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FOREWORD ( Ho ,. ,.....
A very important component of any school plant is the media center, which houses and makes avail-
able all forms of, media used 'the students and faculty of the school and provides.eXpertise in their .,-

1
....tige: , .

...

1 . , I
The well planned, prOperly staffed media center houses, organizes and encourages ma !mum use of
books,-pamphlets, newspapers, magazines, pictures, paintings, maps; globes, recordings, films, film-
strips, slides and otheç audiovisual materials and equipment.

..i.' .

.
.., ..

).
The media center and its staff seeves teachers by providinl al) types of commercially prepa dor.

. locally produced media suitable for educational activities of pupils and assistingpachers-irrthe----
selection, use and circulation, to ClassrooMs of such media.

Students are served directly by, the media center and its,Staff, which providethe kinds Of Media
needed for group and individual study as well as research projeCts, personal.satisfaction and
development. . .

_

-Themedie Center-S-4dd be designed ih accordance with the philosophyand instructional program of
the school-anti should incOrporate-maximunT fieXibility for both use and expansion. The design study
should include complete layout of all equippient and furnishings envisioned for its operation.

This
e .

guidélia publication' of the Georgie De artment of Education under the direction of School
Plant services in.cooperation with the Media ield' vices Section of the Instructional Resources
Unit of the DiVision Of Educational Media Se ,ices. Its purpose is to furnish established, tested
guidelines for the planning and constr.uction of.media centers (the main pnd related areasi-that will
'provide the most efficient and effective facility possible fOr the school which it serves.

N

'4
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'The Ideation of the school media center is extremely important since it maY serve many Separate
'functions. It needs to be reasonably near classrooms and departmental centers where it can be readily
accessible to students that Will be most frequently Using the media available-Within the facility. This
will also enable convenient distribution of equipment and material .to theinstructional spaces.

.

Changes in level between the mediacenter and instructionaj spaces should be avoided when practical
to facilitate circulation of media equipment on casters..

Consideration, should be given to the-use of the school media center by groups and in viduals apart
from regular school hours so that this unit can be operated as independently as possu e trorn other
elements of the total school withbut penalizing student use, diminishing security o he total plant or',.V.0
incorporating excessive costs. .r ,

'Flexibility

The school media center should be designed yvith maximum flexibility and expandability so that
during the many years of its fife expectancy it can accommodate experimental developments, changes
in media and concepts for usage. For any of the above reaions or for anticipated increase in school t

'population, /he center should be designed with provision for expansion with minimal cost 'and dis-
ruption of function. The possibility of unanticipated expansion should always be weighed in design'

.1

of space and mechamcal-electrical systems serving the center.

Environmental Factors

The media center is generally one of the larger unitse the school plant in which all students and
teachers should spend some time each day; therefore much effort should be made to create a pleasant
and visually attractive environment conducive to learning maximum usage. Whether a part of a new
building;'addition to existing plant or just renovated space, attention must be given to the proPor-
tions of the main areas of the media center to avoid the long, narrow, lovi-ceilin spaces that are
extrthnely undesirable from both the aesthetic end functional standpoint.

Selection of Paint colors, furnishings and materials for floors, walls/and ceilings should be carefully
cooklinated to produce lasting, harmonious, comfortable surroundings jri which climate control,
lighting, acoustics and maintenance factors havebeen given proper attdntion. Quality carpeting rates
high from both an appearance and acoustical standpoint.

Traffic and Supervision

Although the media center shohld be designed to behighly visible and easily accessible to atif hiavy .
disruptivetraffic that penetrates Or separatti major elements of the center must 6e avoided, ,

..Pesign of the.center should Provide supervisory personnel at their rin work station with goo isual
.control over the public areaSof the center, including entrances and ex, ,"reading room and StaC reas.

,k Fenestration

Windows and glassed extgrior wall surfaces should be avoided.wherever possible for Maximum use of
wall space within the media center.-,Spelving beneath4indows should be-avoided unless the window.%
'sill is hiql\.1 enough above finish4lbor to permit continUPus full height,tiers..

1
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COMPONENT SPACES

Reading, Viaving ind Listening Spaces
I ilk : '.

The main space to be utilize4 for reading,Iviewing and listening should be sized in the following'
manner. - 4 1

I .
a

' I , I

Determine the ADA (Average Daily Attendance).,
I

Take 15 percent of ADA up to and incl Lding 500.
,--
1

Adds10 percent of ADA inckcess:
, .

Multiply this sum by 25 square feet t etermine minimum area requirements,
( / I

\ Multiply.this Sum by 35 to ao square/ f t ;c) determine more desirable area allotment.
\

6, I

:1-o determine adeqUate spipe 'this km-ea as Well as other areas consult chapter seven of Media
Prograths: District and Scffool.1 I

, .'
I

._

The minimum floor,area for this space in any school media, centeq shall be.1,
area of media cOnference rooms providEd may be included as paritof this' r uired spife.

J

. ,

Stack Space . L

*

squarafee't. The

The space for stacks Must be computed separate from the main areialthoUgh it should not be sepa:-'
rated from the main area by partitions. f,n this area shelving may be doUbled-faced and placed in rowi
with clear aisle space of four feet. Forsomputing theamount of shelqng which will dictate the
amount-of space, see seCtion ernitld Shelving and Millwork Casewbrk of this document. The-slick -

area must be easily accessible to the u$er and designed to provide-for effective supervision.

'Workroom Space--
_ I.

All media centers must have a workroom cif no less than-120 to 240 square feet. RuKning water and a
work counter should be provided at one end of the workroom. Some work shelves shoutcrbe pro-
vided. Office faciAs for clerical staff should be provided in the workroom. -

For larger s`chools with two or more cletical staff members additional space4o house additional office
furniture and equipment Will be-necessaty. Additional space for processing and repairing materials
will be needed for larger schools unless the system has a central processing unit.

Media Production and Electronics`Distribution Area

There must baan area ranting from a minimum of 240 square fee to approxinately 750 square feet
in every media center suite for the use of media staff, teachers and students in pfoduction of media.
Types of media production this space should be designed.to accommodate include copy stand work;

4 '-

1Moidlit Props= Dietrict and oo4 American Association of School LibrfcriankAL41, 50 East Huron Street, Chicago, Illinois
eoen. and Association.for EduQion& Communications and Technology, 1201 Sixteenth Street, Northwest, Washington, D. C.
20038. 1975. $7.00.



. .

duplicating of slides; mounting and larnkhiting; duplicatin bytnultilith, ditto, Xerox, photostatting,
mimeographing and other machines,. Fof a more detailed '. t of equipment that shouki be eccommo-
deted, refer tothapter six of Media Programs: Di,strict an .fichoo/.2 0,

-
. .

The media production ceoter' should be designed with ample cabinet and drawer space; Work-counterr
contain:Mg sink with hot andlcold water. The space Should accommodate a work table in addition to
cotinter. Both audib and video recording and duplicating may take place here. AiTeight by.ten copy
camere and equippe,d darkroom should be provided if funding permits. 0

. &

portion of this space or a separate area must be designed as en electronic distribution ce/iter. The -

'Mead end:' of the TV antenna system or CATV system must be located in this area. Provisions should
be made not only for receivins sighals externally generated but also for

redistribution of this signal to-all parts of the building.

spe,for equibment for recording ihis signal and laterredistribution to the'park of .the school
slant destred at the desired tirne.

,

capability to distribute int rnally generated signels.
,

.,, Storage Space

Storage spacebf not less than "300Iqx(tt:le feet Aid up to apProximatelV classroom size must be pro-
vided for the media center. The-a t-aLatichovisuai equtpm0t, the number of mqgazine subscrip-
tions, theuSe of kits and other special groups of materials kept intact Witt-determine the amount of
storage space needed. The area should be equipped.with 12-inch and 15-inch deep adjustable shelving.
This-shelving can be-double-faced and arranged in rows with four-loot aisles.

Conference floomi .

Several conference rooms will be needed in all medi centers. The minimum area for a cdnference '
'room shouki be not less than 120 square feet. It is. sirable to have some of the conference rooms
separeked by accordion or movable pardtions tocallow flexible use of the space. Conference raom
space,may be counted as part of the reading, viewing, listening (main) area as detailed under that
section of this docurmint.

Offide'Spae 40

Office;pace sufficient to proVide fothe professional, media staff must be provided in all schools. A
separate office must be provided for the,head iitity/rnedia specialist: An office sufficient in size to

'c
"accommcidate ill other professional staf ,y be used rather than separate offices for eaCh. In
schoors with less than 300' ADA the o e space could be combined with the workroom area.

- ,

246a, Programs: District an
60611, and Assciciation foilEdu
20036. 1975. $2.00.
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Pool. lttnerican Msociation of School Librarians, ALA, 50 East Huron Street, Chicago, Illinois
ional Communicarns and Technology, 1201 Sixteenth Street, Northwest, Washington, D.C.
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AWNING - MILLWORK - CASEWORK

Ipeneral Media Shelving

I.

, .
.

Adjustal?lashelving mvst be provided lor 10 items of non-print a and 10 books per pupil enrolled..
Shelving for at least 20 books plus 10 to 20 non-print items pe p is desirable. Estimate eight items
per lineal foot of shelving.

- ...
.

. .

The length ot shelving between uprights should be three, feet. The overall height\ef shelying in middle
- and high schools should not exceed six-feetfour-inches and five-feet four-inches lp elementary schools.

Shelving should be 10 inches to 12 inches deep. . , .-.

, \ .

_A portion'of this shelving of suitable construttion should be placed around the periihery of thd )
reading/viewing/listening urea. Oloor shelving in this area must be avoided except where couriterheight
island units may be used.to define subjeat areas or use areas.

.

\ i
- ,

The remainde of,the shelviqg should be plated iri a stack area which is conipU4d-SeParate from the
reading/vie g/listening area. lfdesired, the construction of the shelvtngin this dee cout be differ-
ent from those in the other areas, but they must be adjustable and confoim to the sp ific dimensions
given above. ,

I ¼

Special provisions shrld.lie made for housing collections of art works, maps and chaets.

One or more sections of shelving should be provided in the wor oom, confereAce rooms and o'f\fice
-

spaces.

StorageShelving

/
Shelving in the storage area.must be adjustable and cOlifoym in general to the dimensions of general \

shelving. A small quantity should be 12 inches deep for:housing back^issues of magazines. The riimalin-
tier should be 15 inches to 181 ches deep for housing audiovisual equipment, kits and other gr'oups

of materials kept intact Thes helves may be doutite-faced where space and arrangement within the
space permiti. Sufficient space s uld be left free of stacks or shelvifig to allow fo i. housing large
equipment items on moveable carts.

.Work Counters and Cabinets
...

Work counters with Sinks must beprovided in the workroom and /he production area. Drawers and
-cabi net 5pace sho,be provided in the bases of the co nters.

In the workroom the counter sKould extend, across one w II onlY, with shelves provided abovelhe
...

v
A counter. In the production area more extensive counter spèse will be needed with cabinets abovg the'

counters.
. .

Exhibit Areas , . I.
. --- A

/
One or more lighted exhibit cases to be used in placing emphasis' oi\tems for- progi4ms of interest,
should be provided in the corridor'tnear the media cent*r entrance. .

,-

A



FURNISHINGS AND SPECIALIZED EQUIPMENT

Reading, Viewing and Listening Areas

Standard Ibrary furniture should be scaled to accommodate the student populat4m:to be served.
Carrels and invitvidual stbdy statiops should be equipped with listening and viewingsapability as well
as some of tpe regular tables. Specialized furnishing should be provided for circulation desk; media
return drop or bin; atlas and dictionary stand; vertical files and other similar cabinets; display shelves,
cases, cabinets, bulletin boards.

Provisions should be made for automated procedures and computerized instruction and for housing
and use of such specialized equipment as microform readers, tape and disc recorders, television
receivers and film and filmstrip viewers.

Conference tables and chairs should be provided in each conferenCe room.

Office and WOrkroom Area
. ' ...) , .

:

Standard office farnishings should be provided for each office. Officsiurnishjngs including files and
typewriters should be provided iei the workroom for clerical staff. .*
Production and Eltonic.Distribution .. . c-

4, ,....---
In addition to the built-in cabinets provision should be made for a work table. 4p the-,electronic dis

I tributionspart of this area provision must.be made for the equipment necessarytto.facilitate the
!electronic distributkm of externally and internally 6enerated ,,i(mals.

. .
.

;LIGHTING, ELECTRICAL, ELECTRONIC DISTRIBUTION AND MECHANICAL PROVISIONS
I I-

i
Lighting 1

' tThe ljghting for media centers.shall generally conform to the_ quirements of established lighting,
standards in AGuide for Planning and Construction Of Public chool Facilities in Georgia., listaila-_,
tions utilizing higheffkiency light sources in non-typical situations may be reviewed on an indi
vidual basis for approval ,though not entirely compliant with all provisions Of the above referenced
standards, Unusually high ceilings, cogeredcsAings or indirect lighting systems employing one or .
more types of hi,gh inte n ity discharsouicei"ere examples pf some sitUatioris meting special con-
sideration. Special req rements for lighting shciuld evolve from sufficient study oUttie program ..
developed specifically or media production areas. A combination oflixed and portable lighting with
maximum flexibility in controls is desirable. Consideration should be given to provision 'for lighting
capability of any of the originating points listed under Electronics Distribution. .

'Electrical \ .
1

..
EleArical equipment, wiring, outlets, switches and other devices shall generally conform to require-

1 .

men for electrical installationstontained in A Guide fpr Planning and Constrpction of Public School
Facilities in Georgia.' ..

dequate electrical outlets and circuits must be provided in the Main reading; viewing and listening
oom,and n the conference rooms to permit simultaneous operation of several pieces of vidwirig and'

listening quipment.

10
}
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Adequate electrical outlets and circuits' inust be provided in the media production and electronics
distribution area to permit simultaneous operation of numerous pieces of equipment.ttiformatiori
concerning the equipment which should be available,for use in this area is contained in the section of
this document entitled ComPronent Spaces.

Double convenience outiets slould be located in all areai only aft& a functional layout is made not
only of aquiPment to be initially prOvided but of equidment aniicipated tb be added.

Electronics Distribution

The "head end" of the school plant's TV antenna system or CATV system must be located in the
media production area. The distribution,should provide for receiving signals from all sources for
recording and/or redistributing to various areas of the building. Conduits must be installed from ori-

'Awing points such as the gymnasium, cafetorium, one media center conference room, music rooms,
multi-purpose room, arts and crafts room, language lab, auditorium and little theater to the electro-
nics.distribution area during the initial phase of construction. These conduits must be sized to
accommodate two RG6/U coax I cables and.two shielded audio part cables. Uhjass thess--cablas44-1
installed in the initial constructi adequate pull wires must be intaIle. in the conduits for subse-
quent cable installation. This space must accommodate audio and.vide rding and playback
equipment placed td receive all incoming signals and to redistribute th Trials to aWreceiving
points within the 61int, either sirnultineously or on a delayed-repla from recorded soUrces.
This area must also have the capacio) to redistribute internally generated signals:

Mechanical Provisions I,
Heating, ventilating and air conditioning for the media cerrter area shall generally comply with the
requirements contained in the applicable section of A ,Guide for Planning and Consupction of Public
SChoOl Facilities in Georgia.

Temperature, ventilation and humidity control is very important mole life of the media materials
.

s well as 'to the comfort of occupants.
4

11


