uld be
or

Correlated
Materials
Approach.

(2)'.

Integrated
=Materials
Approach

(3)

SyStems
Approach

(4)

SPECIAL CONSIDERATIONS .

ig

Seating capacity
lor'15% of enroll-
ment at 30 sq. ft.

Plus, additional
listening and
viewing facilities
i4 teaching areas
and additional
materials storage
where required.

30% of the
seating capacity
should be indivi-
dual study areas
equipped with
power.

Area should
ducted for 4

power.

Seating.

for 15%
meat at

capacity
of enroll-
40 sq. 'ft!

Sting' capacity
for. 15% to 30%

of enrollment
at 40 sq. ft.

Nhe'instructionai programs 4n
some schools may require that

1/3.tcy3/4 of-thi student
population be accomodated in
the medie-CenterA.

o

30%, to 4O of the'sgating
0-

capacicy'shouldi;,e individual ,

study areas epAikpeck:with pOWer
and-capability for electronitw
retrieval and responie,ayetems,
`and television.o4tleta.

Area should bqucted and wired
for power-and coaxial cable\

'distribution. . I '

No more than 100,
students should be
seated in one area.

In elementary schools,
storytelling. areas

Are-necessary.

Where carrels are used;

the suggested. minimum
size .is 36 inches wide -

and 24 inches deep.

Carrels should be
equippedYwith media
capability including
electrical power,
television and
/4sponse

18 ;4.

.
.°'
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MEDIA'CENTER(S): FACILITIES MAY BE CENTRAL'

FUNCTION

READING,
BROWSING,
LISTENING
'AND VIEWING,
CONT'D.

(Materials
Storage)

Teacher
Oriented
Approach

(1)

RECOMMENDATIONS ACCORDING TO EDUCAT

Correlated
Materials
Approadfl.

(2) r

Shelving to hold
20 books per pupil
including textbooks;
10 audiovisual
items per pupil;
magazines and -new-
papers.

Textbboks should
be located
according to
needs.

Shelving to hold
20 books per
pupil including
textbooks; 10
audiovisual
items per pupil;
magaiines and
newspapers.

Tegtbooks should
be located
according to
needs.

Integrated
Materials

,'Approach

(3)

t

D OR DECENTRALIZED*

ONAL PROGRAM s*

She ving to ho
20 b pksper
pupil excjudlip
textbooksf-Ig
audiovisual-
items per pupil;
magazines,and
newspapers.

Systems
Approach

(4)

d Shelving to hold RE

gpi7t:Cffling
textbooks; 20 Fi

audiovisual
items per` pupil;

magat nes a
newspap rs.4

An, extensive rese e area may
needed7fOrsupplcMentary
materials for class- use.

to

sl

gr
tr

OT
BE

Mi
Ma
pu
Re



DIA CENTER(S): FACILITIES MAY BE.CENTRALIZED OR DECENTRALIZED I I

r ,

ed
chi

RECOMMENDATIONS ACCORDING TO EDUCATIONAL PROGRAM

Correl4ed.
Materials
Approadh.

(2)

Integrated
Materials
Approach

(3)

*stems
Approach

(4),

SPECIAL CONSIDERATION:

.40 -.

o hold
er pupil
extbooks;

sual
pupil;
and new7-;

1

should

to

,

Shelving to hold
20 books per
pupil including
teattbooks; 10

iovtsual
Vems per pupil;
magazines sand

newspapers.

Textboolashould
be locited
according to
needs.

Shqlyipg to hold
20A166ka per
pupiliexcluding
te,,c0Maka;415' .

audioyisuals c :

items Per.ppil.;
Ofgazines- And,
newspapers J

Shelving to hold
0 books per
pupil excluding
textbooks; 20

4ildiceOlsualr.1

items per p41.1;
magazines and
newspapers.

An extensive reserve areemay
needed for supplementary
materials for class use:'

.k;

)

C

RECOMMEND INS FOR
AUDIOVISUAL MATERIALS_
Filmstrips
Filmstrips - 3 per pupil-.

8. !opt films 1.5per
pupil

. -

tape and disc recordings .7.
6 per pupil

slides - 2000
graphic material's - 2000
transpprencies - 2000'

RECOMMENDATIONS FOR
MAGAZiNES.AND,NEWSPAPERS

R-7..6t 40-50 magaiines

k-.3-4.,newspapers,

8: 50 =75 magazines
,.5 -10 newspapers

Junior High School:
100-125 magazines
6-10 newspapers

Secondary School:
12:3-1/) magazines
6-10 newspapers

1

, W

OTHER MATERIALS TO
BE INCLUDED

0

-Microforms; Programmed
Materials, Games, Mani-
pulative materials,
Realia and 'Kits.

4



MEDIA CAITER(S): FACILITIES MAY BE CENTRALIZED OR DECENTRALIZED

JUNCTION

Q.

,

1

. RECOMMENDATIONS ACCORDING TO EDWATIONAL PROGRAM

Teacher
griented I

APprOloh
(1)

orrgiatnxegratedt O
Materials

. ..

Approach
(2) ,

I

Materials
Approach

(3)

.

Systems

-Approach
(4)

SMALL GROUP
LISTENINg, AND
VIEWING-

.

.

-

May be inauded
in in plaCe of one-

conference area

200 sq. ft.
per medtp
center

200 sq. ft.
per media
center

.

,

.

.

'200 sq. ft.

per media
center

,

,

.

.

.

.

-

.

'CONTERENCE AREAS

.

.

.

At least 2
rooms.of 150

-sq. ft.

.

At least 2
rooms of 150
sq. ft. .

.

3-6 rooms of
150 sq. ft.

'each -

Each media center
should contain
conference

..,

rg-ods.

-"

,,

I

1

,

-3-6 rooms of ,- %I

150 sii.,fe
each 4

the school
least 2

o

,

GROUP PROJECTS

INSTRUCTION IN
RESEARCH

.
- .....

-,

'-NegdEe'depend

on program.

.

.

Needs` depend
on program.

.

.

.

,

900-1200 sq. ft.
,

900-1200 sq. ft.-

'
.

8s; 20 a
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MEDIA iTENTER(S):./ tACILITIES MAY BE CENTRALIZED OR DECENTRALIZED.

,

", RECOMMENDATIONS ACCORDING TO EDUCATIONAL PROGRAM .

.

SPECIAL CONSIDERATIONS

,

. '

,

_

acher
tented
prodch
(1)

Correlated
Materials
Approach

(2):,
k

. ,

Integrated
Materials
Approach

(3)

-

Systems
- Approach'

(4)
.

:y be included
. place of one
nference area

_

fre

200 sq. ft.
per media
enter

-.

200 sq. ft.
per media
center V

.200 sq. ft.

per media
center

In addition to space...
provided for conference I

rooms.

Electrical and television
inputs and outlets, 1

permanent wall screen,
and acoustical treatment
shou4Lbe provided.

\
1
;

it

least 2'
oma of 150 "'
. ft.

At least 2
rooms of 150

1

sq. ft.

---,,-.- -

II

3-6 rooms of
150 sq. ft.
each

Each media center
should contain at

fconerence
. -

.

.

3-6 rooms of
150 sq. ft.
each -

in the schools,

least 2
,

,

.

" '

Movable walls to allow
for combining areas.

^

Electrical and elevision
outlets and acoustical
''treatment.)

.

ehe tool, acoustically
treated, with typewriter

.for student use.

g ,/,

.

-eds depend
program.

i

,

Needs depend
on program.

. .

900-1200 sq. ft. 900-1700 sq. ft.
.

.

.,

Flexible space; the
,

equivalent of a class-
room area, equipped for
audiovisual presentations.,

.
. I-

.

20



IDIA C1 TER(S):' FACILIT ES MAY BE CENTRALIZED OR DECENTRALIZED

FUNCTION COMMENDATIONS ACC0KUING To EDUCATIONAL PROGRAM . '

, .

Teacher
Oriented

.

Approach
(1)

Correlated
Materials
Approach

(2)

inteiratedN
Materia s
Approach

(3)

Systems
Q . Approach

(4)

ADMINISTRATION

.

.

300-600 -

sq. ft.

I

%
600-800

-4--sq. ft:

.

600-800'
sq. ft.

.

-sh-

600-808.

sq: ft.

1

Off
pro i

spe.
250

Med
are-

WAKSPACE

.

300-400
sq. ft.,

300-400
sq. ft.

.

300-400
,sq. ft. 6

100-400
sq. ft. ,

i

.

The
hav-
_cen

and
are
a s

AUDIOVISUAL
EQUIPMENT:
STORAGE AND .

DISTRIBUTION
,

i
400-600
sq. ft.

.

400-600
sq. ft.,,,

>

.

400-600
sq. ft.

400-600
sq: ft.

,'

.

Loc.

and

Dec-

in 1

Pro
cab
of e

MAINTENANCE
-AND REPAIR
SERVICE

As needed

.

As needed 120-200
sq. ft.

.

120-200
16

sg. ft.
Req
spac
sery
avai
syst



MEDIA CENTER(S): FACILITIES MAY BE CENTRALIZED OR DECENTRALIZED

RECOMMENDATIONS ACCORDING TO EDUCATIONAL PROGRAYP
z,.

V.SPECIAL CONSIDERATIONS
- 4

her

ted
ouch
).

Correlated
Materials

6
Approach

(2)

Integrated
Materials
Approach

(3)

,

. Systems
Approach

(4)

\
.

q

.00

ft.
.._

600-800
sq'. ft.

*600-800

sq. ft.
600-800
sq. ft...

Office space for one,
professional media
specialistlor each
250 pupils.

Media program planning
area.

.

400
ft.

300400
sq. ft. -

300-400
) sq. ft.

300-400
. sq. Et.

The amount of space will
have to be increased if
centralized cataloging
and processing services
are not available from
a system media center.

.

'

.

.00

ft

'

400-600
sq. ft.

7--

400-60
sq. t.

400r600
sq. It.

,
.

Locate near corridor
and freight elevators.

Decentralized. storage
in large schools.

Provide lockable
cabinets for storage
of equipment.

.

'-ded As needed 120-20
sq. ft.

120-200
sq. ft.

/

Requires additional
space-if major
service is not
available from a
system center.. t

-t''

.21
ka.



MEDIA CENTER(S): FACILITIES MAY tE CENTRALIZED OR DECENTRALIZED

I
FUNCTION

M-4^^..1111

MATERIALS AND
EQUIPMENT

_ STORAGE FOR
PRODUCTION

I

-Teachqr .

Oriented
Apiproach

(1)

RECOMMENDATIONS ACCORDING TO' EDUCATIONAL PROGRAM

Correlated
Materials
Approach

(2)

Intarated
Materials
Approach

(3)

Systems
Approach.

(4)

Provide copiers
and other
equipment as
needed.

120 sq. ft. 120 sq. ft. 120 sq. ft. Pr

to

(R

'MEDIA
PRODUCTION
LABORATORY*

Locate equip-
ment as
convenient
and desirable.

Locate, equip- 800-1000

ment as sq. ft.

convenient
and desirable.

.80071000

sq. ft.

DARK ROOM 150-200 sq. ft.
Locate where
most feasible
in the school.

150-200 sq. ft.
Locate where
most feasible
in, ,the school.

150-200
sq. ft.

Large school
more than on

150-
sq. tt.

s may require
e darkroom.

. Si
el
CO

Re
eNru

el
Mu
an
li

CENTER FOR
PROFESSIONAL
MATERIALS FOR
FACULTY

.

500-600 sq. ft. 600-800 sq. ft. 600-890
sq. fit.

600-800
sq. ftc

sit

-st

Lo
lo

P1
to
to

Ad
pr

STACKS Locate as needed,
for storage of._
textbooks, etc.

Locate as needed
for storage of
taxtbooks, etc.

400-800 .

sq. ft.

400-800
sq. ft.

St

of

22
at.



MEDIA CENTER(S): FACILITIES MAY BD CENTRALIZED OR DECENTRALIZED
7 .

RECOMMENDA IONS ACCORDING TO DUCATIONAL PROGRAM SPECIAL CONSIDERATIONS

eher
rated

meek

C

.terials
Approach

rrelated

(2)

Int-grated
Mat rials
App each

(3

Systems
Approach I

(4)

le copiers
her
tent asi1 0 sq. ft.

.

120 .' .

4
120 sq. ft. Provide ne essary

temperatureand
humidity controls..
(Refrige'rator for films)

equip- ,

s

lent
airable.

locate equip-
,,ent as

eyawient
and desirable.

800-1001 800-1000 I

sq. ft. sq. 'ft.

4.-14-

Sinks, running water,
electrical-outlets,
counterspace.

)
i ..

0 sq. ft.
where
easible
school.

i

150-200 sq. ft.
Locate where
most feasible
in the school.
a 3

150-200 150-200
sq. ft. sq. ft.

Large schools may require
more than one darkroom;

t,.

'
1.

Requires sinks,
running water, and
electrical outlets.
Must be light proof

equipped with
light locks.

. .

0 sq. ft.
`

.

600-800 sq. ft.

.
.

600-800 600-800

sq. ft. sq. ft.

- i

1

Locate near teachers'
lounge or staff room.

Plan for use as a
teachers' conference
room.'

' .

Adjacent to media
production laboratory.

1.-J

.

as nee ed'
:orage o
)oks, et .

Loeate as need
for storage of
textbooks, etc.

400 -800. 400-800

sq. ft. sq. ft.'

Stacks for overflow
of books

,
and AV material.

,
.

-

..

,-
. . 22

,
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MEDIAZENTER(S):' FACILITIES MAY BE CENTRALIZED OR DECENTRALIZED

FUNCTION

.

,

.

MAGAZINE
STORAGE .

RECOMMENDATIONS ACCORDING T9 EDUCATIONAL PROGRAM

Pot
pe
us

of'

.
y

Teacher
Oriented
Approach

(1)

,

As needed..
-

,

Correlated
Materials
Approach °

a (2)

As needed.

Integtated
Materials
Approach

(3)

.

400-600 sq. ft.

Systems
Approach

(4) '

400 -600 sq.

. t

ft.

OPTIONAL SPACE (DETERMINED AS NEEDED BY,SCHOOL PROGRAM)

t

-TELEVISION
STUDIO -,

. .

STORAGE

t;

ofrIcE WITH
WORK SPACE.

RADIO STUDIO

f .

COMPUTERIZED
LEARNING LAB

STORAGE AND
CONTROL FOR
REMOTE ACCESS

t
'40 ft. by 40 ftstudio

0 .

with necessary control space.
%

, 800-1000y5t.it:

'1200 sq. ft. .

20 ft. by 25 ft. stdio,with

. ,

necessary control space.?

90Q -1000 sq. ft.

.
900-1000 sq: ft.

7
'

i

:

:"

I

1 I

.
...

A
wi
hi_

Ily

Fo
vi

Pl

Ma
,fa

.

,

). .

V 23

'
0 '
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MIA CENTER(S): FACILITIES MAY BE CENTRALIZED OR DECENTRALIZED

RECOMMENDATIONS ACCORDING 71-EDUCATIONAL PROGRAM SPECIAL CONSIDERATIONS

_

For back issues of
periodicals. Consider
use, of microforms instead

. of bulk storage.

r

ed
ch

/

ed.
,

.

correlated
Materials
Approach

(2)

As nee ed.`

,

Integrated
Materials
Approach

,(3)

_

400-600'sq. ft.

a"''F6

.

Systems
Approach.

(4)

400 -600 sq.

r
.

ft.

.

ID As NEED Y SCHOOL PROGRAM)

-

/
.

.

,;

2

,

40 ft. by 40 ft. studio
, with necessary control space.

'
__
.

800-1000 sq. ft. ,

\

. 0
1200 sq. ft.

.

Q

I, 20 ft. by 25 ft-. studio with
. . necessary control space.

900-106 sq ft.

.

900-1000 sq. ft.
. r

..
. .

.

.

1 _

A soundproof studio
with ceilings 15 ft.
high and doors' 14,

by 12 ft;

For teleVision hoOsi
visual, etc'.

.

.

Place back-to
with studio./.

/''

May be nears television'
/

facilities./
-

Facilities
i to have

'response c4pability.

.

1

.

.

O

. ,

,

.

.

23
.
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.



OTHER MEDIA AREAS

FUNCTION

p

LARGE GROUP
'INSTRUCTION
AND AUDITORIA

AS

RELATION TO EDUCATIONAL PROGRAM

FT

These may he needed either for community
useor for use with,the instructional
program. SOphisticated instructional
programs may require large group instruction
rooms in several areas of the school.

1.1

4

1

Areas

Seat
15

Pres
Demo

Proj

0
At
A

:Off
Stor
,MAst

Lect

All le
over 1
gontai
floors.

A proj
rear of
necessa
seating

A proj
center
should

5For further information consult n C. Green, Educational Facilities with N

Washington, National Education Associat on, 14966.

* *ConSultative services' might be sought on this matter

24 3



.
. .

.
,1

OTHER MEDIA AREAS .
.

RELATION TO EDUCATIONAL PROGRAM
I

SPECIAL CONSIDERATIONS -

.

These May be needed either for community
.

use or. for use with the instructional
,pkogram. Sophisticated instructional
programs may require large group instruction
rooms in Several areas of the school.

.
,

.

4

.
.

- 4

, -

.

N.

% .

. .

.

- .

.
y _

Areas to be included:*****

.

Seating area for 100
1500 students.

Presentation platform
Demonstration stage;

10 ft. by 10 ft.
Projection areas, either

rear screen or in booth
at the_rear of the
auditorium

Off-stage set up area
Storage area ,

Master control console
Lectern

All lecture. rooms seating
over 1000 students-should

r

contain_ sloping or stepped
floors. .

4 projection booth at the
.:.---,44kir of the auditorium As

necessary for lecture rooms
F-

seating over. 1000.

-A projection station in the
center of.the auditorium
should be provided.

'

.

.

.

.

.

er
al.Education

services

.
,

.

,
information consult Alan C. Green, Educational Facilities with New Media,

.

.

Association, 1906,
,. .

might be sought on this matter .

.
. ,
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,OTHER MEDIA AREAS

FUNCTION

CLASSROOM AREAS

AO.

RELATION TO EDUCATIONAL'PROGRAM

More and more traditional classroom spades
are being replaced by flexible learning
spaces( ,Modern instructional arets may
be designed .to be" expanded, to be capable

'a!' serving several functions,or,to be.
capable of being changed at will by
students and teachers. Some. common

alternatives to traditional classrooms
with movable walls, and "Yearning area-
clusters".

NV
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Each cl
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16-2
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OTHER; MEDIA AREAS .

L6

I

1 ,

RELATIONTO EDUCATIONAL PROGRAM

More and more traditional classroom spaces
are being replaced by flexible learning ,

spaces.' Modern instructional areas may
be designed to be expanded, to be capable
of serving several functions-,.or to be '

'capable of beingshanged at kill by
students and teachers. Some common,

alternatives to traditional-classrooms.
.with movabp walls, and learning area '

cluster l".
4*

- ..t.:
.

. -

, 4 .

.

,

.

i
, - ./

,
e.

-*,

.

. .

.

.

4

.

SPECIAL CONSIDERATIONS .

Eaih classroom size learning
area should contain: ,

.

'16-20 linear' ft. of

. chalkboard
16-20 linear ft. of

tackboard -..
'

map and Chart rail
adequate electrical

outlets -- (in ppen
.

.

plan areas, floors ,

should be wired)
adequate shelving and

,
storage facilities
,including por....,table

, storage units
projection screen with_
wall mount or other
fixed mounty

,darkout capability or
other suitable provision° ,

. for audiovisual.pre-
sentation :

wiring for coaxial cable'
if cable or' closed

,eircuit television
is to be used in the
new school.

25
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OTHER MEDIA AREAS

FUNCTION RELATION TO EDUCATIONAL PROGRAM SPECIAL

N/""---7--"'
COMMUNICATI S ENS

Telephone and/or
Intercom systems

Required by all educational programs. '

0

Should corm
the school:

Public AddressSystem

/

Required by all, educational programs.
. 4

':/.=-

May be tied
access syst

Should "'corm

in the scho

!

.\, Coaxial Cable & .

Closed Circurt
-.

Television Systems,
***** -

,

As needed depending on the educational ,

program and the opportunitieS for cable

broadcasting in the,comMuOity.
.

Schools should be-wired for coaxial cable
to accommodate future installation.

, Should .conn

tional area

Consider de
videotape :

before sele

DialAccess-tystems
1, *****

,

-
:

-

,.0

'N\,,

1

.

As needed depending on program.

.

.

A .

May connect
areas `in th

closed -cite

systemv and

't May have co

capabilitY,
. ,

-Cdndider-r-
audiocasset
selecting s

Remote Control Systems
(such as- fireless
loop systems)***** =

As needed for listening and Viewing
capability in, the'media centier:

Consider re
equipment p
selecting s

1°

.
,,

1

** ***consultative services might be sought, on thii.mattery

, A
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OTHER MEDIA AREAS

,RELATION T,) EDUCATIONAle PROGRAM
SPECIAL CONSIDERATIONS

jRequired by all educational ,programs. Should connect all rooms in

the school.

tem Required by all educational programs.
May 6 tied into th0 dial
access systems.

.

Shoul0 connect all rooms

in the school.

As needed depenaing on the educational

program and tht-opOortunities CO cable -

broadcasting int the,community.,..

Schools should be wired-fo coaxial cable

to accommodate future'ihStallation-

Should connect all instruc-

tional areas.

Cohsider developments in
videotape and videOcassette
before selecting system.

As needed depending on program. May connect-all instructional

areas. in the school'it tied .info

-closed-circuit television..
system and intercom tystei.

May have computer retrieval

capability.

Consider recent advances in
audiocassette players before
selecting such a system.

steps As needed for listening and viewing -

capability ih the mecca ctnter.

Consider recent advances in
equipment poftability before
selecting such a'system.

onsultative services might be sought on.this matter.

26
3 3 ck.,





A L,TERNATIV-E

f

Iniplanning for media facilities as in.cat skinning there is always more than one

wary of attaining an objective., Not only are there many alternatives for meeting each

need but undoubtedly, the most-useful approach to meeting each need,Wrill require a

combination of several alternatives.

Below is a review,of the functions of most media,programs, an enumeration of the

alternative methods of fulfilling each function, and a discussion of some of the

advantages and disadvantages of the more common alternatives. To,simplify discussions

of-these alternatives,.the functions on pages 16 to 25 are consolidated into eight

generalized functions.
'

1. FUNCTION: PROVISION OF LEARNING MATERIAL S \FOR TEACHERS AND STUDENTS. Possible alternatives:

classroom bookshelves; rolling bookshelves; textbookyclosets; department offices;

departmental resource centers; house resource centers; central media center. Here

are some of the more commonly utilized alternatives.

a: QrassroOm bookshelves

- allows close teacher control of materials
= materials can only be used by one class and one teacher (unless they are centrally

indexed and periodically rotated) I,

Supply and variety are limited
It A

. 4

allows easy student use under teacher supervision

/extbook storage rooms

- arrangement of materials is usually dictated by location of closet or department

organization
- materials may be inventoried but are not usually indexed or categdrized

not readily available for use by either teachers or studentli

'Departmental offices or departmental resource centers

- materials and r control of the department head
materials ,as ly available to teachers in the department,:but may not be easily

available to eacher -s in other departments

- materials not usually indexed or catalogued

27'



.- student work. area fs necessary to provide",easy access to'materials
- central location among classrooms areas is- essential for accessibility

- professional Staffing is usually the key to the success of departmental
resource-centers 4

- may encourage team teaching withinfthe department but discourage team teaching

between departments
- if students use the center, provision of staff for tutorial services is necessary

d. Rouge resource centers

- materials easily accessible by students and teachers in each house

- may discourage departmental Organization
- materials may have to be ddolicated in each resource center
- each center must be staffed by media specialists to be successful

may encourage inter - departmental teaching, but discourage team teaching within ,

a departmentl(as does hOttsiorganization within A school)

e. Central resource Center'

- materials readily available for student use .

- central location among ClassrOom areas, and/or effective delivery and loan system
is essential to encourage maximum use of materials in the classtoom

- adequate staffing is essential to assist teachers and students

- large space may be dehumanizing - no more than 100'students should be seated together

- requires least amount of duplication of materials
- allows students and teachers contact with the widest variety of materials'

- assumes greater student independence in using materials

FUNCTION: PROVISION OF INDIVIDUAL, SMALL GROUP LARGE GROUP READING, LISTENING-AND VIEWING
FACILITIES.- Wssible alternatives: cla4srooms with darkout shades, equipped for media
presentations; classrooms with individual study carrels equipped for use with AV equipm
classrooms with informal listening-viewing nooks; individdal study carrels in the resour
centers or the central media center; seminar rooms and pcoject rooms; separate lecture
areas suitable for audiovisual presentations; closed cirkuit television; and remote acce

,systems. Below are some key characteristics of the dominant types of alternatives.
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a. Classroom listening and viewing facilities

b.

- teacher can use audiovisual materials with an entire class

- teacher can retain close supervision while allowing individuals to use materials
individually

- use of slides, films or filmstrip projectors requires darkout capacity

- group use requires some availability of sound separation from other teaching

areas, electrical outlets and-projection screens
- group or individual use requires eqqipment to'be borrowed from another area or
duplication of equipment in each teaching area

'Lecture halts or multi-media'VieWing room

- if properly equiPped,, provides maximum large group viewing environment

- requires moving or rescheduling of,Class
- equipment is usually in fixed location
- space is of limited use - so use must justify expense of facility

c. Individualized listening. and viewing in mediacenter or resource center

- most economical method of providing individualized listening and viewing

- student may or may not be isupervised.by teacher
- close cooperationbetween media s aff and teacher is necessary.

- facility must be easily acceasibl to students at all times

- allows for complete integration of listening and viewing activities with individual
study activities such as use of books, magazines, and manipulative materials

,#.
.. -

Conference rooms or small seminar roomsd.

- should be easily'accessible to classroom, materials center and equipment., center

- should be capable of being darkened
- should be adequately ventilated and adequately soundproofed.ti allow group use

of AV equipment -

- should be capable of adequate supervision and should be accessible to faculty

assistance.as needed
- can beused for many purposes

29



e: Library. classrooms or project rooms

- desirable if edltional program contains provision for group instruction in

library or research 'kills
- may be desirable for xlasses working on re earch topics

\11

. 1UNCTI ON: PROVISION OF OPPORTUNITIES FOR KIDS TO RELAX, READ FOR ENJOYMENT, 'BROWSE THROUGH,(

MAGAZINESaLISTEN TO MUSIC. Possible alternatives: student lounges, house resource/

centers, central resource center, off-campus privileges;

4. FUNCTION: PROVISION OF AUDIOVISUAL EQUIPMENT'AND HARDWARE FOR TEACHERS AND STUDENTS.

Possible alternatives1 storage in classrooms, mobile group' carts, equipment closets,

departmental offices, resource centers, central media center, system-wide audiovisual

center.' Here are some of the advantages and disadvantages of the more common

alternatives:

a. Classroom storage of equipment

- easily-accessible to students.and teachers

- may'or may not be accessible to instructional materials

- economically unfeasible for most items'since equipment. Must be duplicated for

each classrooi
- suitable for some kinds of equipment which should be available to each classroom

e.g., overhead projectors
- less easily securable but decentralized location may discourage robberies

b. Equipment storage rooms in strategic locations in the school

r

- may or may not be easily accessible to teachers

- may not be easily accessible to students

- equipment must be moves before it can be used

- must be centrally administered for adequate supervision:

es)



c. 'Storage in departmental Offices or resource centers

- under departmental control
- accessible to teachers
may ormay.not be accessible to students

Storage in central resource center

e.

- accessible to teachers and students .
- requires effective delivery service to classrooms
- resource center must_ be centrally located `(near freight elevator in multi- storey build1

- equipment is located near materials ,

- easily superviSed and securable MO centralized storage may encourage robberies
- audiovisual supplies and repair facilities may be Iodated near equipment

- must be adequately supervised - staffing. is essential

System -wide audiovisual equipment center

7 inaccessible to teachers and students
- requires effective ddtivery service. to Schools.,

- requires effective booking and -request systeM which can, be easily used by teachers

- easily supervised, but centralized. storage may encourage robberies

- may be theonly economically feasible possibility for provision of certain expensive
kinds of equipment (e.s., video tape recorders, movie camera, etc.)

- system-wide center is more if located in a school to encourage

maximum use ofAquipment

FUNCTION: PROVISION OF MEDIA PRODUCTION FACILITIES FOR TEACHERS AND'STUDENTS. Possible

alternatives: mobile production carts; copying and production machines in administrative
offices, departmental offices, or teacher stpff rooms; centralized audiovisual production
areas; production areas in resource centers; syste67wide central audiovisual production

center. Below are mome characteristics of"the more common alternatives:
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a.

b,

c.

d.

e.

Production equipment in administrative offtce

equipment is under administrative control
- copying equipment can be readily used by administration

- teachers must disrupt administrative routine to use equipment

- equipment not accessible to students

- equipment not located ne#r educational materials
t.b

Production n-equipment in departmental offices or departmental resource centers,

- under departmental control 'A
-oftenlocationisconvenientiorciassroom teachers,
- may be located near ,teducationarmaterials

- may, or may not encourage student use depending on faculty policy'

- some equipment is'tOo expensive to be duplicated in each department office

PrbductiOn equipment in teacher staff rooms

- may be located near professional materials
i-

--convenient forteacheit use .

- inconvenient for student use
little supervision or technical assistance available.

Audiovisual production area in resource center

-,easily ac ess le by teachers and students

- production ipment need not be duplicated in other areas

- can be effectively supervised

- p ion of adequate technidal, graphical, and production
as istance is essential

Syst m-wide central audiovisual production area

' - not easily accessible by teachers and students

- must provide effective graphic services and delivery services

- can be adequately,supervised
- may be the only economically feasible alternative for providing sophisticated

production equipment for television production, video tape, film production,

production of color transparencies
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. J1 I
, TFUNCTtON: PROVISION OF PROFESSIONAL MATERIALS AND ASSISTANCE TO FACULTY. rotsiblealternative

c,_ professional section in central resource center, separdte professional resource center, ,

.

system-wide ceikralized.profession4 resource center, professional reading shelves in

.

staff rooms, professional collections in departmental offices or resource centers,

professional material in house teacher workrooms or team unit workrooms.

FUNCTION:, INFORMING TEACHERS,ANDSTUDENTS WHAT MATERIALS ARE AVAILABLE FOR LEARNING WITHIN THE

SCHOOL, SCHOOL SYSTEM AND COMMUNITY.. Possible alternatives: store all materials togethe

andrproliTcTri index or catalog to them; store materials.in separate collectionsand Oro-

vide a central catalog to them; store materials in rotating collections with accompanying

catalog. Catalogs could be traditional card catalogs, printed indexes, computer print-

out indexec,or computer print-outs provided, in immediate response to a specific infor-,

mation request. The larger and more decentralized the materials collection, the more

sophisticated the cataloging system will need to be.

FUNCTION: PROCESSING AND CATALOGING OF NEW MATERIALS. Possible alternatives: buy pre-process

materials (but not all materials are available pre=processed); provide system-wide

central processing center; provide processing area in media center; process materials

separately in each resource center. Naturally, the choice of alternatives will be

strongly influenced by the alternatives chosen above concerning how the materials

will be indexed. Nevertheless, most schools attempt to buy as many pre-processed

materials as possible even if they have-centraf processing.centers. The use of

sophisticated indexing systems such as. computer catalogs will increase the need for,

local processing facilities.
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QUESTIONS FOR SEIECTINOI AlT)ERNATIrE.S,

Th e qUestions should be asked when considering among the alternatives just outlined.

How large will the school.be? How many,students and teachers will it hold
when it opens? When is it,filled to capacity? Will theschool,donsist
of one building, or more than one. uilding? *How many floors, is the
school expected to have? an addition to the school contemplated
for the future?

What'are the specific media needs of the educational prograM-of Xhe school?

How will the'school be organized? (i.e., open plan, family unit, house plan,
grade or departmental organization?)

What are the needs of the children who will be attending the school? (Consder
factors such as age level, interests, social background, special abilities
orodisabilities).

Is community use of the school contemplated? If so, in what way?

What is the structure of the administration of the media services and instructional
, resources in the school system? Are any changes projected for that administration?

Are centralized cataloging and processing services available in the systeM?

Is there a central media production center in the system?

What centralized collections, if any, does the system maintain? ee.g.,profeasional
materials, film collection, etc.)

The answers to these questions, and the alternatives selected should indicate what modifida-
tions; if any, need to be made in the total, space recommendations suggested on pages 17 to 26.
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'LOCATION OF MEDIA FACILITIES

When the alteinatives have *een chosen it is possible to determine with exactitude the space.

requirements/of the different funttions of each media area in the school. Whether the media

facilities tend to be centralized or decentralized, the total space for eachfunction should

be based on the recommendations given on pages 17 to'26. Thepurpose of this section is to .

help in the dexelopMent of these requirements. o

The LOCATION CiF'THE MEDIA FACILITIES within the school can be a major factor, in their success

or failure: Below,aresome generallydesirable7characteristicU4or their location.

Central Media 'Center

- .Iodate conveniently in relation tia:'Classrooms

- locate with easy access to loading and delivery area ...- 'r.,,, ,

- to facilitate receipt and discharge of putterials at an outside UerVide area, ramp&

or lifts shOuld be provided in multi-storey buildings to facilit4te movement of

materials and equipment in the school '''. .
- '

.-
- locate to altOw future expansion of the media collection ,

- adjoining areas if possibleshould house activitiesxyhich Could be moved

to other -parts of the school as the instructional programs of the School

and the media program grew . .
. .

.--locate such that the reading,and listening facilities in the center will be
\\N quiet areas , .

,-
.

locate near teacher offices, staff room and/or departmental offices to encourage

teacher use of the facilities .

.
.

.

- locate so that the medienter can be used in the evisnings on the weekends,

during the summer without..mening the entire school

House or Departmental Resource Centers

- locate near classrooms in that department'(or house) ,

locate near department head's office and department (or house) teachers' workspaces

if possible locate near central media center or other departmental centers

to encourage frequent interchange of Materials and services

Large Lecture Rooms or Auditoria .4-,

-.locate neat major entranbes to the school to facilitate

- locate convenient tojhe.claSsroons which will be using
locate near conference areas or seminar rooms to permit

large group presentations

35
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All mega facilities musbe planned with adequate consideration for Environmental Controls

such as heating and ventilating,. sound control, lighting, electrical wiring and power,
andplumbing.

1; 'AIR CONDITIONING

. .

Special temperature and humidity controljs .necessary for the storageof microfilm;

film and materials for audiovisual ptoduction. ' Special provision for Adequate temper-

ature control and ventilation must be made for large group instruction areas, fovgroup
previewing rooms andlor any areas where. large duplicating mac Ines will be operated.
Air conditioning is recommended for these areas. Finally, if t eschool is .intenged to
be,used.during the summer', air conditioning-of all me ia facilit es is'j5commended.*****

er-4

SOUND

Sound control is a majoeconcerd.in all media faciliti Sound abs thing draperies,

upholstery and carpets should be used in leading, 11.4teningi viewing, conference,

-and office areas, Floors in other areas such as mediaproduction lab or group'

,,pur0Ose rooms should be covere4 with sound absorbing tile or cork. Ce lingsand wall.

coverings should be designed maximum sound control. Typing rooms, mall group

previewing areas, production studioi and large group instruction areas emand special

, sound control which may require expert opinion.*****

3. PLUMBING:

Running water required in4he media production lab, darkroom, and the edia center

workroom. It will also be. necessary in any group project rooms and large roup instruction

facilities which will be used for science instruction;

. LIGHT

41 I

The Amer44 Institute of Architects recommends that classrooms, large.and small group
instruct On_areas and reading, listening, viewing areas have a minimum light level of 30

candlepower. Media'productionareao require' 50 candlepower illumination.

'\ *****Consultative services might be requested
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Darkout capability is required in all classrooms where audiovisual presentations will be

made, in seminar rooms, conference room's., group Viewing,rooms, group project areas,

darkrooms and large group instruction areas.

sight control in these ateas may be handled by':

- elimination of windows entirely -- essential for darkrooms and pr iewing rooms
I

- fire7resistarit, opaque draperies on traverse rods

- fullclosJ Venetian blinds
-.black-out shades

%
/1, .. .

4ght control, devices should not cover dr.interfere with the Operation of air intakes

Or outlets. Skylights and clerestories in these areas should. be avoided. Dimmer

switches to permit gractual adjustment of light should be provided.
'

Darkrooms require special.lighting arrangements with light-blocks and safety lights.

5. ELECTRICAL WIRING AND POWER _J

l'In the media center(s) the floor should be dUcted and wired for power' and communication

lines which will enable the use of "wet" carrels in any area of the media center. The

circulation area must be wired to permit use of electric charging machines. Conference

areas and seminar,rooms requie a minimum of two doUble outletiin each room. Production

areas and group project rooms vequire continual gli-in &trips at counter .height level

on all walls. Preview ateas. Should be wired with either a continual pluf-in strip or

,

.Ivit leut three double;e1Sctrical outlets.
1.

.\ ,

,IClassrooms should contain at least three double outlets on -each wall. Raceways ,

should' be provided for gpmmunication lines both within the classroom and between the

classroom and other areas.of the school. Open plan areas should have floors ducted and

wired as iii media centerpeas.

,

-

Large group instruction areas. have special electrical requirements. * * * * * .Doub e'

eleetrical-outlets fed by multiple circuits independent of the house lights and fused--

for thirty amperes should be placed ,'

- every six feet along the base at' thy front of the stage

- at-least two in each wing of the stage .

- two-at the back of-the auditorium and two "approximately half way back

- four 'in each projection booth or in smaller auditoriums., two in the

,,4

4 4 .

elevated projection areas . '
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Speakers should be wired so that they may be fed by the central'communication-

and projection equipment without, using long connecting cords. Inputs for sound

transmission- should be placed beside all power outlets. A.separate area in the

stage wing should be provided to house controls for'the central communication sys-

tems (teleirision, Sound, P.A. systems, etc.) the lights, curtain,.and projection %

screens. House lighting controls should also be provided at the rear of the audi-

toribm. Microphone inputs should be installed at ten foot intervals across the

stage, at the back of the stage, and to allow for an overhead microphone which can

be lowered to the center of the stage. Microphone inputs should also be located

in several places in the seating area of the auditorium to allow audience par-.

ticipation.

Communication systems should link all areas of the school.***** All areas in

the media center, the resource centers, alUclassrooms, and small and large group

instruction -areas should be connected by pdtlic address system and by intercom

. or telephone. If dial access facilities will exist in the school, all areas should .

be wired for dial access request and retrieval. Wiring for coaxial cable is recom-

mended in all media and instructional areas 4o permit-future installation of

Closed circuit television of the use of cable television.

*****Conspltative services might be requested.-

1
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LOCATION OF SP-ACES
w

f 4141.N THE MEDIA CENTER

Within the media center or resource centers the spaces for each function should

be inter-related according to the relations betWeen the functions. The following

suggestions may prove, helpful in preparing educational specifications.

CIRCULATION AND DISTRIBUTION

-Circulation Area: Locate near the central entrance (for.control); near
the reserve collection, and the audiovisual equipment area (so that
all materials and equipment can be circulated from. one area). Locate
near the work area (for .the convenience of the clerical staff).

-Card Catalogs and Periodical Indexes: Locate near the reference collec-
-tion and convenient to the administration area.' Locate 'the periodical
indexes convenient to the current periodicals,, microform collection .

and back periodical storage.

)
MATERIALS COLLECTION

-Reference Area(s) should be located near the desk(s) of the media
specialist(s), near the periodical indexei, and near the card
catalog.

-Audiovisual Materials could be housed on separate shelves, in
storage' cabinets,_ or interfiledVithe,books on open shelves
according to subject. Whatever arrangement is. planned, the
listening and viewing argas should be conveniently close to
the materials.

-Magazines should be located near periodical indexes and,mear the
microform readers for back issuesipf microform.

-Miist schools, especially secondary schools, will require some
Reserve. Area where materials in great demand can be shelved
for limited periods of time..

-If the media center or resource center teto house the textbooks
for the school, then special provision will have to be made-
for their storage.
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INDIVIDUAL LISTENIG AND VIEWING/
Rows and rows of carrels which create an institutional atmosphere should
be avoided Whenever possible. Instead mix seating types such as carrels,_
small study tables seaqng two to four students, easy chairs and 7fue-
aeating suc as bean bal. chairs,. foam seats, cuehions, etc..

SMAWGROUP VIEWIN - Locate near production area.

CONFERENCE ROOMS Locate in quiet section of the media center.

6

GROUP PROJECTS -.7Lb-Cate near the main entrance, near the card catalog, and
near the reference area (to facilitate usa:of the area.forelassprgjects

\

with mini 1 disturbance of others using the media center.) .

: .
.

f

ADMINISTRATION - ocate convenient to the reference area, near.,the professiOnal
resource erterand the production. center. Also-, desk space for media
.specialis drin the reading, listening, viewing area should be proyided.

WORKSPACE- Loca e near the administration area,, near the circulation and re-
serve ar a, and near the AV equipment-storage area.

.

A
AUDIOVISUAL E U PMENT: DISTRIBUTION 'AND STORAGE'-Locate near production area,

near mai tenance area, near main circulation area, nearTstaff work area.
Locate o a main corridor dope to a freight eleVator. Storage should``

be dece tralized in large schools. Provision should be made to-allow .

.equipme t to remain available in classrooms and in the listen- viewing'
areas o the media center.

MAINTENANCEANDREPAIRSERVICE-Locate near .a freight elevator and adjacent
..to-themajorequipmen(dielribution and storage area
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MEDIA PRODUCTION LABORATORY -7 Locate adjacent to the area for materials and

equipment for production; locate near the.areas for professional

materials and Administration.

DARKROOW.= Locate with consideration regarding other photographic areas in

the school such as the art rooms or graphic arts production workshops

(in vocational schools). In media center, locate adjacent to media

production areas.

CENTER FOR PROFESSIONAL MATERIALS 7 Locate adjacent to the media production

laboratory. If possible, locate convenient to teacher's lounge or

department of5ices.

STACKS - Locate near reserve area or as reasonable depending on what kinds

of material will be housed there.

MAGAZINE STORAGE - LoCate convenient to currenNlagazine shelving, periodical

indexes and microform readers.

TELEVISION STUDIO - Locate convenient to media production area, with due
consideration4or ceiling requirements. Consider locating near or,

adjacent to large group instruction area or.auditorium.
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FURNITURE AND EQUIPMENT CHECKLISTS
Often the educational specifications will include provision for the furnishing and equipping
if the school. If the architect's contract is to include furnishings, then the educational
specifications must include these sections. If not, they may be developed later. :Regardless
of when the furnishings and equipment are specified, the earlier they are considered -the better.*
Below are checklists of furniture and equipment which should be included in media' facilities.

FURNITURE FOR RESOURCE CENTERS:

Shelving or storage cabinets including mobile units for:

books
picture books
paperback books
magazines

slides
tapes and cadettes
records
transparencies

maps and charts
posters, art prints and st:d-y)prints

programmed materials
manipulative materials

(I

newspapers
pamphlets
pictures
microform

16mm films
filmloops
filmstrips
sound filmstrips

models
art objects
games
realia
kits

Additional shelving for offices, conference rooms, project rooms, work space and stack area
, .

SStuuddii Carrels - wet and dry

Chairs - including study
Stacking chairs f

airs, easy chairs, "fun" chairs, cushions, benches, etc.
r preview areas.

*****Consultative servibeSAmight be requested.
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tables -.including study tables to seat two to four students, 14 tables for lounge areas,

reference tables, project tables for production and project areas, conference
tables and typing tables.

Circulation desk

Book return bin

Atlas and Dictionary Stands

Periodical Index Tables

Counters - for production lab, work areas, AV equipment storage and repair areas

Lockable cabinets - for AV equipment storage and repair areas

Desks and Chairs - fqr professional, technical and clerical staff

Stools - for use at counter areas and circulation desk

Display shelves, bulletin boards, etc.

Filing cabinets - both letter and legal sizes
(

NOTE: The heights of all furnituis should be determined by the 'Ages of the children.
x. )

EQUIPMENT FOR MEDIA CENTERS AND DISTRIBUTION TO INSTRUCTIONAL AREAS
6

16mm projectors
8mm projectors
2 x 2 slide projectors,
filmstrip projectors
overhead projectors
filmstrip projectors
2 x 2 slide viewers
filmstrip viewers
sound film strip viewers
television receiver
radios

record players
audio-tape recorders
(reel to reel and cassette)
listening stations
videotape recorders
(reel to reel and cassette)
projection carts
'(24" tall, 48" tall, and 52" tall)
projection screens
(wall mounted and tripod)
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micro-readers
micro-reader printers
typewriters
primary typewriters
microprojectors

copying machines
duplicating machines,
dry mount press
transparency makers
(including black and white heat

process and-cliazo process)

it-

television distribution system
'television camera
television lights
wireless loop systems

16mm camera
8 mm camera
35mm still cameras
film rewinds
film editor and splicers
copy camera and stand
rapid-process camera
darkroom equipment
including enlarger, washer, print dryer

tape splicer
tape duplicator
slide .reproducer

dial access equipment
closed circuit television
electronic data
processing equipment

`1

Each classroom should be equipped with a 70" x 70" wall - mounted- non-glare screen.

a

NOTE: Even if the architect's contract will not include furnishing and equipping the school, it is

essential to adequately BUDGET for the furnishings, equipment and educational materials for

the new, school during the planning phase. This is because the amount of state schoolrbuildin

assistance will be determined on the basis of these budget figures.

6For recommendations on-the quantities of audiovisual equipment needed

for schools, consult the ALA-NEA Standards for School Media Programs, 1969,

pages 45 -49.

4
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WRITING UP THE 'SPECIFICATIONS

Although most of the essential decision making is now completed, an important portion

of the task still remains,_the actual preparation of the educational specifications for

the architects.

In writing up the educational specifications it is important to state the program needs

concisely and clearly, yet as completely as possible. The orgalyization of the educational

specifications may be approached in numerous ways, but we suggest the format described

below:

1. MEDIA SERVICES PROGRAM - ITS RELATION TO THE EDUC TIONAL PROGRAM OF THE SCHOOL.

Begin with a brief statement concerning the progr of media services in the

proposed school which describes how these servic are relaxed to the educational

program. This statement will follow logically from the decisions reached by the

procedure described in this brochure.

2. THE BASIC ORGANIZATION OF MEDIA FACILITIES - THE RELATION OF TasE FACILITIES

TO OTHER AREAS. Next outline the basic de4isions concerning the organization

of media facilities in the new school,, such as. whether the facilities will be

centralized or decentralized and how these spaces should be related-to other

spaces in the school. It is essential to make explicit here the reasons under-

lying any decisions concerning these relations of spaces. This will help the

architect in the designing of the building. If the architect knows the reasons

underlying the specifications he may be able pc) suggest more innovative alternative's.

3. AREAS WITHIN MEDIA CENTERS LISTED Y FUNCTION - WITH-SPACE RECOMMENDATIONS, DESIGN

CONSIDERATIONS AND SPECIAL NEEDS PECIFIED. Now, function by function, set down

the necessary characteristics for etch media area as follows:

a. function
b. space recommendati
c. design consideration , relation to other media areas,

and special needs.

4. If the architect's contract is to include furnishing and equipping the nek tactility,

it is important to append a list of FURNISHINGS AND EQUIPMENT to be located in

otheelliedia facilities.
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It has.been clear throughout this plgnning guide that the preparation of these

educational, specifications for media facilities must be a joint effort of sidents,

faculty, administration, building needs committee and toWnspeop/e. Therefore, when

the specifications are completed they should be presented for review to the adminis-

tration, to the faculty and'to the building committee.

Questions and comments should be received with interest and additions or changes

made as needed.
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AFTER THE S.PECIFICATIONS

et.

With the appioval of educational specifications the major work of the planning group

will be complete. Major responsibility for designing the media facilities will now shift

to the architects, who will'use the educational specifications as their guide. The ie-

sponsibilities of the planning group are not entirely finished, however,-for the architects
will want to'conSult with them during various stages of the planning process. Nearly all

architetts follow a similar design process and most will elicit their clients' reactions

during each phase of that process. The standard deSign process has 4 phases:

Schematic Design:. Here the basic relations among the major areas in the school ,

are worked-out andthe broad decisions concerning location of media facilities

are made. Do not'expect to see floor plans'during this phase;.the architects
will express their ideas in schematic diagrams and "bubble .diagrams".'

Design Development: In this.phase; the relations of

out im detail. Finishing details and exteriors
use floor plans, artist renderings or models to

the internal spaces arei worked

are developed: Architects may
illustrate-their-thughta

Working Drawings: In this phase, the construction details, tile
n

mechanica equipment

systems, and the wiring and electrical systems are all miutely sp ified.

Understanding the details worked out in this phase requites a high degree of
technical,expertise, and is beyond the scope of most laymen.

* Interiors: If the architect's contract calls for equipping and furnishing the school,

then the interior designer will work out the arrangement of the furnishings.

'Wall finishes,. carpeting, drapery, and other, wall coverings will be selected in

addition to- furniture and equipment: Art objects and paintings may also be specified

'In each of these phases, the architects bring'their particular skills to bear on the

problem which the authors of the educational specifications have posed for them. The

design of successful media facilities requires a delicately balanced cooperation

between the architect and the educator. T1e educator poses the problems; the archi-

tect proposes the workable solutions.. When the cooperation is successful, the results

are an inspiration to both as well as a pleasure to the students and community.
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APPENDIX-

'MASSACHUSETTS SCHOOLS WITH,EXEMPLARY MEDIA FACILITIES'

The schools listed here contain media facilities with characteristics
0'

of interest.to.MassachusettsFeducators. No facility 'is perfect, each

has strong points and weak points. This list is not,intended to be

exhaustive.

Wildwooa School, Amherst .
are intershelved with

0

Bancroft School, Andover
Open-plan school.

Elementary. Audiovisual materials

books. Open-plan school.

'Elementary. Award---winniag design.

Attleboro, Middle School, Attleboro.

Belmont. High School, Belmont. Dial, access facilities.

1

NasHbba Valley Regional High School,- Bolton. Wireless loop

syqem: Outstanding furnishings:

Joseph Lee School, Boston. Elementary. Inner-city school.

Brocktdn'High School, Brockcon. 5000 studerit school with

-4 resource centatg..

Pierce School

Burlington Hig
a house sys

Brookline. Kindergartenthrough eigth grade.

School, Burlington., Central media centertin

ein school. Outstanding furnishings.

Concord Academy, Concord. Performing arts building includes
auditorium and media facilities.

Falmouth High School, Falmouth. TeleVision

Plymouth River School, Hingham.,,,Elamentary.

',Pollard Junior High School, Needham. Limited dial access systems.

Newton High School, Newton.

-Burgess Elementary School Sturbridge. Open-plan media center

in the middle of an open-plan primary school.

A

"-ton High School, Weston. Award winning library..
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APPEND6 IXt. ADDITIONAL SOURCES ON SCHOOL MEDIA FACILITIES

Then literature available on school media facilities is so plentiful

that it would be foolish to attempt to list'it all here. Those in-

terested in further information should consult Education Index and

Library Literature. The magazines Nations Schools, School Library

Journal, Audiovisual Instruction, Progressive Architecture, and

Architectural Record also regularly contain articles on school media

facilities. Below are a few of the major sources found particularly

helpful in' preparing this brochure.

American Library Association and the National Education Association. ,

Standards for School Media Program. Chicago, A.L.A, 1969.

BrOwn, James W., Richard B. Lewis, and Fred F. Harcleroad. AV nstruc-

tion; Media and Methods. New York, McGraw-Hill, 1969:

Educational Facilities Laboratories. Design for ETV- Planning far

Schools with Television. rev. ed. New York, E.F.L., 1968.

. Educational Change and Architectural Consequences. New

York,York, E.F.L., 1968.

. The High School Auditorium: Six Designs for Renewal.

New York, E.F.L., 1967.

.

1971:

High The Process and the Place. New York, E.F.L.,,

. ,itlaces and Things for Experimental Schools. New York,

E.F.L:, 1972.

. Schools: More Space, Less Money. New York, E.F.L., 1971.

Kllsworih, Ralph E. and Hobart D. Wagner. The School Library.

New York, Educational Facilities Laboratories; 1963.

Green, Alan C. et al.. Educational Facilities with New Media.

Washington, D.C., National Educ006 Association, 1966. -

Taylor, James L. et al. Library Facilities for Elementary and Secon-

dary Schools. Washington, D.C., Office of education, 1965.

U.S. .Office of Education. A Child Went Forth. 16 mm film'produced

in conjunction with the American InstitUte of Architects. Washington,.

D.C., Office of Education, 1970. 4r

A2



13'

APPEO OR AX: EDUCATIONAL SPECIFICATIONS F HIGH'SCHOOL MEDIA CENTER
- (For a School, of 2400 Students)

I. General Space considerations for the Media Center

;A. Total space recommended: '20,340 square feet

B. General considerations for focation of media center

1. Locate away from noisy areas.
2. Locate in a place easily accessible by students and teachers.
3. Locate near 'departmental offices.,
4. Locate so that the media center can be used after school hpurs,

in the evening's and during the summer - 1.e., so that the media
center can be opened separately from the rest of the school. 7

5.. An area for student socialibility external to the media center
is essential. If such an area is not provided, students will

. -usurp the free and,relaxed setting of the media center for
this baSicneed.

Locate to facilitate,receiving,and delijery of materials and
equipment within the school. Ramps or elevators &Fe required
in multi-StoreY*structures.

7. Iiircate to.permit possible future expansion.

II. Specific Space Requirements'

A. Entrance, Distribution and Circulation

1., Space ReeomMendation: 800 square feet
2. 'To be provided

.a.'- Display area

'b. Exh

i

bit facilities
c. Coping equipment
d. Car catalog
e. Circulation desk from which all materials,Jrint and

non7print, and audiovisual equipment pan-be charged
3. Location Considdrations

a. Locate.near main entrance to media center.
b.' Locate near audiovisual equipment storage area.near

.

c. Locate near reserve shelves or stacks.
.)

d. Locate par reference Collection. %,.,

e.. Design-one circulation area to charge all materials and
iequpment. - .

.

f. Design circulation area such that one section opens, directly

41,

on a maincorridor to facilitate circulation -of equipment.
g. Circulation'area ghould be wired for power.

B. Individual Reading, Browsing, Listening and Viewing

1. Space RecOmmendation: 9000 square feet with 6000 square feet
for individual study carrels to*accomodate 300 students

'A3
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2. To be provided
a, 300 carrels electrically equipped for listening and

viewing audioviSual materials
b. Informal lounge furniture in browsing. areas

c. Individual study tables

d. Study tables,to accommodate 2-4 persohs
e. Area should be ducted for power, and co-axial cable,

3. Location Considerations
a. Reading and browsing spaces should be divided so that no

more than 100 students should be seated in each area.
In dividing this space, it is desirable to locate separate
seating near th&-tiverials of different subject clusters

4 (e.g., humanities,area, math-science area, social
science area ind vocatip4Wtechnical area).

All possible attempts Sh6airbe madeito'promote a quiet,
humane atmosphere in this area: carpeting, small spaces,
acoustical,trOatment for walls and ceiling, drapes, uphol-
stered furniture should all be utilized to the fullest
extent possible'to create this atmosphere.

. Spaces should be planned to provide for adequate supervision-
.°by litaff. A

C. ShelVing

1.. Space reconOlendation: 3090 square feet of,open-shelf area 4
(5000 .linear feet okshelvine

2. To be provided..
a. Space for 50,000 books including reference collection
b. Space for open shelving for 5000 filmstrips,- 3000 8 mm.

-ftlMstrips and 10,000 tapes or disc

filmstrips;

c. Reserve shelves for books and AV.materials receiving
extensivq use should be provided near the circulation

desk. 3d0 linear feelvf shelving'should be provided
for thit purpose.

d. Magazine shelving - see M.\

3. Location considerations A
a. Consider dividing shelving according, to subject areas and

locating with student reading, listening and viewing areas

as suggested above.
b. Use shelving to break seating spaces'into more intimate and

humane areas, but with considerdlion for adequate supervision.

c. If shelving 'Is divided by subject area, shelving for audio-
visual materials shoyld be likewise divided,

D. Conference rooms: for small group (2-8) discussion, listening, viewing,

and for student-teachr conferences

1. Space recommendations:. 11..rooms at 150 square feet each: 450 sq. ft.

2. To be provided
a. Darkout capability and projection screen

b! Student, wing facilities
c. Shelves for.houaing materials in current use

d. Electrical outlets

1 4i
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Location considerations
a. Should be located in view of staff to provide for adequate

supervision
b. Should.be'as sound proof as possible to allow for group

discussion and viewing without disturbing others (e.g.,
'conference rooms divided by folding partitions are un-

successful)

E. Small group listening and viewing: for group, ,vieV4ing by 5-20-Npersons

1. Space recommendation: 200 square feet

2. Tb be provided*
a

a. Proper ventilation
b. Darkout capablilty-
c. Projettion screens or white walls
d. Electrical outlets

3. Location considerations
a. Locate in area away from individual study and e as

sognd proof as possible. to avoid disturbing others

F. Group projects: for instructionin use of media center and research
skills and for group projects involving use ofmedia center materials.
Should-be flexible'space equipped for instruction-and audioVisual

presentations.

1. Space recommendation: 900 square feet

2. To be provided
a. Individual study tables
b: Darkout and' projettion capability 4

c. Shelves to hold materials 'in use for special projects
d. Counte space and lockable cabinets
e. Wired for coaxial cable

3. LOtation considerations
a. .Locate'with.easy access to reference area, card catalog ,

and periodical indexes to facilitate, group research projects.'(
Abp Locate near, outside corridor for easy class access.

G. Office Space: for professional media staff

1. Space recommendation: 300 square feet

2. To be provided
a. Each profesiional staff member should have a personal

desk, chair; conference chair, filing cabinet and

bookshelf.
3. Location considerations

a. Should be located in central area adjacent to workroom and

production areas yet immediately accessible to'student
reading and browsing areas. It is arumed that the pro-

, fessional staff would be usually locatedout in media ten,-

tei 'working ditectly with students. Therefore, this sp'ace

would be used more as a quiet retreat-for conferences with
teachers, for research and for administrative work rather
than as a main base of operations.



H. Workroom: for processing of print and non-print materials,

1. Space recommendation: 300 square feet

2. To be provided
a. Adjustablelrlving to h e both print and non-print

unprocessed materials
b. Counter space for processing new, materials

c. Sink
d. Counter storage for library supplies

e. Desks for clerical assistants
f. Electrical outlets in readily accessible places

g. Card catalog for shelf list

3. Location considerations
a. If materia1s_are purchased uncatalogued and unprocessed,.

then greater space is required.
b. 'Should-be located adjacent to audiovisual storage,

maintenance and production areas.
c. -.Lbcate with easy access to receiving and delivery area.

isual maintenance and repair

Space recommendation: 120 square feet

To be provided 4

a. Storage cabinets:for projection bulbs, and
required replacement, items for audiovisual

b. Counter space for repair, of equipment

c. Lockable cabinets for temporary housing of

, to be repaired
d. Electrical outlets, separately fused
Location considerations
a. Locate nea workroom, AV storage area, and

Audiov

1.

2.

3.

J. - Media

tapes,
staff

prodUction laboratory: for locarproduction of
slides, spirit masters;,,an4 other instruction41

and students

Space recommendatiN: 800 square feet

To be provided
a. Sinks
b! Acid resistant counters
c. Electrical outlets
d. Counter storage for-audiOvistial supplies

e. Work tables)
f. Proper-humidity,control

othey commonly
equipment

equipment

production-area.

transparencies,
materials by

g. Proper ventilation ,

h. Darkout capability 1

At least 200 square feet should be sound Ploofea for the

production of tape recordings;

3. Location considerations
a. Locate near AV rep4ir and maintenance areas.

b. Locate near professional offices.

c. Locate near professional collection.

A6
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K. Darkroom

1. Space recommendation: . 150 square feet

2. To be provided
a. Should be light proof and equipped with light locks

b. Sink-with'running,water and acid resistant counter

3. Location coRsideTations
a. Locate, adjacent to materials production area and

storage area.

L. Materials and equipment storage for production

1. Space recommendation: 120 square feet

2. To. be provided
'a. Shelving and cabinet to store film, transparanCies, tape,

photographic paper and other materials for AV production.
b. Proper temperature and humidity control
c. Securable by lock to prevent loss of materials and supplies

3. Location considerations
a. Locate adjacent to production lab and darkroom.

M. Stacks: for overflow of books and. AV materials

1. Space recommendation: 400 square feet
2. To,be provided

a. As much shelving as possible
3. Location considerations

Locate within easy accessibility of readinglarea and
circulation desk.

N. Periodical storage
4

1. Space recommendation: 400square feet

2. To be provided
a. Open shelving for'150 current periodicals

fb.../m square feet (200 linear feet of shelving)

- 'Open or closed shelving for the last 3 years of 150
periodicals (250 square feet)

c. Periodical indexes
i. Microform collection of at least 5 years of those

periodicals used for research pfojects

e. Five microform readers
f. One microform reader printer

3. Location considerations
a. Locate near reference and reading, listening and

Viewing areas.

0. Audiovisual equipment

1, Space recommendation: 400 square feet

To be provided
a. -Lockable-steel storage cabinets to house the audiovisual

equipment to be used in the new wing of the eliding,

It
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b. Room'itself should be windowless and easily securable to
prevent loss of equipment,

3. Location Considerations
a. Locate adjacent to main circulation desk to provide for easy

maintenance of circulation records. If such an arrangement
is not possible, provision for circulation recording must be
made in the storage space.

b. Locate adjacent to major corridor for easy distribution.
c. Locate near freight elevator in multi7storey building.
d. Locate near repair and maintenance and production areas.

P. Professional Materials

1. Space recommendation: 600 square feet
2. To be provided

.)a. Shelving for professional books, magazines and AV materials
1:- Conference tables and chairs
c. Electrically equipped carrels for individual teacher reading,

listening and previewing
d. Lounge furnitdre for browsing

3. Location considerations
a. Locate near production laboratory.
b. Locapp near professional offices.
c. If pohsible, locate adjacent to or near the teachers' "ounge.

Q. Television Production and Remote Access

1. Coaxial cable should link all areas forandividual study in the
media center; all large group instruction areas in the school and
all classrooms with a central distribution center and production
studio.

2. Television studio
a. Space reAmmendation: 1600 square feet
b. To be prdvLded

(1) Sou proofing
(2) Ceilings must be 15 feet high
(3) Doors 14 feet by 12 feet
(4) Equip with production equipment compatible with

local cable network.
c. Location considerations

(1) Locate near other media pibduction areas.
(2) Locate near large group instruction area.

3. Storagedfor television production and distributiot_.
a. Space recommendation: 800 square feet
b. Vocation considerations -- back to back with studio

A8
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SCHEMATIC REPRESENTATION OF SPACES BY SQUARE Ytla

s.

square, feet 'allocation
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O 0 - 0 O O o
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A. .-distribution/circulation/display

B. reading/individual study

C. shelving

D. - conference roans-

E. small grout) listening/viewing

F.. group project8

G. office

o
H. workroom

maintenance/repair

J. media praduction. \,

K. dark room

L. i
materials 8c'equipment storage

M.

N.

O.

P.

O

stacks

mawines

AV equipmeht

nrofessignal materials,

television production and distribdtion
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SCHEMAT I,C REPRESENIAT ION OF SPACES, BY LVCAT ION
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