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" FOREWORD

I r » _ } :

A very important component of any school plant is the media center, witich houses and makes avail-

able all forms of media used‘w'thé students and faculty of the school and provides.expertise in their - .
. . . i o - S

-user :

1 ‘ . '
5 y . , - ' . . o ‘ A\
-~ The well planned, properly staffed media center houses, organizes and encourages maximum use of
. books, pamphlets, newspapers, magazines, pictures, paintings, maps, globes, récordirl'gs, films, film-
~ strips, slides and other audiovisual materials and equiprent. - ' ,(" ‘ '

fan

The media center and its staff serves teachers by providin all types of commercially prepared.or.
.locally produced media suitable for educational activities of pupils and assistingg_eachérﬁrr'them——r;f’
selection, use and circulation to classrooms of such media. : R

-~ . .

Studi_ants are se‘r,ved directl“y by, the media center and its.staff, wh,i‘c-:h pfovide‘the kinds of media
needed for group and individual study as well as research projects, personal satisfaction and
?“”_‘development. o ) o P . -

LT ee— .

-

+The media Cé:ﬁé}“slfq;ltd be designed ir accordance with the philosophy and instructional program of
the schoot-and sljould incorporatd-maximunt feexibility for both use and expansion. The design study
. should includg_com’plete layout of all equipment and furnishings eiwvisioned for its operation.

. e
.

3 St . ve . . : ‘
‘This guidé’is a publication of the Georgia Department of Education under the direction of School
"Plant Services in-cooperation with the Media&ield Wirvices Section of the Instructional Resources
Unit of the Division of Educational Media Seryices. Its purpose is to furnish established, tested
_ rguidelines for the planning and construction of media cenlers (the main @nd related areas) that will
~ - provide the most efficient and effective facility possible for the school which it serves. !

- . . »
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‘The Idcatlon of the sc:’hool media center is ext;emely important smce it may serve many separate
“functlons It needs to be reasonably near classrooms and departmental centérs where it can be readily i
. accessible to students that will be most frequently using the media available-within the facullty This |
will also enable convenient d|str|but|on of equupment and material to thgrinstructiohal spaces

Changes in level between the media center and mstructlonaj spaces should be avorded when practical

. to faculltate curculatlon of medla edquipment on casters.: . N

. ‘ ) - v ‘
Conslderatlon should be gwen to the use of the school media center by groyps and indjviduals apart
from regular schoo! hours so that this unit can be operated as independently as possijfe from other
» elements of the totaI school with'out penallzmg student use, diminishing security o he total plant or-* 34

-~

incorporating excessive costs. . . . AL TR RN
‘ . ° . @ ‘. g : . ‘ . 4 ‘ et o d ! "4“ .
Flexlblllty ‘ R .- : _

’ -

The school med|a center shouId be deslgned with maximum flexibility and expandablllty s0 that
durmg the many years of its hfe expectancy it can accommodate experimental developments changes

in media and concepts for usage. For any of the above reasons or for anticipated increase in school |
“population, the center should be designed with provision for expansion with minimal cost and dis-
_ruption of function. The poss|b|l|ty of unantucupated expansion should always be welghed m design®
“of space and mechamcal-electrlcal systems serving the ¢enter. . .

A . .o -
Environmental Factors ‘ : o - .-
" The media center is generally one of the larger units of the school plant in which all students and *
teachers should spend some time each day, therefore much effort should be made to create a pIeasant ,
o and visually attractive environment conducwe to learning maximum usage Whether 4 part of a new
" building, addition to existing plant or just renovated space, attention must be’ glverf to the propor-~
tions of the main areas of the media center to aVOId the long, narrow, low-ceiling spaces that.are

extremely urdesirable from both the aesthetic and. functional standpomt J

Selectlon of paint coIors furrushmgs and materials for floors, wallsﬁnd celfngs should be carefuIIy
coordinated to produce lasting, harmonious, comfortable surrour}dlngs irf which climate control,
lighting, acoustics and maintenance factors have been given proper atte’ntlon Quallty carpeting rates
hlgh from both an appearance and acoustical standpomt .

“Traffic and Supervmon

Although the. medla center shoUId be desngned to be.hlghly visible and easlly accessuble to ally hbavy .
* dlsruptlve trafflc that penetrates or separatés major. eIements of the center must be avolded, gl

. t.

...Design. of the center should provide: supervnsory personnel 4t their rhain work station wrth goo" 1
.control over the public areas‘of the center, including entrances and exits, readlng room and stackfa

ol

,\ Fonest:atnon ' . | .. R 'l\-

W'ndows and. glassed extgrlor wall syrfaces should be avoided.wherever possible for maxrmum use of
', -wall space within the media center. Shelving beneath&indows should be-avoided unless the wmdow
$l|| is hlﬂ enough above fml/lvﬂbor to permlt contmuous full helght/tlersc T




componemsmces L . e

- . .

Ruding, Vlﬁvmg and Listening Spaces }:’ < #. ' r"

',

The main space to be utrhze} for readmg,méng and listening should be sized in the foIIowing
mannel' . - ‘ B ( . -
rd

K Determme the ADA (AVerage Darly Aﬂtendance) . . . : .
o Take 15 percent of ADA up to and |ncl ing 500 ' é’é\ |
. AdeO percent of ADA un@xcess ‘ — ) \‘
. Multrply this sum by 25 square feet t etermme minimum area requrrements. C : _ )
. \Multrply th|s sum by 35 to 1;0 squaref fbet to determme more desirable ar:aa aIIothe;t “JQ;:
o 'To determme adequate Spa th|s rea as well as other areas consult chapter seven of Media
)’rograms Dls;nct and oo : R / b "‘_'i““ T
The minimum flobr .area for- this space m any schooI meora\ centey shall be.1, square feet nThel |
area of media conference rooms provided may be mcIuded as partof this required spape -
‘ e

The space for stacks must be computed separate from the main area although it should not be sepa~ ~
rated from the main area by partitions. {n this area shelving may. be doubled-faced and placed in rows
with clear aisle space of four feet. For; cOmputmg the.amount of sheIth which will dictate the

* amount-of space, see section entitiéd Shelving and Millwork — Casewdrk of this document. The: sﬁck
. area'must be easily accessrble to the user and desrgned to provrde For éffective supervision. _ . )

'wOrkrooMSpaee‘ A L ' ,

]
. »

All media centers must have a workroom gf no less than-120 to 240 square feet, Running water and a
work counter should be provided at one end of the workroom. Some work shelves should e pro-

* vided. Offrce facuh;@s for cIerrcaI “staff should be provided in the workroom = . -

" For larger schools with two or more clerrcal staff members additional spaceto house addltronal oﬂ‘rce

Ayt

- Media Productron "and Electronics’ Distri butuon Area
There must be an ar‘.ea rangmg from a minimum of 240 square feet\to approx}nately 750 square feet

4

e

furniture and equipment will be-necessary. Additional space for processmg and repalrmg materials
will be needed for larger schools unless the system has a central processmg unit. .

in every media center suite for. the use of média staff, teachers and students in pfoductlon of media.
Types of media productron this space should be desrgned .to accommodate mclude copy stand work: .

. ;'

' 1Modil Prom: District ;nd ool American Assocuatfon of School Librérisns; ALA, 50 East Huron Strest, Chicago, lllmoit
60611,'and Association-for Ed
- 20036 1975, 32 00. .

nd Communicatuon: and Technology, 1201 Slxteenth Street Northwest, thmgton, D c.




4phcatmg of sludes moumnting and Iam>na't|ng, duplicatin b\r anItilith ditto, xerox, photostatting, -
mimeographing and other machines..Fof a-more detailéd |jst of equnpment that should be dccommo-
dated, refer to'chapter six ofMed/a Programs Dl.stnct an JS‘chan

~" The media production center should be deslgned with ample cabinet and drawer space‘ workcounters
Contalmdg sink with hot andcold water. The space should accommodate a work table in addmon to
counter Both audio and video recordmg and duplicating may take place here. An‘elgh.t by ten copy
.camera and equipped darkroom should ‘be provided if funding permits. R
© A portion of this space or a separate area must be designed as an 'electronuc distribution- ce}‘ler The .
!""head end-’ of the TV antenna system or CATV system must be located i in this area. Provisions should
be made not onIy for receiving signals externally generated but also for
. redlstrubuuon of this signal to all parts of the burlqmg . ' . | -

o spée for equipment for recordung this signal and Iater redustrrbutron to the par( of the school
slant deslred at the desured time. . v .
' e capablllty to distribute mtﬁrnally generated sugnals

.

Storage Space S
- Storage spaceoT not less than'300 dare feet a?rd up to approxlmatefy classroom size must be pro-
vided for the media center. The.a tof adiovisual equipmént, the number of magazine subscrip-
tions, the:use of kits and other special groups of materials kept intact witi'determine the amount of
storage space needed The atea should be equipped with 12-inch and 15-inch deep adjustable shelving.
Thisshelving can be double far:ed and arranged in rows with four- foot aisles,

-
L] . .

_ Conference -Rooms .o N o o Ty

. Several conference rooms will be needed in all media centers. The minimum area for a cdnference *
room shouid be not less than 120 square feet. It is desirable to have some of the conference rooms

- sepa by accordion or movable partitions torallow flexible use of the space. Gonference réom .-
space.may be counted as part of the readlng, vrewmg, listening (maln) area as detailed under that
section of this document . : . e . . J

Offuée Spaee\ E , . . J .. < v 3

Office space sufficient to provide for the professlonal medla staff must be provnded in all schools A
+ separate office must be provided for the_ head liry’media specialist. An office sufficient in size to

- accommadate all other professional media staf ay be used rather than separate offices for each. In

schools with less than 300 ADA the ro%gce space ‘could be combined wrth the workroom area.

e . . ) .o -
_.@' - .,“. .. } . v

N

-

hool. j'%Immc:an Association of School Librarians, ALA, 50 East Huron Street, Chicago, Illinois -,

2pedia Programs: District an
tiona) Commun’uca?ons and Technology, 1201 Suxteonth Street, Norﬂ;wost Wuhlnmon, [vX C

60611, and Assaciation foPEdu
20036, 1975, $2.00. :
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Sﬁwme MILLWORK CASEWORK B v

yGeneral Media Shelvong - . \

Adpustabbe shelvmg myst be provuded for 10 items of non- prmt ia and H‘lO books per pupil enrolled. .
Shelving for at least 20 books plus 10 to 20 non- pr|nt items pe il is'desirable. Estimate eight items
per lineal foot of shelving. - _ R . oo '\ .

T

. -
The length of shelvmg between uprights should be three, feet. The overaII helght of shelving in middle
- and high schools should not exceed six-feet'four-inches and five-feet four- mches\n

elementary schools.
Shelving should be 10 inches to 12 inches deep ' . . \ ' .=

-

A portionof thns shelving of suitable constructuon should be placed around the peruphery of theé)
readnng/vnemng/llstenmg area. Floor shelvmg i this area must be avolded except whére coun'er-height

' '|sland units may be used-to define subjeet areas or use areas. . : \_\ 7

L m ey

" The remam&e}of the shelvnqg should be placed ina stack area whuch is computtd separate from the
- ‘reading/vie
ent from those in the other areas, but they must be adjustable and conform to the\sytflc dumensrons -

g/listening area. |f-desired, the construction of the shelvingin this afea couly be differ-

given above . . - \\
Specnal provusuons shgxld be made for housung coIIectvons of art works, maps and charts.

One or more sections of shelving should be provuded in the ‘workfoom, conference rooms and of\flce

spaces. : : : . .o~

Storage Shelving o - K ’ - B . . *
. ’ : .

Shelvung in the storage area: must be adpustabie and cc?‘form in general to the dumensuons of general \,

~ shelving. A small quantity should be 12 inches deep for housnng back’Nssues of magazines. The rbma‘in»

~of materials kept intact. TheseXshelves may be doubte*faced where space and arrangement within the

space permits. Sufficient space shquld be left free of stacks or sheruﬁg to aIIow for housing rarge
éqUupment items on moveable carts. o » ,

-y .

. 3

.der should be 15 inches to 182|<§:'::i1eep for housing audjovisual equipment, kits and other groups

Work Counters and Cabinets ) ' . ‘ -

. - o . R \ : )

Work counters with §inks must be provuded in the workroom and ,the productlon area. Drawers and
cab|net jpace shou be provuded in the bases of the co nters -

In the workroom the counter s%)uld extend across one wall’ onIy, with shelves provnded above-the
counter. In the productlon area more extenswe counter space will be needed with cabinets above the”

.__counters. , . } e
Exhibit Areas : = S~ _ - f. _
One or more l-nghted exhibit cases to be used in placing emphasns o&tems for programs of interest,
should be provnded in the\rrrdor near the media cent‘ér entrance. : .

D e ; 3 ‘ .

s
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FURNISHINGS AND SPECIALIZED EQUIPMENT

Reading, wamg ant Listening Areas o C S

Standard library furnnture should be scaled to accommodate the student popula\n}.')n to be served
Carrels and inehvidual study statiops should be equipped with listening and viewing capability as well
" as some of the regular tables. Specnalnzed furnishing should be provided for circulation desk; media
“return drop or bin; atlas and dictionary stand; vertical files and other snmlar cabinets; display shelves,

cases, cabnnets, bulletin boards. ‘

- ] . . L
Provisions should be made far 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. v S
»

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

- Offsce and WOrkroom Area

D <

~
Standard office furnushnngs should be provuded for each offnce Offnce)urnnsh;ngs |nclud|ng files and
typewrnters should be provided im the workroom fpr clerical staff. .
™
Productoon and Eltromc Distribution ' e e e y
. - . .
In addntnon to the built-in cabinets provision should be made tor a work tabIe R theelectronnc dis-*
'tr;butlon,part of this area provision must be made for the equipment necessary%to faculltate the
‘eIectronlc d:lstrlbut;on of externally and |nternally generate(I w;nals

]LIGHTING ELECTRICAL ELECTRONIC DISTRIBUTION AND MECHANICAL PRQVISIO_«I\I»S»_
A .
Lighting _ ¢ 2

The Ijghtlng for media centers shall generally conform to the tqunrements of establlshed Ilgdtlng
standards in A Guigdle for Planning and Construction Jf Publicchool Facilities in Georg;a kstalla-_
tions utilizing high-efficiency light sources in non-typical situatiens 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, cotfered ca;&;ngs or indirect lighting systems employing one or .

- more types of high intensity dnschargd»sources are examples of some sutua;noqs men,trng special con-
sideration. Special req;»?riments for lighting should evolve from sufficient study of the program
developed specifically for media production areas. A combination offixed and portable lighting with -
maximum flexibility in controls is desirable. Consideration should be given to provision for Ilght‘lng '
capability of any of the originating points listed under Electronncs Dlstrlbutlon '

N

‘Electrical ¢ \ R . 1 ‘

1 . . .
Elec‘trical equipment wiring, outlets, switches and other devices shall generally conform to req’uire




- “~

[ Adequate electrical outlets and circuits ust be provided in the media production and electronics,
distribution area to permit simultaneous operation of numerous pieces of equipment.-fnformation
concerning the equipment which should be available for use in this area is contained in the section of

+ - " -

this document entitled Component Spaces. * . .

\
i

Double convemence outiets should be located in all areas only after a functional layout is made not
only of ‘equipment to be initially provaded but of equnpment anticipated to be added.

X Electromm Dustnbutnon . . | ‘ ,- "

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-
gfnatmg pomts 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 tnitial phase of construction. These conduits must be sized to .
¢ accommodate two RG-6/U coaxial cables and two shielded audio part cables. Unless theso-cablesafe"'
installed in the initial constructlz adequate pull wires must be indtalledyin the conduits for subse
quent cable installation. This space must accommodate audio and' vide yrding and playback ° .
equipment placed to receive all incoming signals and to redistributé th igrials to all-receiving = -~ ~°
points within the plant, either simultaneously or on a delayed-replay from recorded sources. -
This area must also have the capacut? to redistribute internally generated signals. :

.
-

Mechanical Provisions

v
\

—

Heating, ventilating and air conditioning for the media center area shall generally comply with the
requirements contained in the applicable sectcon of A Guide for Planning and Constryction of Public
’ Sthool Facilities in Georgza . : L. .

Temperature ventilation and humidity control is very important to-the life of the media matenals
as well ?s ‘to the comfort of occupants :

-
"
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