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THE DIVISION ( F . . .

Field Studies and Research was established in 1954 in the School of
Education, Rutgers, The State University to

provide educational consultant services, on a contractual basis,
to responsible educational agencies

study problems of state-wide concern to public education

train advanced students in areas of particular concern to school
administrators.

FIELD STUDIES . . .

building studies involving enrollment projections, plant evalua-
tions, and developments of long-range building plans

comprehensive studies including analysis of school and college
programs, community attitudes, staff relations, school buildings
and finance

cooperative studies in which the division staff, augmented by
specialists, act as research-resource persons assisting local com-
munities to reach solutions to their problems

consultant services to school districts and colleges conducting
their own studies of school buildngs or programs

AND RESEARCH . . .

improvement of techniques of forecasting pupil enrollments

investigation of problems of state-wide or nation-wide significance
identified in field studies

investigation of other problems of area-wide or state-wide signi-
ficance to education.
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THE COMMUNITY COLLEGE FACILITIES PROJECT

Since the community college has its own
function, the purpose of the community college
facilities project was to provide some of the
basic factors necessary for planning compre-
hensive community college facilities. This guide
is based on the findings of the project and is
intended for use by educators, architects and
community college planning committees so that
facilities designed are of high caliber and fit
the unique role of the community college. The
guide is intended only to provide suggestions
based on research findings to individuals and
groups and not preclude the necessity for local
planning based on each community college's
distinct program. However, the Guide does
recognize that even though each college's pro-
gram does differ, there are similarities with
regard to the planning of facilities that are
common to all comprehensive community col-
lege plants. One of the objectives of this Guide
is to point out some of the commonalities that
do exist so that community colleges are planned
and built to fill the unique role they have
assumed in American education and not be
designed as elementary schools, high schools,
or 4 year colleges.

The Guide was developed by the Division of
Field Studies and Research using the following
procedure

(1) The chief state school officer, or his
representative in charge of the two-year col-
leges in each state was contacted to see what
progress had been made in the formulation of
recommendations for community college faci-
lities.

(2) Professional organizations, founda-
tions, architects, and community college spe-
cialists concerned with planning community
college facilities were contacted to see what
information about community college facilities
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they had or what steps they had taken to pre-
pare information of this type.

(3) Community college specialists in the
United States Office of Education were con,
tatted to see what recommendations they had
developed.

(4) Community colleges and authorities
recommended by the American Association of
Junior Colleges were contacted to see what
recommendations they suggested or used to
develop their facilities.

(5) A thorough examination of the litera-
ture was made to see what recommendations
had been proposed.

(6) A checklist of over 300 questions con-
cerning community college facilities was de-
vised from the above sources which itemized
the practices being followed and/or recom-
mended, and categories which had to be con-
sidered in planning comprehensive community
college facilities (This is contained as a work-
ing instrument on the inside cover at the back
of the Guide).

(7) A seven-member group composed of
specialists in community college programming,
building design, construction, and the role of
the community college was organized. The
group visited the Community College Planning
Center at Stanford University and eight com-
munity colleges in California and Michigan
recommended by the American Association of
Junior Colleges.

(8) The recommendations in the Guide are
based on the group's evaluation of the data
received from the various states and author-
ities in the community college field, the check-
list, field visits to the community colleges,
speeches by the consultants and administrative
staff at the colleges, and the group's profes-
sional experience.
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THE COMMUNITY COLLEGE: TODAY AND TOMORROW

THE NEED FOR COMMUNITY COLLEGES

The community college is a uniquely Ameri-
can institution. With the growing demand for
more opportunities in higher education, it has
become an integral part of our educational
system. The belief that educational opportuni-
ties for all should be broad and continuing, as
well as diversified, has accelerated the growth
of community colleges, as has the rapid growth
of the population and the changing economy.

The population explosion is one of the major
reasons why more facilities for higher educa-
tion are needed. Since 1900 when the popula-
tion of the United States was approximately
76,000,000, it has risen to the present level of
nearly 189,000,000. By 1970, it is estimated
that there will be more than 210,000,000. At
the same time, the college age (18-24) popula-
tion also has increased. In 1900, there were
5,000,000 people of college age. That figure
jumped to more than 15,000,000 in 1950, stands

about 8,000,000 at the present time and
is expected to reach more than 24,000,000 by
1970.

At the present time, approximately 40 % of
these graduating from high school are attend-
ing college. By the end of this decade, more
than 50% of the high school graduates will be
converging on the nation's facilities for higher
education. Just what this means to the nation's
colleges and universities can be seen in a pre-
diction made by the federal government : be-
tween now and 1972, $19 billion will have to
be spent for the construction and development
of college campuses in order to accommodate
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the students expected. States which have not
kept pace with the mounting enrollments of
the 1950's and 1960's will have to make more
strenuous efforts than their far-sighted neigh-
bors to prepare for this influx.

Increased population, however, is not the
only reason for the pressure on college cam-
puses. Since the end of World War II, automa-
tion has been the most striking characteristic
of American industry. It has increased the na-
tion's productivity and at the same time made
grave and irreversible changes in the employ-
ment picture.

With each step industry takes toward fuller
automation, the number of job opportunities
that require special skill and training increase.
Several community colleges report that 85 %
of the students completing the technical cur-
ricula are being employed in positions that
were unknown 15 years ago. At the same time,
the employment opportunities for the unskilled
are steadily dwindling. The United States
Department of Labor points out that since
1910, when the number of white-collar posi-
tions was not even half that of blue-collar jobs,
the employment picture has changed drastic-
ally. At the present time, white-collar jobs are
in the lead and by 1970 will be 25% more
numerous than blue-collar jobs.

More and more, the solution to the problem
of where to train the growing number of stu-
dents and how to equip them to earn a living
in our changing economy has been found in
the two -year college. Throughout the United
States in recent years, the number of two-year



colleges and the number of students enrolled
in them have increased rapidly.

In 1963 there were more than 700 two-year
colleges, nearly half of which were community
colleges. The total enrollment in these institu-
tions, both public and private, was more than
1,000,000 students. At the present time, one of
every four students beginning work in higher
education is enrolled in a two-year college ;
by 1970 it is estimated that two, or even three,
of every four students will begin post-high
school education in a two-year college. In some
states this is, or soon will be, the rule.

WHAT IS A COMMUNITY COLLEGE?

The community college is a public two-year
institution which offers training beyond the
high school. It may be any junior college whose
program meets the needs of the community.
The comprehensive community college usually
offers three distinct types of programs.

The transfer curricula provide students with
pre-professional and/or liberal arts courses for
transfer to schools granting the bachelor's de-
gree. In the technical curricula, students are
prepared for semi-professional employment in
industry, business, health and agriculture. Stu-
dents who have had technical and vocational
training in high school often enroll in this pro-
gram to increase their competence. Programs
in the technical curricula are usually consid-
ered terminal since most students seek jobs after
graduation. The third type offeredthe con-
tinuing education program i3 designed pri-
marily for adults seeking education beyond
high school. It enables them to resume an edu-
cation that has been :lterraptad or to take
courses in areas of special or cultural interest.
The technologically unemployed, seeking re-
training for new jobs or those working for pro-
motions might also be enrolled, but their pro-
grams might not be much different from those
in the technical or transfer curricula.

The community college also serves broader
and more general purposes by acting as a cen-
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The Community College ... a school for all
ages . . .

ter for community service and activities and by
providing the facilities and personnel for stu-
dent guidance. By using its facilities for the
presentation of art exhibits, concerts and dra-
mas, the community college can become more
truly a part of the community and its cultural
life. Through guidance programs, each student
is helped to discover his aptitudes, choose a
vocation and prepare himself to follow it suc-
cessfully.

WHY PLAN COMMUNITY COLLEGES?

The community college is a unique educa-
tional institution with its own special functions.
It is neither a high-powered high school nor a
watered-down four year-college. To serve its
purpose, which is often broader and more diver-
sified than that of the high schqol or the four-
year college, the community college must have
facilities commensurate with its goals. There is
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. . . a school for learning many skills.

no more justification for expecting a community
college to operate permanently in an aban-
doned high school or outdated college class-
room building than there is for expecting a
psychiatrist and an orthopedic surgeon to use
the same equipment because both are doctors.

iNio two community colleges are identical.
The American Association of Junior Colleges
lists two-year institutions with enrollments rang-
ing from less than forty students to more than
25,000 students. It is a basic tenet that facilities
must be designed with reference to the educa-
tional program'. Naturally, because of local
needs, the programs offered by community col-
leges cannot be similar. The technical programs
offered by the community college in an urban
industrial area will differ quite markedly from
those in a rural area. The urban college will
probably not serve its community's needs by
turning out agricultural specialists.

But despite what may seem like vast differ-
enct., among community colleges, all of them
share some characteristics in common. The pri-
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mary one is, of course, the instructional func
tion and the facilities related to carrying thi
out. For this reason, it is possible to draw u
guidelines that are generally applicable to a]
colleges. Generally is emphasized because n
single plan could be flexible enough to cove
every situation and meet every need. This inti
mate knowledge of the locality and its need
can be provided only by the educators, archi
tects and lay committees concerned.

Experience in many states has shown tha
unless guidelines for the construction of ele
mentary and secondary schools are provided
poor and inadequate facilities are often th
result. How wasteful such poorly planned fa
cilities are of public money is all too obvious
If it is possible to make mistakes with the fa
miliar elementary and secondary schools, it
even more likely that there will be errors corn
mitted in the planning and building of the les!
well-known community college. To help pre
vent such expensive mistakes, as well as tc
assist in planning a truly functional college
is the purpose of this Guide.



THE EDUCATIONAL ENVIRONMENT

IMPORTANCE OF THE EDUCATIONAL
ENVIRONMENT

The physical plant of a community college
or any educational institution is of major im-
portance in realizing the objectives of the en-
tire school's program. Physical facilities for
the community colleges, in addition to being a
determining factor in achieving the goals of the
instructional program, are vital to estab-
lishing an atmosphere of friendly infor-
mality between etzilent and faculty. The neces-
sity for a proper educational environment to
reach the college's objectives should be kept
in mind when planning all phases of the com-
munity college physical plant.

Students in community C311eges have widely
ranging abilities aid interests. The desired edu-
cational environment of the community col-
lege is a basic factor that should be kept in
mind by educators, architects and groups in
planning any specific space within the com-
munity college. It is the purpose a well-de-
signed physical facilities to help both student
and community to gain self-realization.

HARMONY BETWEEN COLLEGE
AND COMMUNITY

Most areas of our country are rich in tradi-
tion. Many facets of our past and future heri-
tage should be considered in designing aesthet-
ic values into the community college campus.
A functional steel and glass structure aestheti-
cally beautiful in one area of the country might
be a virtual eyesore when placed in another
region. In addition to being designed in terms
of the instructional program for a specific lo-
cality, the community college plant might mir-
ror the aspirations and hallowed traditions
of the people of a community.

THE NEED FOR GOOD ARCHITECTURE

New methods of construction have seen the
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design of new buildings move more and more
toward "erector-set" type of architecture. Few
will argue with the simplicity of such systems.
The architect who by the use of color and ac-
cent materials can lend flavor and grace to
these clinical systems is the true professional.
The architectural motif of the buildings should
be left to the creative architect after he has
been given the "environmental" direction by all
those concerned with planning the new cam-
pus. Both architect and educator should see
the buildings and other facilities as a series of
inter-related learning centers all revolving
around the student. Controlling the student's
environment will help to develop those objec-
tives for which the community has founded the
college.

Facilities should be so unified in their ar-
rangement that they break he barriers be-
tween technical and non-technical students.
This unity also provides a built-in integration
so that students from different programs meet
and benefit from each other's contribution. The
design of the campus must influence the indi-
vidual as much as books and teachers to which
he is exposed. Everything should have a "sense
of place." The proper relation between good
architecture, sculpture, landscaping and con-
sciously ordered environment will carry over
into later life. Buildings, regardless of use,
should be beautiful and utilitarian and, together
with properly related supplementary works of
art, should provide that atmosphere and en-
vironment which are desirable and necessary
to the growth of the individual. While it is
essential that every advantage be taken of
modern constructional advances and new en-
vironmental controls, eccentricity of design,
rigid geometric patterns and monumentality
which deter and restrict the flexibility of the
college program, impede the objectives of both
the individual and community, and impersonal-
ize the campus should be avoided.
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Henry Ford Community College, Dearborn, Michigan

A FRAMEWORK FOR PLANNING

The various types of curricula in a compre-
hensive community college indicate the neces-
sity for close cooperation of instructional per-
sonnel, administrators, citizens committees,
boards of trustees, architects, and outside
school planning consultants to secure functional
facilities that will serve the educational pro-
gram. Although the final responsibility for
planning the community college plant rests
with the bilari of trustees and the college ad-
ministration, it is essential that both lay and
professional assistance be sought to plan this
unique type of educational plant.

Although the objectives of the community
colleges' curricula are widely recognized and
generally accepted, each college has the re-
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sponsibility for determining its own specific
objectives. The degree of emphasis will vary
from college to college in accordance with the
educational needs of the geographic area it
serves.

It should be remembered that in any plan-
ning process for community colleges, physical
facilities are only an adjunct to the instruc-
tional program. Any types of physical facilities
that evolve should be based on who is to be
taught, what is to be taught, when it is to be
taught and how this space can best serve the
teaching objectives that are a part of the school's
philosophy. Unless the proper physical facilities
are constructed, the scope of the program and
the operation of the college will be handi-
capped.



PLANNING THE COMMUNITY COLLEGE SITE

Selecting a site for a proposed community
college can be one of the most important deci-
sions in planning. Whether the college is to be
located in an urban, suburban or rural set-
ting, its location, size and distinguishing char-
acteristics will influence present and future
development as well as the types and aesthetics
of the facilities planned. Certain decisions re-
garding instruction and student policies will
even be determined by the site finally selected.
The importance of site selection cannot be over-
emphasized.

SOME PRELIMINARY STEPS
In planning a community college, the step

of site selection should be taken only after cer-
tain important preliminary steps have been
taken by the college planners. It should be
noted that those listed below do not include the
legal steps required by state and local govern-
ments.

1. Formation of a college planning com-
mittee.

2. A survey to show the present and future
need for a community college within the
area

S. Selection of board of trustees.
4. Hiring of the principal administrator(s)

of the college.
5. Determining the programs that are to be

offered within the college.
6. Retaining an architect for the college.
7. Determination of the necessary spaces

(including site) to house the initial and
Projected future programs (both indoor
and outdoor).

8. Determination of amount of money that
is available for the site, initial buildings,
staff and operating expenses.

LOCATION OF THE COMMUNITY COLLEGE
Ideally the community college should be cen-

trally located with reference to the population
that it serves and should be accessible to as
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many people L possible. If possible, travel by
car should not exceed one half hour from a
student's home. However, while centrality of
location is important, it is secondary to the
physical and other characteristics of a good
site. Before choosing the site, it would be de-
sirable to survey the availability of garbage
disposal services, fire and police services. If
feasible, service lines should be tied into public
utilities and sewage.

SIZE OF THE COMMUNITY COLLEGE SITE
A rule of thumb for determining the size of

the campus might be a minimum site of 100
acres plus two acres for every 100 full time
studer enrolled in excess of 2,500 students.
Howev,r, a specific formula cannot be used to
determine the size of a community college site,
since each is unique to a proposed college. The
amount of land available might also vary in
urban, ,-Iburban end rural areal:. The Fite ::f
the site selected will influence ultimate enroll-
ment, present and future programs and the
services that will be rendered by the college.
A mistake many planners make is to under-
estimate the size of the site. There should be
careful planning in any areawhether urban,
suburban or rural.

The size of the site should be based on:
1. The maximum size of the student popu-

lation as determined by sophisticated
survey techniques.

2. The maximum size of the student popu-
lation as determined by the college phil-
osophy.

3. The amount of land available for a com-
munity college, since this will vary in
urban, suburban and rural areas.

4. The types of facilities required for the
instructional, administrative and opera-
tional programs of the college. This
should be based on the amount of square
footage each of these areas requires or
will require if planned for expansion.
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NEED FOR A MASTER PLAN
A community college, like any educational

institution, should have a master plan for build-
irg and site development. A master plan for
ultimate campus size, showing the arrangements
of all proposed buildings and other facilities,
should be considered in the site selection stage.
Since many campuses are built in a number of
stages, the initial site purchased should be large
enough to encompass all of the stages of de-
velopment. All too often, colleges have built
for an initial enrollment of 1,000 pupils on a
small site but find that land is not available
later or prices of real estate have risen when
they start their second phase. The development
of an entire site might take as long as twenty-
five years or more. In choosing a site, it should
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be kept in mind that the architectural motif
of the buildings, the layout of the campus, the
master plan and even college policy will be
affected by the topography of the site and its
relation to the surrounding area.

PHYSICAL PROPERTIES OF THE SITE
Before a site is selected, if at all possible,

the difficulties which might be encountered in
preparing the site for construction throughout
its long-range development should be investi-
gated. Any adverse soil conditions can drastic-
ally increase the cost of site preparation and
development. Test borings should be made
before site preparation estimates are devel-
oped and the results should be analyzed before
any other steps are taken in site selection.



Usually the favorable results from the analysis
of test borings is the signal for other steps in
the site selection process. No building should
be designed or site selected until the subsoil
conditions have been verified by adequate test
borings. These should be favorable for footings
and foundations, as well as individual sewerage
systems where needed. Although many states
have much data concerning subsoil conditions
of certain regions, this should not preclude the
need for "on-site" testing of subsoil conditions.
It might prove catastrophic to any building
program to skimp on test borings during the
early stages of site development. Other topo-
graphical features such as contour, drainage
and land faults should also be studied during
the site selection process. The use of contour
maps and models as well as aerial survey tech-
niques for spotting potential adverse conditions
(both man-made and natural) should not be
overlooked. The community college plant
should be planned in relation to the final
contours of the site rather than existing ones.
Site improvement cost factors such as the need
for grading; special footings; sidewalks; curbs;
utility lines; erosion control; removal of exist-
ing structures, trees and large out-croppings
should also be considered.

To complement the building plan, a sound
landscaping program is essential. This plan
should seek to develop within the shortest pos-
sible time, an effective and aesthetically pleas-
ing program which will also provide shelter
from disturbing prevailing winds. Ground cov-
er and plantings should be chosen with an eye
to beauty and minimum maintenance expense.
In selecting a site, acoustical barriers, such as
trees, brush, topography, prevailing winds and
the anticipated distance of the building com-
plex from the source of noise should be con-
sidered.

Generally the soil should be fertile enough to
support a proper landscape program, but this
should not preclude the selection of a site if
soil tests show that it can support vegetation
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with the use of a reasonable amount of topsoil
and/or commercial fertilizers. Contracts for
grading should require that topsoil that is re-
moved be piled somewhere on the site until it
can be used for landscape development. Possi-
bilities of seepage and flooding should be ex-
plored before the site is selected and should be
factors in its selection. Certain trees and bushes
that could be part of general campus land-
scape development should be fenced off and
properly marked so they are not destroyed
during campus construction. Analysis of both
top and subsoil is highly recommended before
sites are finally selected. The cost of improve-
ments to the site should be considered. Such
factors as level of land for buildings, the need
for special footings, the cost of bringing in good
dirt and turf, and the removal of rocks and
trees, as well as existing improvements, should
be carefully studied.

The topography of the land should be given
careful consideration in site selection, and ulti-
mate usage for placement of buildings, streets,
walks and landscaping should be planned ten-
tatively on the site before it is selected. A
study of land use should be undertaken since
large land areas do not necessarily mean a high
percentage of utilization. Views, ravines and
adjoining hills should be considered as possibl..e
obstacles or advantages to campus develop-
ment.

The percentage of site covered by buildings
will depend on the terrain, as well as the size of
the site. If the site is limited, cluster-arranged,
high-rise structures might be necessary. The
percentage figure would vary depending on
the size of the site, enrollments and the num-
ber and size of buildings; therefore no specific
formula would be valid in all cases.

INITIAL AND ULTIMATE SIZE
In working out the master plan for initial

size and future growth, the college officials
must decide on either of two basic tenets for
the ultimate size of a campus. They must de-
cide: (a) to hold enrollments to a set student
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capacity at a particular campus, or (b) build
additional facilities to house added enrollments
when the need arises. Colleges using the first
tenet should set an optimum size and a maxi-
mum size for campus growth. As the college
starts to approach its maximum growth, col-
lege officials should start plans for an addition-
al campus. Some colleges following this method
have built their entire campus at once. The
size of the site will also affect the amount of
comprehensiveness in the program. The amount
of diversified offerings is somewhat directly
proportional to the size of the campus.

It appears tha' here is a trend toward the
first method since it is conducive to systematic
growth and lends itself to master plan develop-
ment. However, any additional sites should be
purchased as soon as possible. Land is not only
becoming more expensive but it is a rapidly
disappearing commodity. Purchasing additional

9

J
land might be prohibitive in the future.

Real estate values surrounding a college gen-
erally go up since community colleges are us-
ually considered good neighbors. This is one of
the reasons why the entire site should be pur-
chased at the same time. The establishment of
a college in a particular area generally attracts
desirable neighbors, thus limiting future site
expansion and increasing the value of real
property.

HOW TO PROJECT FUTURE SIZE
The future size of site needs can be projected

by using the following techniques :
1. The results of survey techniques out-

linir ve),. future enrollments and possible
programs.

2. The use of space adequacy instruments
which can forecast the need for various
types of instructional facilities at various



levels of enrollment (example : 1,000,
3,000, 5,000). The space requirements
needed at a particular point in time to
accomm "date a particular program can
be computed from the results of these
forecasts.

SHAPE OF SITE
Ideally, the shape of a campus of limited

area should approximate a rectangle. General-
ly, however, the shape could vary and should
not be a major determining factor in choosing
the community college site.

ZONING
Any zoning regulations that will preserve

the cultural, social and learning environment
of the college should be adopted before the site
is selected. Areas zoned for light industry
which do not emit noxious odors or smoke, noise
and are of the "industrial park" type are con-
sidered desirable neighbors for community col-
leges.

Rights-of-way and easements should definite-
ly be determined before the site :s finally se-
lected.

Nearness to utilities, public transportation,
and police, fire and garbage disposal services
should be considered in choosing the site. Pos-
sible highways or jetports with their accom-
panying noise should be avoided.

PARKING
Ideally, parking lots at a community college

r,ht-r.A4 bp lneated on the periphery of the build-
ing complex and provision should be made for
safe and efficient movement of vehicles on
campus roadways. Parking spaces for students
should be based on one space per full-time
student enrolled, a 1:1 ratio, as a minimum. Col-
leges located in areas where a high percentage
of part-time students attend classes during the
day program should increase this ratio. The
common pattern in some areas shows that the
part-time student who historically has been an
evening student often attends classes during
the day. Some colleges have used a ratio of 1.5
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spaces per full-time student enrolled to provide
for this. Some urban areas might consider park-
ifig ramps, but these might be prohibitively ex-
pensive. A rule-of-thumb figure for determin-
ing the amount of space required for parking at
a community college is one acre for every 150
cars anticipated.

There should be special parking areas des-
ignated for faculty and staff. Special areas for
faculty and staff could be attractively fenced
off in separate clusters by the use of shrubbery.
Entrance to these areas could be controlled by
a keyed automatically operated gate. Special
parking for visitors should be located in the
parking lot nearest the administrative and
guidance areas. A figure of one space per 200
full-time equivalent students might be used for
computing the number of parking spaces for
visitors. However, all community colleges
should have a minimum of 20 parking spaces
for visitors.

The use of cluster:, of parking lots, separated
by the proper landscaping (trees, shrubs, etc.),
could offset the "mass effect" of many cars in
the parking area. Athletic fields could be used
for parking at registration time since this is a
short but hectic period which places great de-
mands on parking facilities. Tennis courts
adapted for this use can also be utilized during
these periods. Spaces for compact cars should
be used only if the parking areas are "policed."
Spacing of parking lines would be determined
by the architect.

OUTSIDE LIGHTING
In addition to the exteriors of buildings, all

parking lots, access roads, and outdoor in-
structional, recreation and social areas should
be illuminated for evening classes and pro-
grams. Lights for the parking area might be
placed on buildings and/or poles in or adjacent
to the lots themselves. Low poles could be used
in tree-lined areas to insure adequate lighting.
In areas where there are no trees, the lights
might be placed higher for more efficient illu-
mination.



ROADS AND WALKS
No buildi: 2., should be directly accessible to

private cars anti no vehicular roads, other than
service roads, should be allowed among the
buildings to assure safety of students.

All service roads should be a minimum of
ttin feet in width and might generally be used
af, student walks within the interior of the site.
However, proper controls should be establish-
ed if they are to be used for this purpose.
Access roads should be a minimum of twenty-
four feet in width and be wide enough to carry
traffic to and from the campus at peak periods.
Access roads and walks should be separate and
distinct. It is important for the safety of per-
sons that they not serve a dual' purpose. It is
very desirable to have signs indicating the lo-
cation of certain facilities on campus for visi-
tors who arrive on foot or by vehicle. These
should be illuminated or treated with lumines-
cent paints so they can be seen at night. Stu-
dent walks should be at least ten feet wide.
If possible, they should be direct and convenient.

Walks adjacent to buildings should be located
to allow for foundation planting to enhance the
physical appearance of the campus.

REMEMBER THE BUSES

Since the community college is a commuter
school, a shelter should be provided on the peri-
phery of the campus or building area for stu-
dents using public transportation. Careful con-
sideration should be given to safe as well as
convenient loading areas. Public bus transpor-
tation utilities should be contacted to request
that buses make stops in these areas.

OTHER SITE FACTORS

The location of physical education and rec-
reational areas should be determined by the
specific site selected. However, they should be
located near the access roads to facilitate park-
ing for athletic events. Essential outdoor areas
would Le determined by the type of program
offered by a particular college.

Vehicular roads should not c r o ss th*: s i t e . .

11



PLANNING COMMUNITY

The minimum full-time enrollment of a com-
prehensive community college should be 1,000
students (first and second year enrollments).
Any enrollment appreciably smaller than this
would not justify a comprehensive program
within the limits of q.ny realistic cost per pupil
figure. The maximiim full-time enrollment
should be 5,000 students, but an optimum en-
rollment of 3,500 to 4,000 students would be
more desirable. If the personaliz, fr.1 nature of
the community college is to be r. alined, there
must be a maximum number for which the cam-
pus is planned. Many community college per-
sonnel feel that there is a tendency for the
guidance 'function and the close teacher-pupil
relationship to break down after the maximum
of 5,000 has been reached.

BASIC BUILDINGS
The basic buildings on a community college

campus will depend on the particular program,
but in general the following ba tildings
might to found on most comprehensive com-
munity college sites :

1. Administrative and guidance center.
2. Classroom and laboratory buildings.
3. Student center.
4. Library.
5. Physical education buildings.

SPACE PER STUDENT
The total amount of pupil space at one col-

lege cannot be used as a guide at another col-
lege. The use of such inappropriate square
footages is illogical and unreasonable. They
cannot be substituted for genuine evidence of
need. Space needs at any particular point in
time can loe based only on the number, sizes
and types; of facilities and the planned capa-
city of 'ach facilities. Two colleges having the
same student enrollments would have different
space requirements if they had different
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COLLEGE BUILDINGS

programs. Facilities at a college stressing a
transfer curriculum would vary markedly from
one where technical programs were empha-
sized.

A WAY TO START
If it is necessary to construct only one or two

buildings at a time on a new campus, each
structure should be built in terms of its eventual
use and should not be planned or built just
to house immediate needs. For example, if a
science building is constructed to house initially
all or nearly all of the college's program at the
incipient stage of a new campus, greater econ-
omy through more efficient use of future in-
structional areas will be realized if it is de-
signed as a science facility. Portions of the

notbuilding ot needed at the beginning for science
instruction could be used to house the adminis-
trative, guidance, library and other service
functions as well as for many general and spe-
cialized instructional spaces. To accomplish
this, service lines would have to be stubbed-in,
partitions would have to be erected, laboratory
furniture would have to be held up, all of which
is more economical and more efficient than
ernting a building based on many types of
areas that would be used only temporarily.

OUTER DIMENSIONS
The shape of the buildings should be allow-

ed to become irregular, since the inner instruc-
tional areas are of primary concern. The selec-
tion of the right architect is important since he
should be expected to use his creative talents
to fit any irregular shape into an aesthetic,
functional arrangement.

LOCATION OF FACILITIES ON THE SITE
Spaces should be grouped according to func-

tion rather than academic discipline. This meth-
od does not give any department false proprie-
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tary rights over such areas as classrooms, lec-
ture halls, conference rooms, etc. Laboratory
and science centers, rather than chemistry or
engineering buildings, are examples of this.
Even though some buildings have mainly spe-
cialized facilities for a particular department,
general areas (classrooms, conference rooms,
lecture halls) should be available to any de-
partment in the college.

In most cases, it is desirable to keep some
instructional facilities, such as field houses, or
a building whose activities would disturb the
other instructional programs, such as main-
tenance areas, within the college separate from
the other buildings in the complex. There could
be zones for placement of certain types of
buildings, but this depends on the concept of
planning followed.

The type of building plan would depend on
the college program as well as the site. Gen-
erally, the campus plan is preferable. Colleges
in urban areas would have to adapt the type of
building plan to the site. (In a highly urbanized
area where land is scarce, an "inner-campus"
concept might have to be developed.)

The library, student center and administra-
tive areas should be centrally located. It is per-
tinent that all facilities be designed and ar-
ranged to assure convenient movement of stu-
dents between classes. Walking speed of stu-
dents and distances between the farthest activi-
ties should be considered. Using a normal
walking speed of three miles per hour, the dis-
tance between each classroom or any part of
the campus should not be more than 1,500 feet.
The buildings should be adapted to the terrain
and student traffic patterns between classes
should determine the proper layout of walk-
ways between complexes and buildings to con-
trol damage to lawns and landscaping. Areas
used for community functions such as the little
theater, auditoriums and gymnasiums should
be near parking lots to insure ready access.

Care should be taken in planning the orien-
tation of the buildings so that they can be ex-
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panded if necessary. It is easy to become
"boxed in" if buildings are located too close
to each other. Another way to assure the pos-
sibility of future expansion (but very expen-
sive) is to build single-storied buildings with
proper allowance for load-bearing walls and
other conditions needed for future expansion
into multi-storied structures. This would raise
the expense of the initial structure but would
make the campus more adaptable to unpredic-
ted enrollments. If at all possible, buildings
designed in this manner should be avoided.
However, careful consideration in selecting an
adequate campus site with an eye toward
future development would somewhat preclude
the problem of "boxing in," and a need for
such structures.

In preparing a master plan of the campus,
the architect should design for a possible order-
ly expansion of any building as well as build-
ing groups. These should be capable of being
expanded 40 to 50 per cent without destroying
the architectural unity of the entire campus.

DESIGNING INNER SPACE
The interiors of all buildings should be de-

signed for flexibility since our theories of in-
struction (class size, teacher-pupil ratio, etc.)
are changing, and building interiors must be
designed to accommodate radically different
types of areas. Buildings of today must be
readily adaptable to unpredictable programs of
the future.

Generally, folding partitions should not be
used to make space flexible since their use,
particularly in instructional areas, has been
overrated. Research has shown that few in-
structional spaces at the college level require
changes from one period to another or one day
to another, or even one semester to another.
The changes that are required usually take
place over several years or possibly even dec-
ades. Provision should be made for rearranging
areas and a few of the ways in which this may
be done are listed:

1. Have most inside walls non-load-bearing
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so that they can easily be taken down
and the spaces rearranged by college
maintenance personnel.

2. If corridor walls are to be load-bearing,
make sure classrooms are built wider,
so that if expanded, a "telescoping" ef-
fect does not take place.

3. Stair towers, vertical service lines, toilet
rooms, elevators and other necessary fix-
ed spaces and mechanisms could be
grouped in individual towers on the peri-
phery of the buildings. This would make
it easier to (.1onstruct additions to build-
ings.

THE "INNER CAMPUS" COMMUNITY
COLLEGE

The "inner-campus" community college
might have to be built in urban areas where
land is prohibitively high in cost or not avail-
able. On an "inner-campus," the buildings
might surround the open core on two, three,
or even four sides. Controlling noise that eman-
ates from the surrounding area on an "inner-
campus" is an architectural problem, but by
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the use of proper acoustical materials and
the proper location of certain facilities, it
be reduced or eliminated. One method is
place all the enclosed corridors over the ot
walls of the building to act as a "sot
shield." The open core could be used a
gathering and resting place for students
could resemble a patio dotted with benches
attractive pools, as well as trees and shrt
The placement of recessed small amphitheal
in the "court" could also be highly desiral
Groups planning community colleges in
area (urban, suburban, rural) should consi
the spaces between buildings which can
used for many types of student activities.

On an "inner-campus," athletic fields mi
have to be placed off campus where lanc
available, but the use of roofs of buildings
some outdoor recreational and physical edt
tion activities should not be overlooked.

RAMPS, STAIRS, ETC.
Both ramps and stairs should be conside

for tie entrance into buildings. Ramps sho
be placed in most outside areas that recit



stairs for use by physically handicapped stu-
dents. If student walks require stairs at any
point on the campus, it would be desirable to
have ramps adjacent to them. The ramps would
be essential to handicapped students using
wheelchairs. Since walks might double as serv-
ice roads, it would be desirable to have ramps
wide enough to accommodate service and em-
ergency vehicles.

All buildings having more than one floor
(level) should have one or more elevators or
escalators. The use of dumbwaiters should be
decided by the need for such an apparatus.

INDIVIDUAL TELEPHONES
In addition to the administrative, guidance,

secretarial and plant operation offices, each
faculty member should have a separate tele-
phone. Telephone pools (assigning only a tew
phones to a faculty suite) are undesirable. In
addition to restricting privacy, they are detri-
mental to staff morale and impede the school's
program. It is unrealistic to believe that any
teacher could effectively speak to a distraught
student from a telephone placed in a corridor.

In many areas, such as the library, the tele-
phone should be regarded as an essential
"working ti;o1." A dial "9" system might be
desirable for intra-campus communication. In
general, a telephone consultant should be asked
to lielp design a telephone system to meet the
needs of the specific community college.

AIR CONDITIONING
All ins oor facilities in the community col-

lege shot! .I be air-conditioned. Since the com-
munity college is a twelve-month school, it
would no be consistent with good plant plan-
ning and human behavior to expect faculty,
staff and students to function efficiently within
a poor thermal environment. Common sense
suggests more effective learning when thermal
conditions are comfortable.

In most areas air conditioning includes clean-
ing, chilling and removing moisture from the
air. However, there are some sections of the
country where moisture must be added.
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TIME AND COMMUNICATIONS
Neither program clocks, bell system aor pub-

lic address system is necessary. However, it is
advisable to have a public address system con-
necting the guidance-administrative areas with
the student center. This does not preclude a
separate public address system for use in cer-
tain instructional areas such as the community
college gymnasium. All indoor instructional,
administrative and operational areas, exclusive
of corridors, toilet rooms and storage areas,
should have clocks.

FENCES
The type of areas to be fenced would depend

on the neighborhood and the amount of equip-
ment to be stored outdoors. In addition, cer-
tain physical education and recreation activity
areas such as tennis courts and stadiums should
be fenced.

USEFUL CORRIDORS
Besides use of passageways, the corridors

should also be utilized for display and, if wide
enough, they could be used for small instruc-
tional spaces. Corridors should be regarded as
educational space and not mere passageways.
In some buildings, such as the student center,
benches could be placed in the corridors.

OTHER IDEAS
Student lounges and vending machine areas

should be provided only in the student center.
This affords students in different fields an op-
portunity to mingle freely with each other and
benefit from the exchange of ideas and inter-
ests. Separate lounge and vending machine
areas located in classroom buildings tend to
attract students from only one or two depart-
ments, thus narrowing the rang° of conversa-
tion and the exchange of ideas, an essential
facet of higher education.

Public telephones should be placed in all
buildings as well as in or near all outdoor
areas. Even though most vending machine:-
should be placed in the student center (except



ing sanitary napkin dispensers in women's
toilet rooms), if the campus does have a sep-
arate faculty center, .nachines should also be
placed there.

Since the cceununity college is the social and

cultural center of the community, all of the col-
lege's instructional and operational (other than
administrative and housekeeping) areas should
be made available to authorized community
organizations.

PLANNING COMMUNITY COLLEGE GENERAL PURPOSE

INSTRUCTIONAL AREAS

The community college should have facilities to instruct small and large groups. Listed
are some of the major subject areas that can be taught in small and large group instruction-al areas:

English
Science Theory
Economics
Psychology
Geography
Law
Art Theory
History

Education
Engineering Theory
Shop Theory
Speech
Mathematics
Sociology
Anthropology
Foreign Languages

Programming Theory
Health
Political Science
Literature
Business Administration
Business
Music Theory

SIZE AND CAPACITY OF GENERAL PURPOSE INSTRUCTIONAL AREAS

The ratio of large to small general purpose instructional areas must be determined onthe basis of the estimated number of sections in the various subjects. Unless a variety of
general purpose instructional spaces is provided, the teacher-pupil ratio will be decided by
the capacity of the room rather than by the college's philosophy. One means of providing flex-
ibility is to provide the standard spaces listed. These are intended only as a guideline and
might vary from college to college.

General Classroom

General Classroom

General Classroom

Lecture Halls

Capacity

25 student maximum

40 student maximum

75 student maximum

100-125 students

Mlimum Size

600 square feet

800 square feet

1300 square feet

1700 square feet
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It should be noted that the philosophy of
classroom capacity might change in the future
and safeguards should be taken to ensure that
areas such as thoz- described above could be
enlarged or adapted for some unforeseen use.
This can be accomplished by the use of tech-
niques which have already been described under
Planning Community College Buildings.

These square footages were approx.mated
by allowing fifteen square feet per student
station, plus 175 square feet for the instructor's
desk, storage and the area between the front
row of seats and the chalkboard.

The type of student seating programmed
makes a difference in the size of instructional
spaces and should be considered in making
these estimates. The type of student seating
used in making the above estimates was the
tablet arm chair. If chair-desks or chairs and
tables were used in a room designed to house
25 students, the size of this space would have
to be increased from 600 to 800 square feet.

INSTRUCTIONAL SURFACES
For general purpose instructional areas, a

modular display-chalkb.-:'rd system would be
highly desirable since the type of surface could
be adjusted to the instructional needs of the
moment.

This system could be extremely flexible
since the instructional personnel could increase
the type of surfaces needed at the moment by
replacing chalkboard, pegboard or tackboard
surfaces with the type of surface or surfaces
needed for the presentation of a particular
lesson.

LOCATION OF GENERAL PURPOSE
CLASSROOMS

Most general purpose instructional rooms
will have to be placed in separate classroom
buildings because of their large number. How-
ever, as many as possible should be located in
the various buildings containing specialized
facilities (e.g. engineering center, science cen-
ter. vocational-technical center, etc.) sc that
they can be used in conjunction with these
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areas. There is a growing relationship between
certain academic subjects and technical facili-
ties. Disciplines that have historically been
taught solely in a general purpose area are
beginning to need adjacent technical facilities.
Mathematics instruction has been moving into
the area of sophisticated data processing equip-
ment; engineering students need not only
chemistry, physics and engineering facilities,
but are beginning to use technical-vocational
facilities (electronics laboratories, sheet metal
sho), etc.) as part of their programs.

CLASSROOM SEATING
Classroom seating manufacturers offer a va-

riety of desks and chairs or combinations. Al-
though a variety cf chair heights is available,
the largest size, usually 18" high, appears to
be too small for many of today's college stu-
dents. A higher chair with a wider seat and
back would be desirable. A variety of sizes of
seating is needed in each instructional area.
If tablet arm chairs are considered, approxi-
mately 8-10 percent should have left hand
tablet arms.

SEMINAR ROOMS
Small general purpose instructional areas

with a maximum capacity of fifteen students
should not be programmed since usually few,
if any, classes requiring facilities of this type
are given at the community college. Instruc-
tional rooms of this type would be more
appropriate to the four-year college and grad-
uate institutions. If small groups meet, they
could use the conference rooms in the library
or faculty areas.

UTILtZATION
The college should try to utilize all instruc-

tional areas as much as possible. The utiliza-
tion factor of instructional areas would depend
on the number of hours per week that the col-
lege is in session. Since many community col-
leges have a thirty-five hour week. 80 e;- utili-
zation is desirable for general purpose areas.
70-75r; for shops and laboratories. In com-



munity colleges with a large technical pro-
gram, these percentages might be reversed.

Any one of several formulas can be used to
determine the number of general and special
purpose instructional areas. The California
Space Adequacy Survey instrument would be
desirable if space needs are to be projected
for the various types of instructional facilities
at various levels of future enrollment (e.g.
1,000, 3,000, 5,000).

NUMBER OF CLASSROOMS
Before it is possible to calculate the number

of teaching stations needed, the number of
class-hour groups that can successfully be
scheduled in one classroom or instructional
laboratory must be determined. Normally, gen-
eral classrooms can be utilized more fully than
laboratories or other highly specialized teach-
ing stations, although the opposite is occrsion-
ally true. If a school can schedule approxi-
mately the same number of classes for each
of the class hours of the college day, it can
utilize its facilities more fully than the school
which has its facilities overcrowded during
some hours and under-used during others.

After arriving at a utilization factor, it is
also necessary to calculate the total number of
hours in the college week during which classes
could be scheduled by multiplying the number
of days the community college is in session each
week by the number of class hours available
each day. The number of hours available each
day is one less than the number of hours the
school is open. (This is based on the assumption
that each student and faculty member is not
available during the lunch hour.) By stagger-
ing lunch hours, the percentage of teaching
station use can be increased. The college with
a 5-day week, which is open from 8:30 to 5:30
with staggered lunch hours, has, for purposes
of effective scheduling, an 8-hour day or d 40-
hour week. The number of possible, scheduling
hours in a week, 40 in this ease, multiplied by
the utilization factor. elves the number of hours
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per week that is considered saturated schedul-
ing.

The number of teaching stations required
for each subject or course can now be calcu-
lated. The basic formula that must be applied
to each course is:

number
enrolled

class hours
x per week number of

Average class x hours per week
teaching
stations

size per teaching
station

As an illustration of the use of the formula,
assume there are 500 students enrolled in a
course which meets 3 hours a week. The aver-
age class size is to be 25 and each teaching
station can be scheduled for 30 hours of use
per week.

500 students x 3 hours

25 Students x 30 hours
per class
per classroom

= 2 teaching
stations

After these calculations have been made for
each course, they should be reviewed to see if
there is a possibility of using a single teaching
station for two or more courses that had been
found to need a fractional part of a teaching
station.

SPECIAL CONSIDERATIONS

All classrooms should have provisions for
closed circuit television, movie projectors and
other visual apparatus. With the new types of
projection equipment, shades, draperies and
venetian blinds are required more to block
glare than to darken rooms. Telemation should
be ecdisidered in the large lecture rooms.

The color treatment, mechanical services
and electrical requirements of these rooms
should be provided and provisions for library
corners in these areas should depend on the
instructiorial program.



PLANNING SPECIAL PURPOSE INSTRUCTIONAL AREAS

FOR THE COMMUNITY COLLEGE

Because of the myriad course offerings, the comprehensive community college contains
many specialized facilities. The most common may generally be classified as: (1) science
and engineering, (2) vocational-technical, (3) business, (4) language, (5) art areas, and (6)
home arts. Some types of special purpose instructional areas are :

Art laboratory (ceramics)
Art laboratory (drawing)
Art laboratory (painting)
Art laboratory (sculpture)
Art laboratory (crafts)
Foreign language laboratory

Journalism laboratory
Photography laboratory
Instrumental music room
Choral music room

Accounting room
Bookkeeping room

Typing room
Office practice room

Data processing laboratory

Physical education facilities
Home economics facilities

Biology laboratory
Botany laboratory
Bacteriology laboratory
Anatomy laboratory
Geology laboratory

Zoology laboratory
Physics laboratory

Chemistry laboratory
Organic chemistry laboratory
Surveying laboratory
Drawing laboratory
Engineer testing laboratories
Glass technology laboratories

Telecommunications laboratory

Most of the specialized facilities should be
located adjacent to the core of the campus.
Care should be taken so that most of these
areas are not set at the rear or in a secluded
part of the campus. Vocational-technical areas
should orbit the central core of the campus,
rather than be set off from the rest of the facili-
ties. Care should be taken so that students,
staff and the public do not receive the impres-
sion that vocational-technical facilities (and
students) are second-rate. In general, those
specialized facilities might be placed in sepa-
rate buildings according to function rather than
discipline (department). Tf possible, the de-
partments having specialized facilities that
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could be shared should be placed near or ad-
jacent to each other. All special purpose instruc-
tional areas should have access to an adjacent
general purpose classroom. General purpose
instructional areas can be used to teach some
of the discussion and lecture phases of special-
ized subjects, but special facilities are required
for the laboratory and practical phases of these
courses.

Most special purpose instructional facilities
can be adapted for the evening program. In
fact, vocational-technical facilities in many
areas will probably receive their greatest use
by evening students.



STUDENT STATIONS
The maximum number of pupil stations in most special purpose instructional areas should

be 24. Listed are some exceptions:

Typing rooms
Office practice areas
Accounting rooms
Language laboratories
Planetarium
Police science squad room

Capacity
35-40 pupils
12-15 pupils
30 pupils
45-60 pupils
80-100 pupils
10.15 pupils

HOW LARGE
Although the amount of square footage for special purpose instructional areas should al-

ways remain flexible and will depend on a particular program, the following figures, which
do not include storage space or auxiliary areas, are listed as a guide:

Science and engineering laboratories
Vocatioral-technical laboratories
Fine arts laboratories
Art laboratories
Language laboratories
Home arts
Business laboratory (typing, machine accounting)
Business laboratory (office practice)
Police science photo laboratory
Police science squad room
Dental and medical assistants laboratory
Nursing laboratory
Physical education (gymnasium)

Minimum Size
50 square feet per student

150 square feet per student
50 square feet per student
50 square feet per student
30 square feet per student
60 square feet per student
30 square feet per student
50 square feet per student
50 square feet per student
35 square feet per student
50 square feet per student
50 square feet per student

110 square feet per student

AUXILIARY SPACES
The types and sizes of the special rooms required to supplement the special purpose

areas would be determined by the program but, in general, they are of three types: (1) storage
areas, (2) preparation areas, and (3) instructional support areas (e.g. kiln room, balance
room, etc.). A figure to determine the square footage of auxiliary space might be :

Storage areas
Storage areas (typing and accounting)
Preparation areas
Instructional support areas
Storage arca (planetarium)

Minimum size
10 square feet per student
5 square feet per student

10 square feet per student
50 square feet per student
1 square foot for each 2 students
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Although these rule-of-thumb square foot-
ages are given, these figures are based on pres-
ent programs and are given only us a starting
point. Each college should determine its own
space needs and change the sizes and layouts
of areas as instructional needs change.

INSTRUCTIONAL SURFACES
Most science, engineering and vocational-

technical laboratories should have a sliding
chalkboard. Art laboratories could have most
of their walls faced with a washable tackboard
for display of work. A modular display-chalk-
board system would be most desirable, since
the amount of display and writing surfaces
could be adjusted to the instructional needs
of the moment.

LIGHTING
In general, ceiling heights, with the excep-

tion of the planetarium and some physical edu-
cation areas, might be the same height in most
instructional areas.

Good lighting in all areas is very essential
not only for the instructional program but for
the health of faculty and students. The latest
recommendations of the National Council on
Schoolhouse Construction for special types of
imiructional areas might be observed. All light-
ing should be capable of rearrangement as in-
structional areas are rearranged to suit the
program. A modular system of lighting would
I- advisable for this purpose. Machine shops
should be equipped with individual lights that
may be independenby directed on the work.
Work benches in electronics laboratories should
also be equipped with individual lights that
may be directed into a chassis. If live work is
used in the auto shop, overhead drop cords
should be used to keep electric cords off the
floor. All machines should have special light-
ing over the operator's area. Provisions should
be made for the instructor to turn off all elec-
trical services, except the lighting, with one
master switch in case of an emergency. All
machinery should be equipped with magnetic
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switches. If windowless buildings are program-
med, a separate emergency lighting system
should be installed.

SPECIAL FEATURES
Like all areas in the community college, the

physical education facilities should also be
planned in terms of program. Some authorities
feel that these facilities should be comparable
to those of a four-year college having approxi-
mately the same size (full-time) student body.
However, it ski" aid be realized that if manda-
tory physical education courses are required in
the first and/or second year at the community
college, more teaching stations would have to
be considered. Since many physical education
activities are co-ed and geared to life-long
physical and recreational activities such facili-
ties as golf courses, bowling alleys, swimming
pools, tennis courts and squash courts should
not be overlooked.

Most community colleges provide gymnasi-
ums, running tracks and play fields in addi-
tion to the necessary auxiliary facilities such as
locker rooms, equipment rooms, spectator seat-
ing and a variety of equipment, to the extent
required for the objectives of the college. How-
ever, some colleges have found that fixed out-
door grandstands are rarely fully occupied and
since the space (and money) required for
them can also be used for other purposes,
whether to provide them or not should be care-
fully considered. Some community colleges
either substitute movable grandstands for per-
manent ones or rely solely on indoor telescop-
ing bleachers for spectator seating. Care should
be taken so that intercollegiate sports do not
determine the types of physical education fa-
cilities planned.

Most business education areas in the com-
munity college should be similar to those found
at the high school level but office practice and
office machine rooms should have furniture and
equipment comparable to those found in large
office areas in industry.



Music areas could parallel those of the large
high school. There would be little significant
difference between choral and instrumental
music rooms in the community college and high
school. However, the need for this type of
teaching station would depend on the college's
program.

In addition to being extremely flexible so
that adjustments can easily be made to adapt
them to a changing program, art laboratories
should have provisions for natural lighting. Al-
though many facilities might be designed with
limited window areas because of air condition-
ing considerations, all art areas, with the ex-
ception of dark rooms and storage spaces,
should have natural lighting so that colors do
not become distorted as is the case when arti-
ficial lighting is used alone.

OTHER CONSIDERATIONS
Special-sized doors with special hardware

will be needed in some laboratories in order
to bring in and remove equipment, supplies and
some instructional materials. Most science, en-
gineering and vocational-technical areas should
have more than one exit. Laboratories located
on ground level should have an exterior exit.

All essential services (electricity, gas, etc.)
required for the programs should be available.
There should also be provisions for the installa-
tion of services which may become essential be-
cause of changes in the instructional program.
Although service lines have historically been
imbedded in the floor and walls, it should be
possible to install additional lines after the
building is completed. Architects should be in-
structed to run service lines between outer
walls and between floors. Walls and floors
should be designed so that additional lines can
be added at any time. Removable panels should
be placed at intervals, so that these additional
services can be brought through to laboratory
desks or other surfaces whenever a major
change is needed. Initially, this type of installa-
tion is very expensive, but it is one of the few
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Some school planners say that air con-
ditioning has little effect on learning . . .
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ways to provide for programs which will prob-
ably change. It is far less expensive than re-
placing facilities which cannot be used because
they have become instructionally obsolete.

All furniture that is placed in a special pur-
pose instructional area should be movable or
semi-fixed. No furniture should be permanently
fixed so that it could not be moved to suit pos-
sible changes in the instructional program.

There should be provisions for individual
lockers near specialized facilities for student
projects and personal items. Locker areas near
these facilities would enable students to store
bulky materials so that they would not have
to carry them home or to other parts of the
campus.

All areas should have racks or hooks for
coats and hats. However, these should not be
placed within laboratories or shops where ma-
chinery and/or volatiles are used.

All special purpose instructional areas should
have "built-in" acoustical properties so that
the program is not distrubed by sound (e.g.
if a classroom is near a shop, measures should
be taken to restrict disturbing noise).



There should be separate cabinets or stor-
age for resource materials in all special pur-
pose instructional areas. Drinking fountains
and toilet rooms should be located near all
instructional areas. Most special instructional
areas should have washroom provisions.

LOCATION

Technical-vocational facilities besides being
excellent instructional areas should also be
models for local industry to copy. If possible,

these areas should provide the lead for local

industry to follow.

THE

DRAMA DEPARTMENT

The drama department should be adjacent
to a few general purpose instructional areas,
as well as to the special purpose areas of the
fine arts and music departments. Proximity to
the paint and crafts laboratories enables the
drama and music departments to use these
areas as supplements to facilities needed for
the performing arts.

AUDITORIUM VERSUS LITTLE THEATER

The community college could have an audi-
torium but, in its place, it is recommended that
there be one or more little theaters. These
should be equipped with theater-type seating
and be considered semi-professional in scope.
These should have seating capacities of not
more than 300-400 students each and should
be suitable for instructional purposes. Historic-
ally, large auditoriums have had poorer utili-
zation since they are used to their full capacity
only a few times a week. A divisible auditorium
which can be divided into smaller instructional
areas might be explored. Little theater (s) can
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be used for assembly programs, thus eliminat-
ing the need for a separate auditorium. Any
large gathering such as commencement exer-
cises could use the college gymnasium where a
portable open stage can be erected. If possible,
the little theater (s) should also be adjacent to
the fine arts center or near other fine arts fa-
cilities.

The drama department should also have the
following minimum facilities: (1) stage craft
workship, (2) property storage room, (3)
dressing rooms with accompanying toilet and
shower, and (4) wardrobe room.

The types and sizes of stages that are plan-
ned for the community college should be de-
termined by the program. The three types of
stages which might be included are: (1) the
platform or open stage, (2) the proscenium or
picture frame stage, and (3) the arena stage
or theater-in-the-round stage. Since the stage
areas would be used for instructional purposes,
they should be equipped properly by being
semi-professional in scope.

An outdoor amphitheater might also prove
useful to the drama department's program.
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PLANNING THE COMMUNITY COLLEGE STUDENT CENTER
LOCATION AND FACILITIES

The student center is to be regarded as the
social hub of the campus and should be cen-
trally located. It should be classified as the
focal point of all student activities that are
part of the community college's program. As
a minimum, the student center should have the
following types of areas :

1. Student lounges
2. Snack bar, student cafeteria and vend-

ing machine area
3. Cafeteria service areas
4. Student government and activity offices
5. Student store
6. Display areas
7. Supplemental storage areas

GROWTH
All areas should be designed with the maxi-

mum growth of the college in mind, but special
attention should be given to the food service
areas since in many community colleges these
areas have been designed too small. Care
should be taken so that all areas be designed
for easy expansion if the need arises. A recent
survey of 140 four-year colleges disclosed that
facilities are becoming larger and more com-
plete than in the past; and they are being used
for more community service activities.

LOUNGE AND VENDING AREAS
All student lounges and all vending machines

should be located in the student center. This
permits students with different subject fields
and interests to mingle freely and benefit from
exchange of ideas and interests. This is one
method of "building in" a control which seeks to
insure one of the objectives of higher educa-
tion. A central location for all vending ma-
chines is another method of trying to draw all
students together. It would be detrimental to
the overall concept of developing a commonali-
ty of understanding by locating vending ma-
chines at various points throughout the campus.
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FOOD SERVICES, DISPLAYS, LOUNGES,
RECREATION AREAS

The snack bar and cafeteria hot tray areas
should be separate. Combining these areas im-
pedes their functions and makes service diffi-
cult. Relatively few students at a community
college eat a hot meal, although this type of
service is desirable. For every student using the
hot tray area, there will be four to five students
using snack bar facilities. For this reason, the
snack bar services should be large and be laid
out for efficient use. Both snack bar and cafe-
teria services should be capable of serving
large numbers of students, especially at peak
periods. A "'scramble type" of hot tray service
area is the most efficient. This concept might
even be applicable to the snack bar, since it
breaks down the need for students to queue
up in long lines. If the area is laid out and
works efficiently, there is no reason for the
faculty not to use it if they do not have separate
dining facilities.

It would be more desirable to have faculty
cafeteria and dining facilities in a separate
building but, if this is not possible, they should
have a separate dining area within the student
center. The student cafeteria should be one of
the few areas on campus that can be partitioned
into smaller areas by the use of folding par-
titions. These smaller areas could be used sep-
arately as small group dining and/or meeting
rooms by students, faculty and staff, as well as
community organizations.

There should be separate tackboard areas in
the student center to post notices concerning
student activities, as well as display cases for
college awards.

Lounge as well as cafeteria furniture should
be grouped in small clusters so as to give a
feeling of individual groups. A "mass effect" in
laying out these areas should be avoided.

The provision of game and television rooms
and music listening booths would depend on
the needs of the student. However, the student
center should be wired for closed and open



circuit television. Music listening booths for
small groups should be wired to the audio-
visual center in the library, so that requests
can be "piped" into these areas.

The student center should be primarily- de-
signed for student activities. However, this
does not preclude the possibility of students
studying there if they so desire.

There should be provision for easy access to
the student center by needed services (delivery
of supplies to the cafeteria, bookstore, etc.).

OFFICES
Administration offices in the student center

should be held to a minimum since, theoreti-
cally, this should be classified, more than any
other facility within the college, as the "stu-
dents' building." The following administrative
offices and related functional facilities would
usually be located in the student center:

1. The student center manager
2. The dean of student activities
3. The cafeteria-snack bar manager
4. The bookstore manager

INSTRUCTIONAL ASPECT
Although the student center should. be re-

garded as the hub of student s etiv:ties, it can
be used for part of the instruction °i program.
For example, the food service facilities can be
used to train students in some al.eas of hotel
and restaurant management and the bookstore
can be used within the distributive education

program. A general purpose instructional area
fof use with such programs could be provided.
This area could also be used as a general meet-
ing room for other college-community func-
tions.

Student mail boxes or lockers should not be
located in the student center. However, lock-
ers and washroom facilities should be provided
for cafeteria personnel, whether employees or
students working in an area of the instructional
program related to food services.

OTHER CONSIDERATIONS
There should be appropriate storage facili-

ties for the food service, bookstore and office
functions of the student center. There should
also be adequate space to store cafeteria furni-
ture when this area must be cleared for student
activities such as dances, meetings, etc.

Some other factors which should be consider-
ed in planning this area are:

1. Proper acoustical treatment so that
areas can be used efficiently for their
designed function.

2. Air conditioning.
3. Provision for more square footage for

food service areas if they are to be used
for instruction.

4. Use of outside patios as adjuncts to the
snack bar and cafeteria.

5. A public address system.
6. Lounge area for cafeteria personnel.
7. Carpeting for the public (student) areas.

PLANNING ADMINISTRATIVE FACILITIES
ACCESSIBILITY

The community college administr:. ,'ve fa-
cilities should be located near the center of the
campus. This location is for the "service of the
many" since it is more desirable to have it im-
mediately accessible to the persons using the
campus than for the occasional visitor. Histor-
ically, most administrative areas have been
located near the periphery of the campus be-
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cause of nearness to parking. However, this
location, while helpful to the campus visitor,
has not made administrative facilities readily
accessible to the largest groups who use them :
faculty, staff and students. In most cases, visi-
tors parking will only be a short and possibly
pleasant walking distance from the adminis-
trative areas.



"INNER MASTER PLANNING"
A major consideration in planning the ad-

ministrative area for the community college is
provision for future expansion of the building
and internal rearrangement of areas. if loft
type of construction is programmed, these
"inner" changes, when needed, can easily be
realized. With these structural considerations,
non-load-bearing partitions can easily be dis-
mantled and rearranged to suit new conditions.
It would be ac s isable to have a master plan of
inner arrangements which indicate how areas
might be arranged at various levels of the col-
lege's growth. However, the number of ad-
ministrative spaces cannot be properly deter-
mined by the enrollment of the college. The
number of offices and related spaces needed at
a particular point in tine can be calculated
by u.ing the organizational chart of the college.
Areas for supporting additional staff and ad-
ministrative services could be scheduled on
this " inner master plan."

The rearrangement of these areas is extreme-
ly important because, like the academic pro-
gram, administrative relationships change as
a community college develops; and curricular
and student population changes serve to modify
administrative services.

It might also be feasible to have a master
plan for rearrangement and future use of all
inside areas within the community college.
This plan could be an important component
of the master plan for development of the en-
tire college plant.

ADMINISTRATIVE OFFICES AND SUITES
The number and size of individual offices

for administrators would depend largely on the
administrative organization and philosophy of
the college. However, no office within the en-
tire college should be less than 100 square
feet. All key administrative personnel should
have their own offices and, in some cases. their
own suites. The sizes of these spaces would de-
pend on their function;However, most key ad-
ministrators (president, deans, director of
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community services, director of the evening
program, etc.) should have offices with lounge
areas for visitors. If possible, these offices
should also have individual toilet ..eas.

The college president's office should be lo-
cated near the center of the administrative
suite so that he is centrally located with respect
to key staff members. Each key administrator
should have a separate or shared conference
room located adjacent to his own area. In addi-
tion, there should be a large conference room
for meetiv gs of the board of trustees and staff.
with provisions for seating twenty to thirty
additional persons.

Generally, private offices with accompanying
spaces for private secretaries should be pro-
grammed for the college president, most of the
deans, the college registrar, bursar, and direc-
tors of the day, evening and community services
program. However, this would vary depending
on the community college's table of organiza-
tion. In most cases, the dean of student activities
should be located in the student center.

OTHER FACILITIES
The registration functions of the college

should be housed in the administrative area.
Provision should be made for systematic regis-
tration procedures. This can be accomplished
by the use of "bank teller" type openings in
a corridor wall and quasi-permanent counters
placed at appropriate intervals. These areas
should be set up so that traffic flows freely and
that registration procedures become less com-
plicated. In the past, many community colleges
have underestimated the size of these facilities
and have had to improvise their arrangements
for registration.

Other facilities most commonly found in ad-
ministrative areas include : (1) secretarial areas
(both pool and individual types) ; (2) waiting
areas; (3) telephone switchboard areas; (4)
toilet facilities for administrative and staff
personnel; (5) vault; (6) mail room; and (7)
supplemental storage areas. Office pool areas



should bs based on at least fifty square feet
per clerical worker, not including storage. The
central campus duplicating, data processing
and micro-filming functions should be housed
in the administrative facilities and planned for
initial and future needs. Attention should be
give- ".,o future data processing functions and
to ultimate storage needs. Many community
colleges planned during the last decade have
underestimated the amount of space needed in
the administrative areas. These deficiencies
have been most notable in the admissions, busi-
ness and record storage areas.

Areas that students will be using should be
the most accessible. A central waiting area for
the administrative suite should be accessible to
students, visitors and staff.

PROVISIONS FOR EVENING USE

The administrative areas for the evening pro-
gram should be self-contained and should be

able to operate as a unit when other administra-
tive offices are closed. It is important that the
size and services of this area not be underesti-
mated. Telephone services for the evening pro-
gram should be available not only for this area
1)Ut far other facilities such as faculty offices,
the library, student center areas and essential
operational services of the community college
plant.

AN IMPORTANT POINT
In some areas of the United States, many

community colleges are built to serve a wide
region. The tremendous growth of the com-
munity college movement has seen many areas
support two or more community colleges. If
student population forecasts indicate that there
will be more than one campus, a decision might
have to be made as to whether certain business
functions of the community college should be
"pooled" on one of the campuses.

PLANNING THE COMMUNITY COLLEGE GUIDANCE AREAS

LOCATION AND ACCESSIBILITY
The community college guidance center

should be located in or direct iy adjacent to the
college administrative areas. Access to the
guidance area should not necessitate students'
going through the other areas of the adminis-
trative facilities. Ease of access and a friendly,
cheerful environment should be created so that
a stigma is not attached to the area.

THE GUIDANCE CENTER
The guidance center is actually a service

area, since most of the actual counseling should
take pl- ce in faculty offices. In essence, the
entire faculty in the community college is part
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of the guidance department. This maintains
the close personal relationship between stu-
dent and teacher that has made the community
college movement so successful. Since the facul-
ty is really an adjunct to the guidance depart-
ment. each member should have a separate of-
fice. These should be a minimum of NO square
feet of space and have provisions for seating at
least two or three visitors.

As a minimum, the guidance "core" should
have the following typ3s of spaces: (1) indi-
vidual coordinators' and other specialists' of-
fices; {2) conference-testing rooms; (3) wait-
ing-library area; (4) reception area; (5) sec-



retarial areas; and (6) supplemental storage
and record areas.

Specialists' (psychologist, social worker, etc.)
and coordinators' offices should be sound-
proofed to insure privacy and should be large
enough to seat three or four visitors comfor-
tably.

All conference areas for counseling (includ-
ing faculty offices) should be cheerful and be
somewhat soundproof. It is difficult for personal

and confidential information to be exchanged
between students and counselors if privacy is
not guaranteed.

The importance of properly designed guid-
ance areas cannot be overemphasized. In the
community college there are many students
who are deciding for the first time in which
direction they are setting their goals. It is here
that ,many will decide to terminate their edu-
cation, or change their goals. It is one of the
most important times for positive guidance.

PLANNING THE COMMUNITY
COLLEGE FACULTY AREAS

LOCATION AND ADVANTAGES
If possible, all faculty offices should be lo-

cated in a separate facility on the community
college campus. This is considered desirable
since: (1) it allows faculty members to mingle
and share their interests; (2) it discourages
break-up of the facult,- into departmental or
other types of cliques aild the subsequent loss
of overall morale; (3) lounges and work fa-
cilities can be located more practically and
economically; (4) it prevents faculty from su-
pervising instruction, particularly in labora-
tory areas, from their offices. The faculty cen-
ter could be used to house all faculty offices,
lounges, work areas and food service facilities.
There are other advantages to a separate facul-
ty center. This Facility enables administrators
and faculty members to meet informally in the
lounges and dining areas. A spirit of friendli-
ness and understanding, which is important to
the welfare of the community college should
develop. Actually, it would make communica-
tion better between faculty and administration.
It would also make mail and other servicing of
the faculty easier.

Department libraries for the faculty should
be located in a separate area within the com-
munity college library. It is therefore desirable
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to have the faculty center located near the
library. Locating the faculty center near the
hub of the campus would make it easily acces-
sible from the surrounding instructional build-
ings.

CONSIDERATIONS IN DESIGN

In designing the faculty center, the follow-
ing should be considered: (1) flexibility for
rearrangement of space and potential for expan-
sion, as well as the important aesthetic and con-
ditioning factors that are considered in de-
signing other areas within the plant; (2) ap-
propriate space for storage, waiting areas and
clerical personnel; and (3) direct access to
the faculty office suites, not through other
service areas of the faculty center.

PART-TIME STAFF

It would be desirable to have office space
for part-time (evening and day) instructional
staff. Assigning them an office would depend
on the number of courses a part-time faculty
member taught and the availability of space.
However, if office space is not available, indi-
vidual mail boxes should be assigned to part-
time faculty members.



FACULTY OFFICES
All faculty members should have their own

offices. Care should be taken so that faculty
office. are designed solely for individual facul-
ty members. This is essential if the faculty is
to properly counsel students. Each office should
have adequate acoustical treatment so that con-
ferences can be held in privacy. Each office
should have space for a desk and chair, as well
as comfortable seating for two or more visi-
tors. A file cabinet for guidance records and for
personal instructional materials should be pro-
vided. It would also be advisable to equip each
area with a bookcase which has adjustable

shelving. If possible, a small chalkboard and
tackboard should be located in each office. As
a rile -of -thumb figure: each individual office
should be a minimum of one hundred square
feet. There should be little or no difference
between faculty members' and department
heads' offices. Faculty members needing space
for group meetings could use the small con-
ference rooms which should be located in or
near each department's suite. In addition to
those provided in the faculty center, most
buildings should have separate toilet facilities
for faculty members.

STUDENT HEALTH

FACILITIES

Depending on the philosophy of the college,
the health suite can be located adjacent to the
guidance center or within the instructional
areas required the nursing program.

It should have the following minimum areas:
(1) an examining room; (2) dressing cubicles;
(3) nurses' offices; (4) first aid room; (5) rest
areas with adjoining toilets; and (6) waiting
and storage facilities. Sizes of these spaces
would depend on the requirements of the pro-
gram. Some areas would not have to be dupli-
cated if they are part of the facilities for the
nursing program.

The health area should be accessible by ser-
vice roads (which would be student walks) and
there should be space for emergency or service
vehicles to park near the entrance. In planning
this area, the same general considerations
should be followed as mentioned in some of
the previous sections.
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'I
PLANNING THE COMMUNITY COLLEGE BOOKSTORE

The community college bookstore should be
located in the student center. The bookstore's
environment and services should be consistent
with the educational objectives of the commun-
ity college. Its rich supply of good books and art
forms should help the student to acquire a
feeling and sense for culture by placing its
tools within his grasp.

The college bookstore should be a self-service
type of operation and might be considered a
"supermarket in miniature."

As a minimum, the community college book-
store should include: (1) main sales room ; (2)
checkout areas; (3) work-storage room (s) ; (4)
manager's office; and (5) service vestibule.

Since the bookstore is normally a combina-
tion variety store and bookstore, there should
be several methods for displaying materials.
Most items such as textbook6, paperbacks and
other instructional supplies can be displayed
or stored on or in shelves, bins, racks, glass
counters and storage cabinets. Small and ex-
pensive items such as drafting instruments,
slide rules and jewelry should be kept in sep-
arate cases and handled by bookstore person-
nel. Aisle space should be wide enough and
checkout counters should be located for easy
access by large numbers of students during
peak periods. Like all areas in the community
college, the bookstore should have movable
furniture and space for rearrangement of dis-
plays and fixtures. Traffic patterns within the
store should be carefully planned to prevent
cor gestion. Lighting and other conditioning
factors in the bookstore should make efficient
operation of the area possible.
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Several checkout counters should be pro-
vided at the one exit (aside from emergency
exits) from the bookstore. Since there art. no
resident students, it is not necessary to provide
display and storage space for nations, toilet
articles and other items that would be needed
by such students.

SHRINKING SPACE

The amount of space required in the col-
lege bookstore should be determined by the
initial and future enrollment of the college. A
rule-of-thumb figure for determining the amount
of space allocated could be two square feet per
full-time student enrolled at the college. In the
past few years, community college bookstores
have rapidly become obsolescent. This is due
more to the deluge of vast numbers of paper-
backs which have become available than to
lack of foresight on the part of planners. Some
new community colleges are allocating 25 to
50 % of main salesroom floor area for the loca-
tion of paperback book displays. If used books
are to be sold at certain periods of the year,
this could be provided for with a special win-
dow and receiving area.

OTHER FACTORS

The service vestibule in the bookstore should
contain self-service lockers where students can
leave their personal items (textbooks, brief-
cases, etc.) before going into the store.

The college bookstore should have a loading
dock for delivery of supplies and should be
easily reached by a service road.



PLANNING
THE COMMUNITY COLLEGE LIBRARY

SCOPE

The community college, no matter how well
planned with regard to program or instruction-
al facilities, cannot accomplish its objectives
unless it has a well equipped, functionally de-
signed and broadly supplied library. In order
to accomplish this goal it must carry the ma-
terials necessary for proper operation of the in-
structional program and to meet the individual
needs of both faculty and students.

In recent years, the community college li-
brary has grown from a mere repository of
books and other publications to a virtual store-
house for many types of heretofore unknown
or little used instructional aids and materials.
It has become the center for curricular ma-
terials and the chief focus for the community
college's cultural existence. Microfilming has
enabled decades of information to be stored
in miniature, so that it can be saved and used
by present and future generations.

More recently, the library has become the
center for campus communications. Taped au-
dio and/or visual media in the age of electronics
have enabled the library to "pipe" its materials
to all facilities on the campus, there to be used
by the individual as well as the group.

The collection of materials in the community
college library should be organized and care-
fully selected to properly supplement the teach-
ing program. Like all areas in the school plant,
the library should be designed with the indi-
vidual student in mind. The library's physical
environment should motivate learning. It should
have built-in safeguards to allow individuals or
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groups to work without distraction caused by
design difficulties or by other individuals. It
should be so designed that its structure helps
to control conduct of students. All the forces of
good architecture should be brought to bear
to help realize the objectives of the library
program.

LOCATION
The community college library, the physical

and resource hub of the campus, should be
located at or near the physical center of the
building group. Centrality of location is ex-
tremely important since it must be convenient
and directly accessible to both students and
faculty. Access to the library should be guaran-
teed by properly positioned walks.
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Students in all curricula find use for the library.

SIZES OF RESOURCES
The community college library should prob-

ably be larger than that of a comparable-sized
four-year liberal arts college. This is essential
because a greater amount of materials is need-
ed to maintain the diversified programs offered
by a comprehensive community college.

Because of its larger enrollment, as well as
its broader program, the community college
library should be much larger than any library
found on the secondary school level. Listed are
some of the types of materials which should be
made available ; provisions must be made for
their display, storage and use in designing the
facilities within the library.

1. Reference books (a minimum collection
of 200-300 titles)

2. Circulating books (including multiple
copies of widely-used materials.)

3. Current and bound periodicals
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4. Audio and television tapes, slides, films,
records, "flats," and other audio-visual
materials.

5. Special collections (maps, music, manu-
scripts, rare books, pamphlets, broad-
sides, etc.)

The community college library must be able
to accommodate the materials which are es-
sential to the proper operation of the instruc-
tional program. A universal standard based on
the number of resource materials would not be
valid, since it should be the quality and use-
fulness of the materials, rather than the quan-
tity available to both students and staff. How-
ever, some authorities agree that a community
college cannot perform its function unless it
has at least 20,000 carefully selected volumes.
Multiple copies of widely used materials would
also have to be provided. It might be pointed
out that the broader and more diversified the



program, the larger the need for a wide assort-
ment. In order to open a new library with suf-
ficient materials, many wise community col-
lege administrators have made the basic col-
lection of books, periodicals and other materials
capital outlay items. It should be noted that
the cost of each book in the core collection is
generally between five and six dollars. The
specialized texts needed for technical curricula
are more expensive. An adequate basic book
collection, reference collection and audio-visual
materials collection, as well as a selection
of periodicals are indispensable if the com-
munity college library is to serve its real pur-
pose.

In planning, provision would also have to be
made for normal growth of resources. Some
community college librarians feel that the col-
lection should be enlarged by 5,000 volumes
for every 500 full-time equivalent students be-
yond 1,000. A basic fact that must be kept in
mind is that the community college library can
depend on local public libraries only for sup-
plementary support.
SIZE OF THE LIBRARY

The size of the area needed for the library
can be determined only by listing all essential
areas and scheduling the amount of space and
equipment required for each. This must be
done area by area, clarifying such needs as
book storage requirements, seating capacities,
number of work stations, special equipment
needs such as card catalog, atlas stands and
other items of equipment. This schedule would
then become the basic guide for interior plan-
ning. As noted in a previous section, "Planning
Community College Buildings," the library
should follow the concept of open planning
with a minimum of load-bearing partitions.
This is one of the few ways of providing for
unforeseen uses of the library.

Supervision in most libraries has always
been a problem. Line of sight supervision is
most desirable but often impossible. Several
libraries have installed television cameras for
monitoring remote areas of the library. "Acous-
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tical alarms" have also been installed in some
areas to warn the librarian of disturbances that
occur. This can be tied in with television mon-
itoring and can be controlled from a central
location. The use of individual carrels rather
than group tables has reduced the problem of
supervision and noise in several college librar-
ies.

Although the planning of each library de-
pends on its particular program. there are cer-
tain features which are applicable to most good
libraries. Two of these are : (1) a single lending
desk should be designed and located to control
as many entrances as possible ; (2) there should
be a single processing room for reference, cir-
culation, etc. A rule-of-thumb figure in planning
libraries is provision for at least 25-30 square
feet per reader exclusive of stack and work
areas. The higher figure is more desirable if
student carrels or individual work tables are
used almost exclusively. Since the entire book
acquisition program must be kept in mind in
planning the library, the following formulas
might be used for estimating the space required
for books. They are : (1) fifteen volumes per
square foot of floor space ; (2) two volumes
per cubic foot, if the standard seventy-six inch
high books are used ; (3) six books for a running
foot of shelf ; and (4) 126 books for a three foot
section which is seventy-six inches high.

AREAS USED BY STUDENTS
Before the educational specifications for the

library can be set, certain basic decisions must
be made concerning (1) the seating capacity
of the library ; (2) the type of seating, special-
ized equipment and work surfaces that are
most desirable ; and (3) the types of library
services that are to be rendered. In designing
the library, care should be taken so that the fol-
lowing types of areas are provided as a mini-
mum for use by students: (1) reading anti work
areas (individual and group) ; (2! informal
reading areas; (3) circulation areas, including
card catalog, checkout area. etc.; (4) open
shelf areas; (5) conference rooms; (6) ref-



erence room (s) ; (7) current periodicals area ;
(8) typing rooms; (9) audio-visual listening,
recording and viewing areas (including closed

circuit television) ; (10) special collections

areas ; and (11) rest rooms.

AREAS FOR FACULTY AND STAFF
The location, size and adequacy of the op-

erational areas provided for the staff will be a
deciding factor in the efficiency of the library's
operation. The location of checkout areas, of-

fices, public card catalogs, reference areas,
processing rooms, and storage areas should
permit smooth operation of the library. In addi-
tion, rest rooms for the staff should be pro-
vided.

SEATING CAPACITY
The seating capacity of the library should be

determined by the number of students enrolled
at the college. A suggested minimum is seating
for twenty-five per cent of the full-time enroll-
ment of the college.

All furniture in the library should be mov-

able or semi-fixed and arranged for maximum
supervision by the library staff. Most student
reading areas (ninety per cent or more) should
have individual study tables or carrels. Tables
for group seating should be limited mainly to
conference rooms scattered throughout the
library. However, special collections rooms
should have provisions for single and group
seating. All shelving in the library should be
semi-movable and capable of each adjustment
by hand without the need for special tools. It
would also be desirable to have adjustment
holes or fittings numbered to facilitate proper
alignment.

All materials in the library should be avail-
able, directly or indirectly, to both students and
staff. In addition, all areas of the library should
be opened to the student except operational and
processing areas. However, permission should
be required to use special collection areas. Al-
though there might be special locations for par-
ticular types of materials, the type of study
areas needed by students enrolled in the various
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curricula within the community college is the
same. Most of the public areas within the li-
brary should be available for "browsing" and
all stacks (open shelf areas) should be open
for use by students.

Provision will likely need to be made for
operating the library when other areas of the
college are closed ; and ease of public access,
adequate control and availability of telephone
services and utilities must be planned. It would
also be desirable to have the library open at
least one hour before and after the last sched-
uled class .

MOVEMENT OF MATERIALS
Movable carts and tables, elevators, dumb-

waiters, pneumatic air tubes, conveyor belts
and other devices can be used for more efficient
movement of materials within the library. The
types and numbers of these should be decided
by the scope of services rendered. However,
lEararies which have two or more floors (or
level:3) should have one or more elevators and
some provisions for vertical movement of ma-
terials. A bookdrop should be located near the
closest parking lot so that books can be re-
turned when the library is closed. The size of
the bookdrop opening should be large enough
to receive arge sized books.

LIGHTING
Book stacks should not have separate light-

ing fixtures. Overhead lighting should be suffi-
cient to enable all materials to be properly dis-
played. Use of polarized lighting shouia be
explored because of its excellent visual quali-
ties. Special care should be given to lighting in
the library. There should be more emphasis on
brightness balance and proper luminaires than
on sheer candle pow(tr. An illuminated ceiling
would probably be the most desirable type of
lighting system. It should be remembered that
the coloring of the ceilings, walls, floors, tables,
desk tops and other objects in a space contrib-
ute to the caliber of the visual environment.
Care should be taken to select colors that pro-
vide not only a proper brightness but that are
psychologically desirable as well.



The Library . . . the resource center for many tools of learning . . .

AUDIO AND VISUAL STUDY AREAS
The library should have both individual and

group audio-visual learning centers. Some of
the individual learning centers can be incorpo-
rated into specially designed carrels. Any audio
and/or visual material desired should be
"piped" into the individual learning center from
the tele-communications studio. Individual re
quests could be made by intercom from each
learning center (or from music listening rooms
in the student center) to the tele-communica-
tions studio. The vast amount of visual materials
available, since the advent of the movie pro-
jector, should not be allowed to go unused. The
use of documentary films and outstanding tele-
vision dramas, as well as the wealth of slides,
film strips and other audio and visual media
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that are available for learning and can be
placed on tape, should not be impeded by a
lack of sophistication and foresight by college
planners. A nation that can project pictures
from a satellite orbiting in space should not
allow more than 50 years of visual and audio
materials to remain largely unused.

All individual audio-visual learning centers
should be located in areas designated by library
personnel. However, if a number of service
lines (coaxial cables, audio lines, etc.) are pro-
grammed for these areas, they should be
grouped for ease of maintenance and economy.
Both group and individual centers should be
located for easy access to audio-visual service
rooms.



The number of visual and/or audio stations is
determined by the college's program, but
should be flexible so that services can be added,
updated or relocated. This can be accomplished
by having all or part of the floor designed as
indicated under "Planning Community College
Buildings."

TELE- COMMUNICATIONS STUDIO
The library should house the community col-

lege's tele-communications studio. Taped or live
television and audio (radio, records, tapes, etc.)
presentations should be available from this fa-
cility to any instructional area and selected
activity areas on campus. In some areas, cam-
pus activities or concerts can also be broadcast
to the surroundirg community. The studio
should have separate recording, presentation,
repair and storage areas. Lighting and electri-
cal requirements for the different types of live
presentations should be adaptable for changes
in the types of presentations and for equipment
yet to be designed. Television studio areas
should have the necessary services for the pre-
sentation of live classroom situations with ade-
quate space to seat a few students so that tele-
vised teaching is not sterile and is geared to a
living audience. The use of such a central tele-
communications facility will lessen the need
for bulky movie and slide projectors and other
sensitive audio-visual apparatus being carried
from classroom to classroom. This also elimi-
nates the need for many trained operators wha
are often difficult to schedule. An ins:ructor
would be able to schedule or "phone for an
audio and/or visual presentation and have it
programmed to any instructional facility on
campus.

A darkroom near this area could be used by
tele-communications personnel as well as the
community college's public relations depart-
ment.

CONFERENCE ROOMS AND SPECIAL
COLLECTIONS AREAS

The library should have a number of con-
ference rooms, varying in size. which can be
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Books are used everywhere . . .

readily supervised by the staff. Smaller con-
ference rooms should have seating for at least
six students, while large ones should be capable
of seating a maximum of fifteen students. The
larger conference rooms should double as gen-
eral purpose classrooms (seminar rooms) if, or
when, needed. Group seating furniture (rec-
tangular or trapezoidal tables) should be pro-
grammed for the conference rooms and special
collection areas. It would also be desirable to
have individual seating in the special collec-
tions room (s) .

TYPING CUBICLES
The library should have small, enclosed

(soundproof) typing spaces for one, two, or
three persons. These should be based on one
space per fifty students of library capacity.

A rule-of-thumb to use in computing the
amount of space required for conference rooms
and typing areas is at least thirty-five square
feet per person. It is important that all typing
stations include writing surfaces.

READING AREAS
All reading areas in the library should be

informal. Large reading areas could be sep-
arated into clusters by the use of bookshelves,



carrels and other pieces of library furniture.
The mass effect of large stereotyped reading
rooms should be avoided. Several studies have
shown recently that most college students
would rather study using individual carrels
or study tables than work at large group tables.
Lounge furniture should be located throughout
the library reading areas and between open
stacks. It is suggested that single seat lounge
pieces be purchased since large units usually
have poor utilization. It is also desirable to
have tops of student writing surfaces covered
with a textured, melamine or other nonglossy
and durable surface.

For purposes of supervision, glass partitions
should be used in some areas of the library
particularly in conference, special collection,
listening and typing rooms. These partitions
should be capable of rearrangement if the size
or need for such spaces changes.

FACULTY AREAS
The library should have provisions for a
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professional library and reading area for mem-
bers of the faculty. Adjacent to this should be
several small carrels or conference rooms for
individual faculty members to do research.
These should be located near a special entrance
so that they can be used during hours that the
library is closed. Most conference areas could
be utilized by students when not reserved for a
faculty member. In addition, the library should
have adequate offices for the library staff.

LOCKERS AND PERSONAL ITEMS

Self-service lockers should be located in the
library lobby where students can place any
large personal items such as coats which they
do not want to carry into the library. Study
carrels might also be provided with drawers
where students can keep some of their study
materials.

A classroom for teaching the use of the li-
brary, although useful, would be poorly uti-
lized. Conference rooms or other classrooms
could be used for this purpose.

Mill111.-

Outdoor patios are also learning areas . . .
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CIRCULATION DESK
The main circulation desk should be located

near the entrance to the library. It would be
desirable to have a turnstile in this area. The
size and type of circulation desk should be de-
b (mined by the library staff.

SERVICE ENTRANCE AND 4011.11r gt_
STORAGE

The library should have a separate service
entrance for the delivery of books and supplies.
This entrance should be located near the new
book and repair processing centers. Most stor-
age space f3r supplies should be located near
appropriatc: work stations and should include
adjustable book shelving. In the library, any
storage cabinets should be capable of being
moved.

TELEPHONES
Telephones should Ix generously supplied in

the library for use by t library staff. In re-
cent years. the telephone has become an in-
dispensable "working tool" for the librarian
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Ind it should be suitably located in most of the
work areas and offices. There should also be
provisions for public telephones in or near the
library building.

MORE ESSENTIALS
All essential services that are required by

the library should be available. Air-condition-
ing, in addition to contributing to pupil and
staff comfort and efficiehcy, is also necessary
for the preservation of pulp materials. Dust
and uncontrolled humidity are responsible for
slow deterioration of valuable and sometimes
irreplaceable instructional and resource ma-
terials.

Carpeting should be the basic covering for
the library floors. In addition to its durability
and ease of maintenance, it is as excellent
acoustical mateml.

A smal! parking area for delivery of supplies,
books and other materials should be located
adjacent to the library with adequate receiv-
ing facilities. This area should be reached by
service road or tunnel.
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COMMUNITY COLLEGES FACILITIES PROJECT
DIVISION OF FIELD STUDIES AND RESEARCH

GRADUATE SCHOOL OF EDUCATION
RUTGERS-THE STATE UNIVERSITY

CHECKLIST FOR PLANNING COMPREHENSIVE
COMMUNITY COLLEGE FACILITIES

This list is presented as a suggested guide for questions to be considered in
planning comprehensive community college facilities.

The various types of curricula in a comprehensive community college indicate
the necessity for close cooperation of instructional personnel, administrators,
citizens committees, boards of trustees, architects, rx.3 outside school plan-
ning consultants to secure functional facilities that will serve the educational
program. Although the final responsibility for planning the community college
plant rests with the board of trustees and the college administration, it is
essential that both lay and professional assistance be sought to plan this unique
type of educational plant.

Comprehensive community colleges usually offer three distinct types of pro-
grams, but specific course offerings are usually determined by local needs.
The three educational programs usually offered are:

1. Transfer (or university-parallel) curricula -- where students
select pre-professional and or liberal arts courses for trans-
fer to schools offering the bachelor's degree.

2. Technical curricula -- where students prepare for semi-
professional employment in fields associated with industry,
business, health, and agriculture. These programs are
usually considered terminal, since students frequently enter
employment upon graduation.

3. Continuing education programs -- this program is principally
for adults seeking education beyond high school. This program
enables adults to resume interrupted educational objectives or
pursue studies of a cultural or personal enrichment nature.
Adults seeking retraining to pursue new occupations or to
improve their present job competence might be enrolled in this
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area. Such programs might not vary markedly from the regular
transfer or technical curecula.

Although the objectives of these cut ricula are widely recognized and generally
accepted, each college has the responsibility for determining its own specific
objectives. The degree of emphasis will vary from college to college in accord-
ance with the educational needs of the geographic area it serves.

it should be remembered that in any planning process for community colleges,
physical facilities are only an adjunct to the instructional program. Any types
of physical facilities that evolve should be based on who is to be taught, what
is to be taught, how it will be taught, when it is to be taught, and how this
space can best serve and arrive at the teaching objectives that are a part of
the school's philosophy. Unless the proper physical facilities are constructed,
the scope of the program and the operation of the college will be handicapped.

PLANNING THE COMMUNITY COLLEGE SITE

Selecting a site for a proposed community college can be one of the most
important decisions in planning. Whether the college is to be located in an
urban, suburban, or rural setting; its location, size, and distinguishing
characteristics will influence present and future development as well as the
types and aesthetics of the facilities planned. Certain decisions regarding
instruction and student policies will be determined by the site selected. The
ik-iportance of site selection cannot be over-emphasized. Site selections
shculd be based on such considerations as utilization, master plan develop-
ments and improvements expected, rights-of-way, accessibility, environment,
size and shape, topography, soil and drainage, zoning, and nearness to essen-
tial services snnh as sewers, electricity, water and gas.

The following are examples of typical questions that might be asked and should
be answered before selecting or planning a comprehensive community college
site.

1. At what time in the planning stage should site selection be
considered?

2. How close to the center of population should the site be?

3. How does the college philosophy affect the size of a campus?

4. What formula should be used to determine the size for a
community college site?
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5. How may future size of site needs be projected?

6. When should additional site(s) be purchased?

7. What should be the minimum full time enrollment of a
comprehensive community college?

8. What should be the maximum full-time enrollment of a
comprehensive 2ommunity college?

9. What is the best shape for a community college site?

10. What will happen to the value of real estate surrounding
the community college?

11. Should community colleges be located in industrial areas?

12. What are considered the best "neighbors" of community
colleges (private housing, churches, business districts)?

13. Should certain zoning regulations be adopted before the
site is selected?

14. Where should play areas be located?

15. What essential outdoor areas must be considered in a
community college campus?

16. What should be the relationship of buildings to the site?

17. What percentage of the site should be covered by buildings?

18. Where should parking lots be located?

19. What formula should be used to calculate the number of
spaces needed?

20. Should there be separate parking lots for faculty and staff?

21. Should there be special parking facilities for visitors ?
If so, where and how many spaces?

22. Should there be special spaces for compact cars?
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23. How can the "mass effect" of many cars in the parking
lot be made more aesthetically desirable?

24. In urban areas, where can students park while attending
classes?

25. Should parking lines be spaced at 45° angles?

26. What building should be directly accessible to private
cars?

27. Should parking lots be illuminated at night? If so, to
what degree?

28. Where should the luminaires be located?

29. Should vehicular roads, other than service roads, be
allowed among the buildings?

30. What should be the width of the service roads?

31. Can service roads also double as student walks?

32. What should be the width of the access roads? Where
should they be located?

33. What should be the nature of the topography?

34. Is seepage and flooding from nearby areas a problem?

35. What should be the nature of top soil and sub-soil?

36, Should certain trees ;Je fenced off before construction
begins to save them from destruction?

37. What should be the width of the main student walks?

38. What are some of the main sources of noise that are
disturbing to the instructional program?

39. What acoustical barriers should be considered in site
selection?

40. What consideration should be taken to cutdown on wind

exposure?
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41. What type of landscape program should be initiated?

42. What provisions should be made on or near the campus
site for bus transportation?

PLANNING COMMUNITY COLLEGE BUILDINGS

The following P re examples of typical questions that should be posed before
planning the luildings that are to be constructed on a community college site.
Any questions asked should keep the ultimate size of the community college
in mind.

43. What basic buildings must be on every community college
site?

44. What building(s) should be constructed first if you are
forced to build only one or two at a time on a new campus?

45. What building should be kept apart from the rest of the
complex?

46. Should academic departments be housed in separate
buildings?

47. Should there be certain zones for certain types of buildings
(example: administrative zone, instructional zone, parking
zone) to allow for added expansion or addition of certain
types of facilities?

48. What plan (compact, cluster, finger, campus, etc.) is the
most desirable for the physical plant of the college?

49. What is the most desirable orientation of certain buildings
to each other?

50. What type of orientation pattern is the most desirable?

51. What are soAne of the dangers in the orientation of buildings?

52. What is a way to prevent "boxing -in"?

53. What should be the basic orientation of the buildings with
regard to sunlight?
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54. How should the insides of buildings be designed for
flexibility?

55. Where should folding partitions be used to make space
flexible?

56. What provision should be made for rearranging of space?

57. What is the most desirable orientation of buildings in an
"inner-campus" located on a small site?

58. How is the noise that emanates from the surrounding
area controlled on an "inner-campus"?

59. How is the open core utilized in an "inner-campus"?

60. Where are the athletic fields placed in an "inner-campus"?

61. Are enclosed walkways between buildings necessary?

62. Are patios desirable between buildings? If so, what
should be their function and what should they look like?

63. Should ramps or stairs be considered for the entrances
into buildings?

64. What buildings require loading docks?

65. What buildings should have dumb-waiters or freight
elevators?

66. Are separate heating systems more desirable than
central heating systems? Why?

67. What facilities should be available for use by community
organizations?

68. How much window area is desirable in buildings?

69. What "rule-of-thumb" figure should be used for deter-
mining lounge spaces?

70. In what buildings should lounges be provided?
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71. What types of building facilities are necessary for the
outdoor maintenance program?

72. What types of telephone services are required for
intra-campus communication?

73. Should service lines within buildings be planned for
future expansion, even though, at the time of construc-
tion, no expansion is planned?

74. Should all areas have separate heating and air-conditioning
controls?

75. What facilities on the campus should be air-conditioned?
(List in order of importance.)

76. Is a public address system essential to a community
college?

77. Should there be a bell system for the entire campus?

78. Are control clocks necessary?

79. What areas should have clocks?

80. What special provisions should be made in facility planning
for the evening program?

81. Should building exteriors be illuminated at night?

82. What areas on the campus should be fenced?

83. Where should public telephones be located?

84. Where should vending machines be placed on the campus?

85. What type services should they offer?

86. Where and in what building should smoking be allowed?

87. Can corridors be used for other purposes?

88. Should parking guards be employed? If Bo, how many?
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89. How can parking lots be controlled by built-in devices?

PLANNING COMMUNITY COLLEGE GENERAL PURPOSE
INSTRUCTIONAL AREAS

Community college instructional spaces are of two categories, (1) general
purpose instructional areas, and (2) special purpose instructional areas.
Special purpose instructional facilities have a unique role since they are
usually designed with a specific teaching-learning situation in mind. The
general purpose instructional areas are much more flexible and can be
used to teach a variety of subjects. The questions listed below shduld be

ered before planning the general purpose instructional areas which
oe used for some of the following subjects:

English
Science Theory
Economics
Psychology
Geography
Law
Art Theory
History
Education
Engineering Theory
Shop Theory
Speech

Mathemati_s
Sociology
Anthropology
Foreign Languages
Programming Theory
Health
Political Science
Literature
Business Administration
Business
Music Theory

90. Should there be provisions for small and large group
instruction?

91. ,hould small general purpose instructional rooms with
a maximum capacity of fifteen students be programmed?

92. What subjects can be taught in these areas? List.

93. What should be the ratio of small areas to large areas?

94. U classrooms are of varied sizes, what should be the
typical capacity of each of these varied types of class-
rooms?

95. What are the suggested sizes for these instructional
spaces?
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96. How do you arrive at the recommended sizes of the
various types of general instructional areas?

97. Should the type of student seating purchased make a
difference in the size of instructional spaces?

98. What type of student seating should be considered in
making these estimates?

99. What formula should be used to determine the number
of general purpose classrooms required?

100. Where should general purpose instructional areas be
located?

101. What cnanges in the types of classroom seating are
needed?

102. How much display area (chalkboards, pegboards, tack-
boards, etc.) is necessary for general purpose instruc-
tional areas?

103. What formula should be used to determine the number
of specialized instructional spaces?

104. What should be their utili: Ltion factor?

105. Should it be the same for small and large areas?

106. Are Heidelberg lecture halls recommended?

107. What kind of storage spaces are required in the different
types of instructional areas?

108. What provisions should there be for audio-visual aids?

109. What special color treatment is recommended for these
areas?

110. What types of mechanical services (plumbing, heating,
air-conditioning) are needed for these instructional rooms?

111. What special electrical requirements, such as outlets and
special lighting, should be considered? Where located?
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112. What facilities will be used for just one type of activity,
or more than one?

113. What facilities can simultaneously be used by more than
one group?

114. What provisions for future expansion of instructional areas
should be considered?

115. What provisions for flexibility in instructional areas should
be considered?

116. Should racks or cloak rooms be provided for coats and hats?

117. What type of regular classroom facilities or laboratories
requires library corners for ready reference?

PLANNING SPECIAL PURPOSE INSTRUCTIONAL AREAS
FOR THE COMMUNITY COLLEGE

Special purpose instructional areas differ markedly in physical appear-ance and function, but basically the same questions can be asked in orderto determine their different characteristics.

The questions listed below should be answered in planning the following
types of special purpose instructional areas:

Art laboratory (ceramics)
Art laboratory (drawinr)
Art laboratory (painting)
Art laboratory (sculpture)
Art laboratory (crafts)
Foreign language laboratory
Reading laboratory
Journalism laboratory
Photography laboratory
Instrumental music room
Choral music room
Accounting rocm
Bookkeeping room
Typing room
Office machines room
Data processing lac .atory
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Physical Education facilities
Home economics laboratory
Biology laboratory
Botany laboratory
Bacteriology laboratory
Anatomy laboratory
Geology laboratory
Zoology laboratory
Physics laboratory
Chemistry laboratory
Organic chemistry laboratory
Surveying laboratory
Drawing laboratory
Engineer testing laboratories
Glass tech. laboratory
Tele-communications laboratory



118. What subjects will be taught in these areas? List.

119. Can regular classrooms, seminar rooms, and large grcup
areas be used for these subjects?

120. Where should vocational-technical areas be located?

121. Where should this specialized instructional area be
located in relation to the other facilities on the campus?

122. What formula should be used to determine the number of
these?

123. In what building(s) should these specialized facilities be
placed?

124. Next to what other department should this area be located?

125. Can this facility be shared by other departments?

"26. Can this special facility be used by (1) technical-vocational,
(2) university parallel, and (3) general subjects?

127. Can it be used or adapted to the even.ing program?

128. What figure should be used to determine the square footage
of this area?

129. What is the pupil capacity of this area?

130. What is the approximate utilization factor of this area?

131 What types and sizes of other special rooms are necessary
to supplement this area?

132. What "rule-of-thumb" figures should be used to determine
their square footage?

133. If a laboratory, should it have a special lecture area?

134. If a laboratory, how should lecture area be separated from .the work area?

135. If a laboratory, what type of special electrical services are
recommended (distribution panels or portable units)?
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136. What types, sizes, and number of storage spaces should
be provided? Should they be built-in, movable , or both?

137. What should be the ceiling height of this area?

138. Is a direct outdoor exit essential?

139. Is a special size and type of door necessary?

140. What type of hardware should be considered?

141. How much display area (chalkboard, tackboard, etc.)
is necessary?

142. What type and intensity of lighting is recommended?

143. Will dimmer controls be required for lighting?

144. What other special type of other lighting is necessary?

145. What types of electrical services (outlets, voltage demands,
etc.) are needed? Where should they be located?

146. How much fenestration is necessary i.:1 this area? What type,
if any, should it be?

14i. What provisions should be made for audio-visual aids?

148. Is complete "blackout" essential?

149. What special color treatments are recommended?

150. What type of plumbing services are required?

151. What type and volume of ventilation is required?

152. What type cf special exhaust ventilation is essential?

153. Should this area be air-conditioned?

154. What other type of essential service lines veil! be squired?

155. Should provisions be made to expand service lines?
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156. How can additional service lines be installed after the

building is completed since lines are normally imbedded

in the floors and walls?

157. What type of temperature controls are necessary?

158. What types of furniture and or fixed equipment should

be provided?

159. How should it be "laid out"?

160. Should individual lockers for student projects or personal

items be provided?

161. Should there be racks for coats and hats?

162. What special acoustical properties are essential?

163. What special ceiling, wall and or floor properties are

recommended?

164. Should a separate area be required for resource materials?

165. Should movable partitions be provided?

166. Should smoking be permitted?

167. What important safety factors must be considered in

planning this area?

168. What special structural considerations should not be over-

looked?

169. Should drinking fountains be provided within this area?

170. Should toilet rooms within this area be considered?

171. Should faculty offices within this area be considered?

172. How does this area differ from its counterpart on the high

school or four-year college level?

173. Should parking facilities be directly adjacent to this area?
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174. What other types of special purpose areas which are not
included in the list should be planned?

PLANNING THE COMMUNITY COLLEGE
DRAMA DEPARTMENT

In planning the drama department, the same questions that are listed in
the previous section entitled, "Planning Special Purpose Instructional
Areas for the Community College, " should be asked. In addition, the
following questions should be asked because of the specialized nature ofthe facilities.

175. What types of stage facilities are necessary?

176. Where should they be located?

177. What is the desirability of the various types of stages?

178. What is the desirable size of these stages?

179. Should the college have an auditorium and/or a little
theatre(s)?

180. What type of audience seating should be provided for
the various types of stages?

181. What should be the audience seating capacity of these
areas?

182. What types of instructional spaces make up the drama
department?

183. How many locations on campus should be provided for
dramatic productions?

184. Where should they be located?

185. Should the college auditorium be managed by the drama
department?

186. What is a "rule-of-thumb" for seating capacities for the
community college auditorium?
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PLANNING THE COMMUNITY COLLEGE
STUDENT CENTER

187. What are the purposes to be served by this facility?
188. Where should the .tudent center be located?

189. What are the types and sizes of areas that are needed toaccommodate the services of the center?

190. Should all of the student lounges be located in the studentcenter?

191. What provisions for student government offices should beconsidered?

192. What other types of offices should be located in the studentcenter?

193. Should the student cafeteria and snack bar be located here?
194. Should the student cafeteria be in one large room?

195. Is a separate snack bar and cafeteria hot tray areasnecessary?

196. Should all vending machines be located in the studentcenter?

197. What types of provisions for serving meals should be
considered (lunches, snacks, banquets, full-coursedinners, etc.)?

198. What is the best type of hot tray service area?

199. Should there be separate faculty dining rooms in thecenter?

200. Should a separate faculty dining area be located in thestudent center?

201. Should the faculty use the same service lines as students?

202. What other type of dining facilities should be in this area?
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203. How long should food service facilities be available to
accommodate the evening program students?

204. What types of display areas should be located in the
student center?

205. hi designing the student center, what area should be
given Careful attention?

206. How should lounge furniture be placed?

207. Where should each functional area of the student center
be located in relation to the others?

208. Are music listening booths, little theatres, T-V rooms,
and game rooms part of the center's facilities? If so,
where should they be located and what size should they be?

209. Should there be special provisions for parking and servicing
the student center?

210. What administrative and operational offices should be
located in the student center?

211. Can the student center be used for part of the instructional
program?

212. Should any general purpose or special purpose instructional
areas be located in the student center?

213. How can the student center be used in conjunction with the
art and drama departments?

214. Has provision been made for student lockers or mail boxes
for both day and evening progrsms?

215. What other storage areas are necessary in the student
center?

216. Should the student center have study areae?

217. Are game, televidon rooms and music listening booths
part of the student center?
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218. What other special services or considerations should
be given to the student center?

PLANNING THE COMMUNITY COLLEGE
ADMINISTRATIVE FACILITIES

219. Where on the campus should the administrative facilities be
located for the most efficient service?

220. For which administrators are individual offices needed?

221. What should be the size of the individual offices?

222. What conference rooms are needed in this area?

223. What conference rooms should be located in the adminis-
trativc; areas?

224. What, should be the size of the conference rooms?

225. Should there be special facilities for registraticn for both
day and evening programs?

226. Should there be a S')parate waiting area?

227. Should there be special facilities for storing records?

228. What type of communications system should be provided?

229. What types and sizes of spaces are required by the clerical
staff?

230. What other spaces are needed for this area?

231. What size should they be?

232. Where should they be located?

233. What are some other factors that should be considered in
planning the administrative area? .
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PLANNING THE COMMUNITY COLLEGE
GUIDANCE CENTER

234. Where should the guidance facilities be located for maximum
efficienc3

235. Who should have offices in the guidance center?

236. What size and types of offices and conference rooms
should be located in this area?

237. What special areas should there be for counseling and
testing?

238. What types and size of space are required by the clerical
staff ?

239. Should there be a separate area for record storage?

240. What other facilities are needed for this area?

241. What size should they be?

242. Where should they be located?

243. Should there be separate parking for the guidance facilities?

244. Who should be authorized to use these parking facilities?

PLANNING THE COMMUNITY COLLEGE
FACULTY AREAS

245. What provision should there be for faculty offices?

246. What should be the size of the faculty offices?

247. Wh.t is the pu.-;nse of each faculty member having an office?

248. Do all faculty members need similar space?

249. What difference, if any, would there be in the size of certain
faculty member's office space?
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250. Where and how should faculty offices be located? (Near
the teaching station, by department, etc.)?

251. What are the functions of a faculty center?

252. What are some advantages of a separate faculty center?

253. What are some important factors that should be considered
in designing the faculty center?

254. Are mail boxes or offices provided for both day and evening
faculty members?

255. Where would space for clerical personnel be located in or
near the faculty offices?

256. Should separate department libraries be established? If so,
where and what size?

257. Should there be office space for part-time evening instructional
staff?

258. What are some other areas on the campus required by the
faculty?

PLANNING THE COMMUNITY COLLEGE
CUSTODIAL AND MAINTENANCE FACILITIES

259. Where should the main maintenance facilities be located?

260. Should office space be provided for the maintenance staff?

261. What space provisions should there be for the maintenance
and repair of equipment?

262. What should be the size of these areas?

263. What types and sizes kit storage space are necessary for the
custodial and maintenance staff?
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PLANNING THE COMMUNITY COLLEGE
STUDENT HEALTH FACILITIES

264. Where should the health suite be located with reference to
other campus facilities?

265. How extensive should be the services that are offered?

266. What types and sizes of areas should be provided for
health services?

267. What should be the function of the special spaces in this
area?

268. Should there be special provisions for parking near the
health service center?

269. Should the health suite be included in the special facilities
provided for a program in nursing?

270. What facilities i'an be used by both?

PLANNING THE COMMUNITY COLLEGE BOOKSTORE

271. Where is the most desirable location for the community college
bookstore?

272. What type of operation should be considered (self-service or
traditional)?

273. What types of items should be stocked?

274. What type of special lighting and services should be considered
in this area?

275. Should the bookstore have a loading dock?

276. What are some of the other special services that should be
provided by the bookstore?

277. What are some 9f the other basic facilities found within a
college bookstore?



278. How much space is required for each area in the college
bookstore?

27g. Should space be calculated on the square foot basis or should
it be determined by the number of students enrolled in the
college?

280. What provisions should be made for built-in controls to
offset pilfering of supplies?

PLANNING THE COMMUNITY COLLEGE LIBRARY

281. How is the community college library function different from
that of the high school or four-year college?

282. What types of services and materials should be available in
the community college library?

283. Where should the library be located?

284. What figure should be used in determining square footage?

285. Is outside parking near the library desirable?

286. What should be the seating capacity of the library?

287. What plans should be adopted for future expansion of the
seating capacity?

288. What type of furniture is most desirable and how should it be
arranged?

289. What proporation of the reading surfaces should be carrels
and where should they be located?

290. How should the number of volumes in a library be determined?

291. What provisions should there be for future expansion of the
book capacity?

292. What provisions should be made for the expansion of the
library?
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293. What types of special study areas, materials and equipment
should be provided for the vocational-technical programs?

294. Should the special equipment, materials and services for the
vocational-technical programs be separate from the others?

295. What special facilities should there be for instructional staff
use?

296. How many volumes, recordings, tares, films and slides
should he housed in the library and how many copies of each?

297. How many periodicals and trade journals should be recommended?

298. How should these be displayed?

299. How can traffic within the library be controlled?

300. How should materials be transported within the library?

301. What types of stack areas are most desirable and where should
they be located?

302. How should stack areas be arranged?

303. Should book stacks be movable?

304. Should book stacks have ligh+ing fixtures attached?

305. How much shelving should be required in a library?

306. What are the most common depths of shelving?

307. How long should the library day and week be?

308. What types of audio-visual centers for use by individuals
and/or groups are most desirable?

309. Where should these audio-visual centers be located?

310. How much space should be devoted for student audio-visual
use?

311. How many listening stations should be provided for audio-
visual use?
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312. Should the number of audio-visual spaces be determined
by the number of students enrolled?

313. What other types of audio-visual services should be
rendered by the library?

314. Should there be a darkroom in the audio-visual area?

315. How many student conference rooms should he located
in the library?

316. What should be their size?

317. What type and size of typing areas should be located in
the library?

318. What "rule-of-thumb" can be used for computing the
amount of spaces required for conference rooms and
typing areas in the library?

319. What should be the size of the staff and what type of
personnel should they be?

320. Where should these personnel be located in the library?

321. What areas of the library should be open to students?

322. Should there be a separate student lounge or should
lounge furniture be provided in reading areas?

323. Should the library have movable partitions and , if so,
w;iy?

324. What provision should there be for glass partitions?

325. Should faculty carrels or cubicles be provided?

316. Are lockers necessary for storage of materials before
students enter the library?

327. Should there be provisions for vending machines? If so,
where should they be located?

328. Should there be a classroom for teaching the use of the
library?
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329. What safeguards should be provided to prevent furniture from

being burned by cigarettes?

330. What provisions should there be for hanging coats and hats?

331. Should there be a separate professional library and a reading
area?

332. What tyrz: of offices and processing centers are desirable and
whele should they be located?

333. What should be the size of these areas?

334. Where should the main circulation desk be located and why?

335. Now long should the main circulation desk be?

336. What built-in controls to avoid pilfering should be considered?

337. Where should receiving areas for materials be placed?

338. Where should library supplies and equipment be stored and
in what types of storage spaces?

339. Should public telephones be located in the library?

340. Should there be separate areas for special collections?

341. Where should sw,..ches be located?

342. What types of services (water, gas,electric, etc. ) should be
provided for the library?

343. What types of custodial services are essential and where
should they be placed?

344. What provisions should be made for acoustical controls?

345. What types of floors are most desirable?

346. Is it more desirable to have a shipping elevator, a passenger ,.

elevator, or a dumb-waiter?

347. What formula should be used to determine the amount of square
footage in the community college library?
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PLANNING FACILITIES FOR THE COMMUNITY COLLEGE
EVENING SCHOOL PROGRAM

348. What special consideration should be given to facilities because
of the evening program?

349. Should the entire evening program he operated on the community
college campus?

350. At what hours should certain facilities he open to house both day
and evening programs and what should these facilities be?

351. What mechanical considerations, such as lighting, ventilating,
etc., should be adapted to house an evening program?

352. How much outdoor illumination is necessary and where should
it be placed?

353. How much parking is necessary for operating the evening program?

354. What custodial services should be available during the evening
program?

355. Can facilities for the evening program only be justified? If
so, what facilities?

356. What should be the educational environment for a comprehensive
community college?
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