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Library Mission 
The Maplewood Memorial Library builds community and enriches the quality of life throughout 

Maplewood by bringing together diverse people, information and ideas. 

 

A New Library for the Next Generation 
The Maplewood Library has been the heart of the community for over 100 years.  The Main Library was 

built in 1955 and the Hilton Branch Library in 1959.  In the last 60 years, library services have expanded 

and use has increased dramatically.  The current Library buildings no longer meet the needs of our 

community. 

Statistics support this. In 1960, the year after the Hilton Branch Library opened, both buildings housed a 

collection of 68,000 items. The Library now holds over 100,000 items. Over the years, reading areas 

have been replaced with book stacks, limiting spaces in which to meet and study. Unlike 60 years ago 

when our primary activity was checking out books, Maplewood residents now come into the Library to 

use public computers, laptops and iPads; to access Wi-Fi on their own devices; to download eBooks and 

eAudiobooks; to access our databases and local history collections; to work and study independently 

and in groups; to attend the 20–40 library and community programs and events that are scheduled 

every week; and to check out materials.  Our outdated electrical and data infrastructure no longer meet 

the current demand and will be woefully inadequate within the next 5 years. 

In 1960, 12,856 Maplewood residents had a library card. Today 20,348 residents have a Maplewood 

Library card, a 35% increase.  The Library has become the community center, the technology center and 

the intellectual center of Maplewood. Nearly 1,000 people walk through our doors every day. 

New technology has brought the Library into the 21st Century, but it has also taken the place of prized 

public areas. The reading areas, which were originally designed as open and inspiring places, now house 

computers and workstations with very few spaces remaining for group and quiet study. Workspaces for 
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staff and the technology infrastructure, such as servers and data racks, have impinged upon other 

spaces originally planned for the public. Additionally, the buildings have water infiltration and flooding 

issues in the lower stack and basement areas as the basement is below the water table. With asbestos in 

the dropped ceilings and floors, changes to the current space are limited without costly abatement. 

Sixty years after the cornerstone was set on the “new” Maplewood Memorial Library, we are planning 

for Maplewood’s future. A new building plan will incorporate the key components of a 21st Century 

community library and will ensure that Maplewood’s Library is accessible, inspiring, technologically 

advanced and open to all for years to come. 

Guiding Principles for the Building Plan 
 

Service Population:   23,867 

Registered Borrowers:   20,348 

Average visits per day: 936 
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Library as Place: The Building 
The renovated and expanded Maplewood Memorial Library should be a not to be missed destination for 

all Maplewood residents. An overall feeling of transparency should guide the design so that people on 

the outside are curious enough to want to venture inside to explore and those inside the building still 

feel connected to the outside world. We hope the library will be a hub of activity for the community, a 

place to see and be seen, to explore and to engage with others. 

To accomplish this we want to: 

 Create a library that is a destination, a community anchor, and the intellectual heart of  

the town. 

 Design a building that is intentionally inclusive, interactive and innovative. 

 Design the interior with flexible space to accommodate future change and growth. 

 Create a sustainable building to serve as an example of green architecture for  

the community. 

 Ensure easy, barrier free accessibility to all.  

 Create a resilient building to support the community in times of crisis and celebration with 

natural light and a generator. 
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Exterior 
The architects should: 

 Design a building that is architecturally significant and scaled to the surroundings. 

 Create a signature outdoor space or seating area where people can congregate outside the 

library. 

 Incorporate outdoor seating and reading areas that extend the library beyond its  

building envelope. 

 Provide outdoor program space such as a rooftop reading area or terraced or  

stadium seating. 

 Provide parking for 25+ cars and 2–3 handicapped accessible parking close to  

front entrance. 

 Provide easily accessible bicycle racks. 

 Offer covered stroller parking. 

 Provide a curbside drive-up book return with access from the driver’s side of the car. 

 Plan prominent signage to ensure that the Library is easily identifiable. 

 Provide exterior lighting to improve visibility and security. 

 Use landscaping to enhance the building and engage people in its surroundings. 

 Provide barrier-free pedestrian walkways surrounding the building (the current walkway to the 

park is through parking lot). 
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Interior Spaces 
General guidelines for the design of interior space include: 

 Utilize natural light and views of the park to create attractive interior spaces 

 Design for maximum flexibility and easy adaptability 

 Provide power everywhere 

 Provide high-speed Internet access and WiFi throughout the building  

 Offer an intuitive, zoned floor plan that enables patrons to find their way with a minimum of 

directional signs 

Seating 
 Create 150+ reader seats – including seating at tables, “carrels”, comfortable chairs and sofas. 

(The library currently has 80 seats, excluding program seats) 

 Furnish all reading areas with comfortable chairs and tables that capitalize on views of park 

 Provides enough personal space at tables for people to accommodate a laptop, books  

and papers 

Collection Space and Display 
 Install shelving to accommodate a collection of 84,000 items (see Attachment 1 for breakdown 

by collection type) 

 Keep the shelving height low (do not exceed 72–84 inches in adult and teen areas and 48" 

shelving for children’s fiction and nonfiction) to improve sightlines, the ability to browse, and 

ease of use 

 Slope angle of the bottom shelves for easy viewing 

 Utilize mobile shelving units that can be easily rearranged 

 Install display panels or an artistic feature at the end of each book stack and display panels or 

activity panels in children’s area 

 Use magazine display units like those found in newsstands or book stores 

 Employ media display units that provide for face out display of CDs, DVDs, audiobooks 

 Create display tables or face-out shelving for merchandising high demand titles or featured 

collections 

Signage 
 Provide highly visible, effective and easy to change wayfinding throughout the building 

 Standardize all donor recognition plaques 

  



Maplewood Memorial Library Building Program 
 

Library Development Solutions 
www.librarydevelopment.com 6 
Revised, May 2017 

The library service area will consist of the following areas/zones: 

 Entrance 

 Welcome and Service Zone 

 Adult Zone 

 Children’s Zone 

 Teen Zone 

 Create Space 

 Business Center 

 Community Meeting Spaces 

 Technology 

 Back of House Support 

A. Entrance 
The entrance should serve as transition space for the outside to inside. We want that first moment of 

excitement and engagement to be felt upon entry. Visitors should feel welcomed, inspired and filled 

with promise about what they are about to experience in the library 

Features: 

 Design an entrance that is inviting, transparent and welcoming 

 Provide an area for information about upcoming events in the library as well as community 

events 

 Create an airlock or some other way of dealing with climate control 

 Include walk off mats and easy to maintain flooring that accommodates a variety of climate 

conditions 

 Ensure high visibility and accessibility at street level, ideally without stairs 

 Incorporate book/AV return slots that enable patrons to self-sort their returns directly into a 

sorting area  

 Design a donor recognition wall or other installation to acknowledge private contributions to the 

library 

B. Welcome and Service Zone 
This is a noisy, busy area that supports the library’s transactional business and provides a transition from 

the outdoors to indoor space. 

Features: 

 Provide café service, that offers coffee, tea, cold drinks and light snacks and to create a space 

where people can engage in casual conversation and socialize 
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 Offer a single, unified service desk that accommodates checkout and information/“ask us” 

services. The checkout portion of the desk should have two staff workstations, and shelving 

behind it to accommodate holds and other material. The “ask us” portion of the desk should be 

at a lower level with space for one staff member and a workstation or laptop. 

 Create a sorting room and staging area for returns and items to be shelved adjacent to the 

checkout desk 

 Provide 3 self-check kiosks near the checkout area 

 Offer gallery display opportunities integrated throughout the space 

 Plan for integrated digital signage with professionally designed, attractive graphic displays 

 Provide a Friends of the Library ongoing used book sale area for 500 items that is adjacent to the 

checkout desk so customers can easily pay for their purchases 

C. Adult Zone 
The Adult Zone is the primary service area for people 18 years and older.  It should accommodate a 

variety of uses:  

 New books and media 

 Adult fiction and non-fiction collection  

 The media collection 

 Opportunities for conversation, quiet reading, collaboration and co-working  

 The magazine and newspaper collection 

 Group study 

 Technology access and training 

 Local history center/Maplewood Room 

 Create space 

 Staff assistance 

New Books and Media Browsing Zone  
The New Book Browsing zone is the area of the library which has the most in-demand titles. It 

should have a retail feel to it and encourage people to explore the collection. 

Collection Size:  2,000 new books 

 Provide low retail style shelving to accommodate new books and materials 

 Create space for display areas/tables to merchandise high-demand titles or genres 

 Provide soft seating (chairs, ottomans, benches) interspersed in this area so customers can 

spend time exploring the collection  
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Adult Collection 
The adult fiction and non-fiction collection will be housed in the Adult Zone. 

Collection size: 41,250 items. The collection size per category is estimated as follows: 

Adult Fiction 15,000 

Adult Non-Fiction 18,000 

Large print 500 

Mysteries 3,500 

Sci Fi 400 

Graphic novels 120 

Short story anthologies 180 

Reference 250 

DVDs 2,500 

Audiobooks 800 

 

Seating and Work Space 
People are using libraries in different ways today.  For that reason, it is essential to have a variety of 

seating and work space options in the Adult Zone. For some people the library is a place for a chance 

interaction with a friend or neighbor, for others a quiet place to work outside of the home and for 

others a space to meet with others to work on a project. Seating needs to be abundant and offer 

options that support the customer’s needs. 

Features: 

 Provide a variety of individual soft seating, table seating, individual seating space, group study 

space, furniture that encourages conversation 

 Provide power at or near each seat location 

 Provide enough room at table seats for the customer to “carve” out his or her own private work 

space without impinging on others.  Avoid elbow to elbow seating. 

 Include privacy screens at computer tables  

 Provide tables or other furniture that support collaborative work  

Magazine and Newspaper Zone 
This area will accommodate the library’s 120 magazine subscriptions and 7 newspaper subscriptions 

along with storage for 12 months of back issues.  This is intended to be self-service. It should be 

inviting and encourage people to spend some time reading. 
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Media Zone 
This area will support the library’s DVD (children and adults) and adult audiobook collection. 

Media Collection:  3,300 items 

Include: 

 Shelving and display designed to accommodate media 

 Easy to browse  

Local History Center/Maplewood Room 
This is a small collection of 1,000 items about Maplewood history. The collection is intended to 

expose people to the Town’s unique history and development, pique curiosity to explore more on 

their own, and support the school curriculum’s local history project. The collection should be 

protected but accessible. 

 Include locking book cases with glass doors for special collections 

 Provide for archival storage 

 Include file cabinets for the Maplewood clipping file 

 Provide a map case 

 Include table and chairs for research area 

D. Children’s Zone 
The children’s zone is a busy and dynamic space for children ranging from infant to 5th grade. This area 

should be zoned to include separate spaces for preschoolers and elementary school-age kids. The whole 

area must be appealing to the school age-crowd and not feel too babyish. Glass, walls or soundproof 

material are needed to separate this area from the rest of the library service floor but provide enough 

transparency to allow for visual supervision. 

Children’s Zone Collection: 30,400 items 

New fiction 1,600 

New non-fiction 400 

Non-fiction 10,000 

Fiction 7,000 

Picture books 9,000 

Graphic novels 1,400 

Media:  CDs and Kits 1,000 
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Include: 

 An approachable, low service desk with seats for two staff members and two mobile kiosks to 

deploy during summer reading and large events 

 An office that can accommodate 3 staff members including 3 workstations, shelving, locked 

storage and a small conference table for impromptu department meetings and a small sink 

 One self-check kiosk 

 An area with seating where preschool children and their parents can explore books together 

 An area that is attractive to the school-age crowd 

 Child sized seating with a variety of options – little tables and chairs, intermediate sized tables 

and chairs, picture book tables, loveseats for parent child reading, small moveable benches or 

bean bag seats. 

 Furniture that is mobile or has the capacity to be easily moved. 

 Two separate computer clusters: one for preschool kids; the other for older kids. Both areas 

with computer tables that provide data and power for secured tablets or PCs. Computers are 

important but should not be front and center in the children’s zone. 

 Quiet space for children who need less stimulation 

 Low book shelves, display areas, and slatwall or interactive play features on stack ends, walls 

and within the space. 

 Gallery space and display units for children’s artwork and exhibits 

 A hanging system that can accommodate display of mobiles or another ceiling mounted artwork 

 Mobile shelving units that can be easily rearranged 

 Bulletin board and display areas 

 A story and crafts area for 60 children to accommodate story hours, storytelling events and 

special programs (detailed in Community Room section) 

 Storage space for craft materials, giveaways, summer reading incentives 

 Space to store a laptop cart 

E. Teen Zone 
The teen area (Teen Zone) is a vibrant space that can accommodate 40–50 students ranging from 5th 

grade through high school.  Glass walls or soundproof material are needed to separate this area from 

the rest of the floor, yet allow for visual supervision (currently have seats for 15 teens with 30–40 teens 

coming every day). 

Teen Materials: 3,500 items 

Include: 

 A public service desk or kiosk for the teen librarian  

 An office for the teen librarian 

 A combination of seating (mobile tables and chairs, soft seating, sofas, ottomans, and other 

options attractive to teens) to accommodate 40–50 people 
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 An adjacent soundproof area for group study and group meetings 

 Mobile shelving to accommodate future changes 

 Access to the interactive create space and technology center with the capacity to skype with 

other schools, authors, professionals in the field, create multi-media presentations capabilities 

(speakers, microphone) and smartboard. 

 A public computer area with 8 fixed computers that supports collaboration  

 A portable laptop cart to accommodate 8 devices for check out and for use in the library 

F. The Create Space  
This space is intended to support the creation of digital media, technology training, and a maker’s space. 

It will be open to teens and adults. 

 

Include: 

 A computer training area to accommodate set-up at tables for 12 laptops 

  A data projector, screen, and instructor’s podium 

 Counters and storage cabinetry to support the maker’s space with room for a 3D printer, color 

printer, STEAM projects, etc.  

 An audio and video production area with recording equipment, film editing equipment, and pull-

down green screen 

 Space to display items that are manufactured 

 Space for a mobile maker cart 

 An office for the Technology Librarian 
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G. Business Center 
The business center should be centrally located adjacent to the teen and adult zones.  It provides 

equipment for replication and printing. 

Include: 

 Copier 

 Scanner 

 Printer 

 Fax Machine 

 Shredder 

 Print release station 

 Coin box 

H. Community Meeting Space 
Community meeting space is in short supply in Maplewood and library patrons are always seeking space 

for large and small gatherings. In libraries across the U.S. meeting space is an important part of library 

service. The renovated and expanded library should include the following meeting spaces. 

i. Community Room 

 A meeting room with 200 seat capacity with exterior access for use after library hours 

 Raised stage or risers that enable performers to be seen from all parts of the room 

 Storage room for stackable tables and chairs and other furniture or equipment associated with 

this space  

 Full audiovisual system including microphones, amplification equipment for the hearing 

impaired, a presentation screen, data projector, and podium with the capacity to accommodate 

laptops 

 An adjacent kitchen with range, refrigeration, sink, cabinets, counter space and storage 

ii. Conference Room 

 Seating for 16 seats at conference table 

 Smart Board/ flat-screen monitor and audiovisual equipment 

iii. Collaborative Rooms (3 total) 

 These rooms should be adjacent to the teen and adult zones. 

Room One: 

 Table and seating for 8 

 Flat-screen with laptop connection for presentations, webinars, conferences 
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Room Two: 

 Table and seating for 6 

 Flat-screen with laptop connection for presentations, webinars, conferences 

Room Three: Collaborative Work Space/Writer’s Room 

 Table and seating for 4 

iv. Quiet Study Rooms 

Four (4) Quiet Study Rooms each with a small table and seating for two 

v. Children’s Program Room (adjacent to Children’s Zone) 

 Flexible space for crafts and story times 

 Seating for 60 

 Craft area with washable floor, cabinetry for storage and sinks for quick cleanup. 

 

I. Technology 
Technology is integral to the delivery of library service but how and where access to technology is 

provided is changing rapidly. The technology portion of the Building Program should be the last 

thing to be developed but can be used to provide targets for now. 

Include: 

 30 public PCs, 3 laptop carts (one each for teens, children and the Create Space), and iPads in 

children’s and teen area 

 5 Public Access Catalogs (mounted on stack ends – 2 in adult, 1 in teen, and 2 in children’s area) 

 2 computer reservation stations (1 in adult and 1 in children’s area) 

 Provide infrastructure for Radio Frequency Identification (RFID) Technology 
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 Provide wireless accessibility in every part of the building 

 Integrate circuits and electrical outlets in all furniture, floors, walls 

 

J. Back of House Support 

IT/Server Room 
The IT/Server Room should accommodate the library’s physical servers, cabling, security and other 

business enterprise systems.  This space should also include a workbench or staging space for the 

repair and deployment of PCs and other electronic devices.  Storage should be provided for power 

cords and other computer and IT peripheral devices.   

Collection Management and Technical Services  
The collection management and technical services team support the acquisition, cataloging and 

management of the collection including discard of material no longer needed in the collection. 

This space should include: 

 A delivery entrance and loading dock adjacent to this area 

 Shelving for staging material processing 

 A counter or tables for packing and unpacking boxes 

 Storage area for supplies 

 Space to sort and stage deliveries 

 Storage and space for 10 book carts 

 Desks with integrated locked storage for 10 staff members  
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Facilities Management 
This area should be the central control spot for building systems and provide a desk and small office 

for the building manager. 

Include: 

 Desk and workstation for one person 

 Locked storage for building system information 

 Security and alarm system controls 

 HVAC and other building system controls 

Staff Lounge 
This area is intended as shared staff space for breaks and meals as well as a place to relax when not 

working with patrons.  It should include: 

 Kitchenette (microwave, toaster oven, full-size refrigerator, coffee maker) 

 Table seating for 8 

 Comfortable seating for 6 

 Cubbies or lockers for those staff who lack locked storage at their workstation 

Administrative Suite 
The administrative suite will house the director, administrative assistant, and program and publicity 

coordinator. 

 Director’s office should include an executive workstation and small conference table for 

meetings, bookcases and locked storage. 

 Administrative assistant should have a receptionist desk, locked storage for supplies. 

 This suite should Include a coat rack and seating for guests 

 Program and Publicity Coordinator office needs adequate area for layout and supplies. 

Non-assignable space 

Restrooms 
Provide an adequate number of restrooms to accommodate customer needs: 

 Public restrooms in children’s area to include diaper changing stations 

 Public restrooms in Adult Zone 

 Public restrooms adjacent to the large meeting room 

 Staff restrooms near staff areas or lounge 
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Storage 
Storage should be incorporated into the non-assignable space. Dedicated storage space is required 

for the Friends of the Library book sale. 
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1. Project Overview 
The new library project will transform the Maplewood Memorial Library’s existing space and create 

additional space to support current and projected library use for the next fifty years at the Baker Street 

location. Maplewood’s last significant investment in the Main Library was more than 60 years ago. In the 

years since the space was originally designed library use has changed dramatically. Services, technology and 

programs that the community now takes for granted were not even imagined when the Main Library 

opened its doors in 1955. The current library no longer meets the needs of the community. Here are just a 

few examples to support the need for a transformed library: 

 In 1960, 12,856 Maplewood residents had a library card; today, more than 20,000 residents are 

cardholders. More than 900 people visit the library each day. 

 The physical collection has grown from 68,000 items to almost 90,000 items and now includes a 

variety of media including DVDs, audiobooks, and CDs. 

 Instead of growing its collections each year, the library staff now offer a curated fiction and non-

fiction collection with titles that align more closely to the community’s research and reading tastes. 

 Technology is now an integral part of the library experience with people coming to the library for 

free WiFi, high speed Internet access, and assistance in using apps and software. 

 As more people work from home and collaboration becomes an essential part of the school 

district’s curriculum more and more people seek meeting space at the library, a demand that the 

library is currently unable to meet. 

 And finally, in our overly connected world people are actively seeking a place to disconnect, a place 

that supports contemplation, an escape from the noise of everyday life where one can read, think 

and enjoy the company of others. What better place for that than the Maplewood Memorial 

Library? 
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2. Functional Areas 

The Welcome and Service Zone includes: 
 Entrance 

 Welcome and Service Area 

The Adult Zone includes: 
 Checkout Desk 

 Ask Us service point 

 Collection neighborhoods 

 Abundant displays for new books, media and community information 

 Tech Discovery Center for technology support, teaching demos about library resources and 

apps, consultation with library staff, and highlighting digital content 

 Business Center 

 Comfortable Seating Areas 

 Technology Center/Maker’s Space 

 Quiet Reading Area and Quiet Rooms 

 Newsroom 

 Maplewood Room 

 Collaboration Rooms 

 Conference Rooms 

The Kid’s Zone includes: 
 Ask Us service point 

 Collection neighborhoods 

 Abundant displays for new books and media 

 Collaboration rooms to support group study, homework help and tutoring 

 Technology hubs for pre-school and school-aged children 

 Story room and activity center 

 Fish tank or other iconic feature that makes the kid’s zone special 

 Designated area for toddlers and pre-schoolers  

 Designated area for school-aged children 

 Gallery space to showcase children’s art work 

 Youth Services staff offices 

The Teen Zone includes:  
 Ask Us service point 

 Open access to the rest of the library (not a separate room) 
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 Sound and noise control 

 Collection neighborhoods 

 Abundant displays for new books and media 

 Technology hub with locked storage for iPADs and laptops 

 Informational display 

 Limited shelving or storage for board games 

 Furniture that can be easily reconfigured  

 Soft seating 

The Community Zone includes: 
 Event Space 

 Conference Room 

 Collaboration rooms 

The Support Zone includes: 
 Staff offices 

 Administrative Offices 

 Staff lounge 

 Staff lockers 

 Shipping and receiving 

 Storage 
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3. Target Collection Size 
The size of the collection requires a significant allocation of space to support easy discovery and increase 

use.  In the past libraries packed their collection in dense stack areas typically on 72" – 96" high, 

unattractive metal shelving with 36" aisles.  In the last 10 years, we’ve learned a great about how best to 

get our collections off the shelves and into the hands of our readers. We’re moving from providing space 

for ever expanding collections to providing current, curated collections that respond to the reading 

interests of our community.  Increasingly we are offering those curated collections in both print and digital 

formats.  

For example: 

1. People who use public libraries tend to look for current and popular material 

2. Densely packed shelving with books arranged end on end tends to discourage browsing and the 

serendipity of finding that book you never expected to read 

3. Libraries that have reduced the size of their collections typically report significant increases in the 

number of items borrowed 

4. Many libraries are experimenting with a hybrid location system that incorporates the Dewey 

Decimal Classification into a series of neighborhoods 

The Maplewood Memorial Library staff have considered the current collection size and identified a 

collection size target that will service the community.   

Table 1 provides detail about the proposed collection distribution. 
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Table 1:  Maplewood Memorial Library Baker Street Library Collection Targets 
Adult Zone Size Type of Shelving  Space Required/Linear Ft. 

New fiction 1,000 Low, display tables 125 

New non-fiction 1,000 Low, display tables 100 

Fiction 15,000 Wall/stack shelving 1875 

Non-fiction 18,000 Wall/stack shelving 1,800 

Large-print 500 Low, easy to read 63 

Mystery 3,500 Wall/stack shelving 438 

Science Fiction 400 Wall/stack shelving 50 

Graphic novels 120 Wall/stack shelving 12 

Short story anthologies 180 Wall/stack shelving  23 

Reference 250 Wall/stack shelving 40 

Total Adult 39,950   

    

Newsroom    

Magazines 124 Display shelving 124 

Newspapers 7 Display shelving 7 

Title Storage for 12 months 124 Under display shelving  

Long term storage  6,000 Back of house 600 

Total Newsroom 131   
    

Kid’s Zone    

New fiction  1600 
Wall/stack shelving, 60"; display 
tables 

125 

New non-fiction 400 
Wall/stack shelving, 60", display 
tables 

30 

Fiction 7,000 Wall/stack shelving, 60" 540 

Non-fiction 10,000 Wall/stack shelving, 60" 770 

Picture books 9,000 Low shelving, 42" or bins 450 

Graphic novels 1,400 Wall/stack shelving, 60" 90 

Media (Books on CD/Kits) 1,000 Shelving with hanging units 150 

Total Kids 30,400   
    

Teen Zone    

New fiction 200 Low, display tables 18 

New non-fiction 600 Low, display tables 50 

Fiction 1,900 Wall/stack shelving, 72" 160 

Video games 100  10 

Audio books 50  5 

Graphic novels 600  50 

Magazines 12  12 

Total Teens 3,462   
    

Maplewood Room 1,000 Wall shelving, 72" with oversize 125 
    

Media Collection    

DVDs 2,500 Media shelving 119 
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Audiobooks 800 Media shelving 100 

Total Media 3,300   

There are several formulas for determining the space required for collections: 

Shelf Capacity and Shelf Depth Excerpted from: https://libraryarchitecture.wikispaces.com/Shelving 

Shelf Capacity is the number of volumes capable of being shelved on a linear foot of shelf. Standard book 

stacks are 90" high by 36" wide and have 7 shelves. Therefore, a typical shelf has 3 linear feet of storage. 

The number of volumes that can be stored per shelf varies depending on the material. For example, 

references books take up more space than fiction books. 

Shelf depths range between as little as 6 inches for some AV materials to 16 inches for flat newspaper 

storage or oversize books. Standard shelf base depths are 8 inches (rarely used today), 10 inches (most 

common) and 12 inches (for Reference, Easy picture books & flat periodical storage) (Bryan, 2007) (Siems & 

Demmers, n.d.). Average volume size and recommended shelf depth for various media types have been 

calculated to aid libraries in their calculations: 

Volume Type 
Recommended Depth  

(inches) 

Volumes per  

Linear Foot of Shelf 

Encyclopedias 12 6 

Fiction 10 8 

Large Print 10 8 

Non-Fiction 12 10 

Paperbacks 8 to 10 16 

Young Adult 10 12 

Children's Picture 

Books 

12 20 

Juvenile Fiction 10 13 

Juvenile Non-Fiction 12 13 

Audio CD/CD Rom/DVD 8 to 10  21 

Magazines 12 1 

Newspapers 12 1 

 

Using the average units per linear foot of shelf for fiction (8), the equation for the capacity of a single facing 

shelf is:  8(volumes per linear foot) x 3(linear feet) x 7(shelves) = 168 volumes of fiction 

  

https://libraryarchitecture.wikispaces.com/Shelving
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Other collection browsing considerations to be factored into the amount of space required for the 

collection: 

 Include high tables or seating near the art collection or other oversize books to allow for easy 

browsing  

 Include display shelving among the regular shelving to allow for face out, featured book displays 

 Ensure that browsing can occur without impediments, e.g. keep seating a distance from wall 

shelving  

 Include bookstore-like signage to help customers locate material.  

 The Anythink Library, Thornton, Co. has developed useful guidelines for thinking about display and 

merchandising of library collections. 

https://www.anythinklibraries.org/sites/default/files/imce_uploads/anythink_merchandising_guid

elines_final_100113.pdf 

  

https://www.anythinklibraries.org/sites/default/files/imce_uploads/anythink_merchandising_guidelines_final_100113.pdf
https://www.anythinklibraries.org/sites/default/files/imce_uploads/anythink_merchandising_guidelines_final_100113.pdf
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4. General Guidelines for Designing the Maplewood  

Memorial Library’s New Space 
The renovated and expanded Maplewood Memorial Library should become a not-to-be-missed destination 

for all Maplewood residents. The project goals are to:  

 Create a library that is a destination, community anchor, and intellectual heart of the town 

 Design a building that is inclusive, interactive and innovative 

 Create interior space that is flexible and easily adaptable to accommodate future change and growth 

 Provide barrier free access to all 

 Create a resilient building that supports the community in times of crisis and celebration 

To accomplish these goals the architects should incorporate the following into their design for the building: 

a) Power everywhere.  Today’s libraries need to provide abundant power for customers. 

b) Plan a flexible interior floor plan with furniture that can be easily moved and reconfigured. 

c) Integrate wire management into tables and seats. 

d) Provide large screens for public PCs. 

e) Provide adjustable lighting throughout the space (all lights on, all lights off, dimmable lighting, 

spotlights, etc.) 

f) Take advantage of natural light and views but provide solar shades or other glass management 

solutions to reduce light glare. 

g) Use carpet (tiles) to help control sound. 

h) Use tile or other durable flooring material in high traffic areas. 

i) Provide the ability to control temperature in the building and remotely (24/7) using HVAC software. 

Offer the ability to control individual room temperature (several degrees up or down) within a 

room. 

j) Offer a gallery hanging system throughout the space. 
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5. Proposed Building Size 
Table 2 provides a target for the proposed building size based on the functional areas identified in the 

Building Program and specifications for each space. 

Table 2 

Maplewood Memorial Library Proposed Building Size   
 

 BURGER SAGE AND COOMBE 

Entrance 550 sf 520 sf 

Welcome Zone 1,450 sf 1,200 sf 

Adult Zone 9,032 sf 5,853 sf 

Kids Zone 5,800 sf 3,641 sf 

Teen Zone 1,750 sf 3,429 sf 

Create Space 680 sf    490 sf 

Maplewood Room 450 sf 450 sf 

Community Zone 4,170 sf 4,346 sf 

Staff Zone 2,600 sf 4,695 sf 

Proposed Program 26,482 sf  25,284 sf 
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6. Functional Area Specifications 
 

Welcome and Service Zone 

 

Area 1: Entrance (550 sf) 

Function: This is the primary entrance to the library for customers of all ages. The area serves as a 

transition space from the outside to inside. The space should inspire excitement and 

engagement the moment one steps through the door.  Visitors should feel welcomed and 

inspired about what they are about to experience in the library. The entrance needs to 

include access for those who may have physical disabilities or need special assistance. 

Users: People of all ages 

Proximity: Should be near the parking area and pedestrian walkways.  

Restrooms should be easily accessible from this area.   

Details of Furniture/Space Requirements: 

1.1 Welcoming, open space for access to the library 

1.2 Airlock to modulate temperature control 

1.3 Walk off mats  

1.4 Entrance into the library from this space should be as open as possible and accessible for 

wheelchairs, walkers, and strollers. Consider stroller parking lot adjacent to this area if not in the 

children’s area.   

1.5 Waste and recycling bins and umbrella covers for inclement weather. 

1.6 Area for library event information 

1.7 Space permitting, include materials return slots that drop items directly into a sorting area. 

1.8 Digital signage 

1.9 Include donor wall, dedication plaque, book return. 

Area 2: Café Area (Optional, 550 sf) 

Function:  This welcome zone area is intended to provide a place for people to gather. To encourage 

people to spend more time in the space, it is important to provide a food amenity.  This can 

be done in collaboration with a local vendor who may supply coffee, tea, soft drinks and 

other light snacks. If the library decides not to offer food this area can still be reserved for 

casual seating and conversation. 

Users:   People of all ages 
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Proximity: Adjacent to entrance/Welcome Zone 

Details of Furniture/Space Requirements: 

2.1 Depends on the level of service to be provided. 

 Option One:  Staff café service would include a service counter, coffee equipment, refrigeration, 

food case and display and a service counter. 

 Option Two: A self-service café would include a counter that can accommodate a self-service 

“Keurig” type coffee dispenser, cups, napkins, milk, etc. 

2.2 Inviting space that encourages people to spend time reading or interacting with others  

2.3 Waste and recycling bins 

2.4 Non-carpeted flooring 

2.5 Water and electrical hookups 

2.6 Space for community bulletin boards and event flyers 

 

Area 3: Lending Services (675 sf) 

Function: This service point serves several functions:  a welcome desk with staff who can help orient 

people to the library space, the checkout and registration desk for library transactions, and 

a quick information desk for those who have more in-depth questions or require research 

assistance. The “ask us” “check-out” desk should be welcoming, small in scale and easily 

approachable. This is one of the most important areas of the library as it provides the 

public with its first (and in some cases, only) contact with the staff.   

Users:  People of all ages 

Summary of Needs  

 Provide an area for customers to check out and/or return library materials. 

 Provide two (2) staff workstations at the desk for fee collection, registrations, renewals, and 

answering the telephone. 

 Provide one (1) “ask us” info work station 

 Provide space for three self-checkout kiosks.   

 Provide shelving for direct pick-up by patrons of reserve books and non-print media. 

 Provide storage for supplies and various forms used for library business. 

 Provide a Friends of the Library ongoing used book sale area for 500 items that is adjacent to the 

checkout desk so customers can easily pay for their purchases 

Details of Furniture/Space Requirements: 
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3.1 Modular, custom-designed combination desk/counter wired for 2 staff checkout work stations. 

Provide space on the desk for recessed receipt printers. Include a cash register and  credit card 

processing. The desk should be friendly to both adults and children and comply with the Americans 

with Disabilities Act. Consider a design that will allow standard desk elements to be purchased and 

installed within a custom design.  

3.2 3 self-checkout kiosks located close to check out desk for staff to easily provide assistance  

3.3 Shelving for self-service holds pickup by customer (in public area) and for staff use behind counter. 

3.4 Parking space for 6 book trucks.   

3.5 Special acoustical treatment appropriate for a high-traffic area  

3.6 Cabling for 2 checkout workstations and 1 “ask us” information station 

3.7 Millwork to accommodate 3 self-checkout kiosks with bar code scanners and receipt printers 

3.8 Built in panic alarm incorporated into the desk 

3.9 Abundant electrical outlets 

3.10 Public queuing area should allow for one line of users that will feed any open checkout station 

3.11 Storage for desk supplies 

3.12 Provide a window between Checkout Desk area and Lending Services workroom so staff can easily 

determine when more assistance is needed.   

3.13 Provide comfortable flooring for the staff since it may be necessary to stand for several hours.  

3.14 Depending on desk height provide swivel stools where the staff may perch during times when it is 

not busy 

3.15 Avoid high heat-producing lighting and glare that may affect staff at the desk. 

3.16 Lending services department workroom for check-in of returned items and staging for shelving (200 

sf) 

3.17 Checkout Desk with workstations for 2 staff (240 sf) 

3.18 Three self-check kiosks (90 sf) 

3.19 Shelving for self-service holds (30 sf) 

3.20 Space to accommodate 6 book trucks (36 sf)  

3.21 Varied desk height to accommodate children and adults 

Proximity: Adjacent to Entrance to enable view of entrance/exit doors.   

Occupancy: Up to 16 public users and 1-2 staff at checkout desk 
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ADULT ZONE 

 

Area 4: Adult Services (10,082 sf)  

Note: Includes Maplewood Room 

Function: This is the primary service zone for library staff who assist customers with a variety of 

library functions including reader’s advisory, information and research, hands on assistance 

with technology devices and digital downloads. This area should encourage interaction 

between the staff and customer via a “hip to hip” consultative service model.  

Summary of Needs: 

4a. Information Services Service Desk 169 sf 

4b. Collections 4,298 sf 

4c. Public Computers    500 sf 

4d. Seating 3,550 sf 

4e. Staff Work Areas    585 sf 

4f.  Business Center    130 sf 

4h. Newsroom    400 sf 

4i.  Maplewood Room    450 sf 

TOTAL 10,082 sf 

 

4a. Ask Us Service Desk (169 sq. ft.) 

Function: This service point is the where customers come to receive assistance with reader’s 

advisory, information and research, interlibrary loan, tech devices, digital downloads, 

computer assistance and more. The desk should be small, approachable and minimal in its 

design.  The Ask Us desk should be located close to the adult collections and technology 

cluster. 

Details of Furniture/Space Requirements 

4a.1 Service desk with one workstation (fixed PC or laptop 50 sf) 

4a.2 Low shelving/storage unit that integrates with desk for frequently consulted items, laptop loans, 

and other needed items  

4a.3 Consider the addition of a genius bar desk, modeled after those used at the Apple store, for group 

demonstrations of library products, e.g. how to discover your family history on ancestry.com, 

instruction about the app of the day, digital download sessions 
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4b. Collections (4,298 sf) 

Function: This space accommodates the library’s adult collection in all formats.  The collection should 

be arranged so it can be easily browsed by customers. To the extent possible, the collection 

should be accommodated around the perimeter of the space so that space for seating can 

occupy the center of the library.  

Summary of Needs: 

Reference collection  250 items 40 linear feet 
Non-fiction collection 18,000 items 1,800 linear feet 
Fiction collection 19,700 items 2,463 linear feet 
New fiction + non-fiction   2,000 items 359 linear feet 
Media (all formats) 3,300 items 500 linear feet 

Furniture/Space Requirements: 

4b.1 The Adult collection is expected to total 43,250 items.  These items should be displayed in an easy 

to browse arrangement of neighborhoods that make it easy for customers to find the subject areas 

they are most interested in.  

4b.2 Shelving should be fully adjustable and accommodate a variety of shelving inserts that enable face 

out display.  Use Integrated lighting that showcases books.  Note: MJ Shelving makes a beautiful 

shelving product for libraries: 

http://www.mjshelving.com/common/index.php?com=MJ&div=AA&nav=AA&page=A91 

4b.3 Custom off the shelf or customer display shelving should be used for new collection displays and 

media collections 

 

4c. New Materials Display (625 sf) 

Function: Display space for new books and non-print media.   

Furniture/Space Requirements: 

4c.1 A variety of attractive shelving for showcasing various formats. Use a combination of spine-out and 

face-out displays. Linear footage requirement will be based on the mix of print and media 

displayed.  

4c.2 Comfortable seating for patrons who are browsing the new items. 

4c.3 OPAC for online catalog searching. 

4c.4 Lounge or bench seating interspersed in this new book area. 

Proximity: Close to entrance. 

Occupancy: Approximately 15 customers. 

http://www.mjshelving.com/common/index.php?com=MJ&div=AA&nav=AA&page=A91
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4d. Seating (3,550 sf)  

Function: The re-imagined adult services area provides a variety of seating options for 90-100 adults 

with power everywhere so those with devices can easily find a place to plug in.   

Summary of Needs: 

 A quiet, cell free reading area with tables with ample room to spread out, outlets for laptops, task 

chairs and soft seating for those who want to work more casually.   

 Seating that encourages conversation and collaboration (see Vitra Alcove seating for an example)  

 Soft seating scattered throughout the space particularly in spots that take advantage of outdoor 

views 

 Re-imagined study carrels, modern-day study work cube for working alone 

 A technology cluster  

Furniture/Space Requirements: 

4d.1 Tables with a variety of seating capacities, with emphasis on long work tables.   

4d.2 Soft seats for laptop use in a comfortable setting (Reno Furniture, which is certified SCS Indoor 

Advantage™ Gold and level® 2 that can contribute to LEED® points, is a good example as is 

Lowenstein.) 

4d.3 If possible, create a cluster of “work cubes/pods” (a more contemporary version of a study carrel) 

in an area that can be designated for quiet study. 

4d.4 Comfortable reading area 

Proximity:  Lending Services, Business Center 

Occupancy: 90-100 reader seats. 

4e. Public Access Computers (500 sf) 

Function: Public access computers provide high speed access to the Internet and enable customers to 

check their email, use library supplied digital content, work collaboratively, and conduct 

research.  

Furniture/Space Requirements: 

4e.1 22 single use public Internet computer stations (14 in Adult Area, 8 in Teen Zone) 

4e.2 2 collaborative computer stations; 2-4 seats at each station 

4e.3 Provide some level of noise control for the collaborative computer workstations. 

Proximity: Locate near the Ask Us desk and Business Center.  
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4f.  Adult Services Staff Work Areas (585 sf) 

Function/Activities: 

Work space for the Adult Services staff   

NOTE: This space depends on building layout. 

Furniture/Space Requirements: 

4f.1 Private office for department head to include desk with chair, return for computer workstation and 

printer, one lateral file, two sections single faced shelving, two visitor chairs, coat rack or closet 

4f.2 Workstations for adult services staff with integrated shelving and an overhead storage unit, space 

for a small footprint book cart to be placed adjacent to the individual work space  

4f.3 Large table in the center of the room for group meetings or collaborative project work  

4f.4 File pedestal for each staff member 

4f.5 Supply Area 

Proximity: Adjacent to the Adult Services area. 

4g. Business Center (130 sf) 

Function: 

This area provides equipment needed for public printing, scanning, and copying.   

Furniture/Space Requirements: 

4g.1 1- photocopier/printer 

4g.2 Computer for print release station 

4g.3 Counter workspace for sorting, stapling, assembling, etc. 

4g.4 1- freestanding change machine/credit card processor 

4g.5  Designed as an alcove so that users and print equipment do not block aisles. 

4g.6 1- Scanning station 

4g.7 Space for other equipment including a shredder, fax machine, typewriter, etc.  

Proximity: Locate near the Ask Us Desk.  
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4h. Newsroom (400 sf) 

Function:  Magazine browsing and reading print and digital, comfortable seating; quiet space; 

depending on space allocated can double as smaller program space for up to 40 people 

Users:  Customers looking for quiet space to browse and read newspapers and magazines; 

researchers;  

Proximity:  Adult Zone 

Furniture/Space Requirements: 

4h.1 Shelving for 124 current print magazines and 7 daily newspapers 

4h.2 Storage for 12 months of magazines 

4h.3 Comfortable seating and occasional tables 

4h.4 Tables with secured iPads for access to Zinio or other digital magazine products 

4h.5 If used for small program space:  AV set up, data projector and screen, room to store chairs. Glass 

doors to close the space off from the rest of the adult zone to contain noise. 

 

4i. Maplewood Room (450 sf) 

Function: This space is designed to house historical materials in various formats and is a place to read 

and study one-of-a-kind documents, especially relating to the history of Maplewood. 

Furniture/Space Requirements: 

4i.1 Variety of shelving and storage for several different formats, including books, maps, photographs, 

and postcards. 

4i.2 Seating for 6 at a table 

4i.3 Space for 1 computer workstations 

4i.4 Microfilm reader/printer and cabinets 

Proximity: Adjacent to Adult Zone area. 

Occupancy: 6 people 
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CHILDREN’S ZONE 

 

Area 5: Children’s Services (5,800 sf) 

Summary of Needs: 

5a. Service Desk 150 sf 

5b. Collections 3,040 sf 

5c. Seating  942 sf 

5d. Technology 448 sf 

5e. Story/Crafts Room  676 Sf 

5f.  Staff Work Area 414 sf 

5g. Collaboration Rooms 130 sf 

 

5a. Service Desk (150 sf) 

Function: Primary point of service for children and parents/caregivers 

Furniture/Space Requirements: 

5a.1 Low service desk with two staff workstations that is easily approachable for children of all ages 

5a.2 Queuing space for 2 customers 

5a.3 Space for 2 small book carts 

5a.4 Shelving or display area behind or adjacent to desk 

Proximity: Service point should be visible to someone first entering the Children’s area and close to 

staff work area. 

5b. Collections (3,040 sf) 

Function:  This space accommodates the library’s children’s collection.  The collection should be 

arranged so it can be easily browsed by children of all ages. Picture books for the youngest 

readers should be sorted on low shelving units by genre, e.g. fairy tales, thing that move, 

ABC and counting books, etc. Shelving units for older children should not exceed 60" 

height.  
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Summary of Needs: 

Non-fiction collection  10,000 items     769 linear feet 

Fiction collection    7,000 items     538 linear feet 

New fiction + non-fiction   2,000 items     153 linear feet 

Media (all formats)               1000 items     150 linear feet 

Picture books     9,000 items     450 linear feet 

Furniture/Space Requirements: 

5b.1 The Children’s collection is expected to total 30,400 items.  These items should be displayed in an 

easy to browse arrangement of neighborhoods that make it easy for customers to find the subject 

areas they are most interested in.  

5b.2 Variety of 42" and 60" fully adjustable shelving that can accommodate a variety of shelving inserts 

that enable face out display.  Use Integrated lighting that showcases books.  Note: MJ Shelving 

makes a beautiful shelving product for libraries: 

http://www.mjshelving.com/common/index.php?com=MJ&div=AA&nav=AA&page=A91 

5b.3 Custom or off the shelf or customer display shelving should be used for new collection displays and 

media collections 

5b.4 Fish tank 

5b.5 Display case 

5c. Seating (942 sf) 

Function: Children’s area seating is designed to accommodate a variety of ages and uses including 

adult caregivers.  One area of the space should integrate the picture book collection and 

seating for toddlers and preschoolers.  This should include seating where a caregiver can 

share a book with a child, child-friendly table seating and chairs for coloring, exploring 

books and other age appropriate activities.  Another area of the children’s zone should 

provide seating for elementary school aged children including table seats and chairs and 

soft seating.  

Furniture/Space Requirements: 

5c.1 24-30 seats at 6 tables. Tables and chairs should be a mixture of heights to accommodate children 

of various age groups. 

5c.2 20 comfy chairs 

5c.3 3 Comfortable loveseats for long-term reading. Each loveseat should accommodate 2 people. 

5c.4 8 child-size lounge chairs. Consider comfortable, overstuffed chairs that can accommodate an adult 

and a child.   

5c.6 Space for parents and caregivers to park strollers. 

http://www.mjshelving.com/common/index.php?com=MJ&div=AA&nav=AA&page=A91
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5c.7 Storage for board games 

57.8 Wooden step stools 

Occupancy: Seats for 50 children or adults 

5d. Children’s Technology (448 sf) 

Function: Technology for children should be clustered in two areas– the preschool area and 

elementary school area.  For preschoolers who are just beginning their digital learning 

experience provide a cluster of tethered iPads that can be used for the kid’s app of the day.  

In addition, this area can also accommodate PC’s that have adapted keyboards and 

software for this age group. 

 For older children provide a technology cluster with PCs and Macs that can be used for 

Internet searching, access to digital content and gaming. 

Furniture/Space Requirements: 

5d.1 10 public access internet PCs for elementary school children on long tables with wire management 

5d.2 12 work spaces for iPads (6 for PreK; 6 for older kids) located away from the stacks and close to 

service desk or pre-school area. 

5d.3 1 Print release station for printing/copying. 

 

5e. Program Room (675 sf) 

Function: This space will be used for story hours, craft and other program activities for children. 

Furniture/Space Requirements: 

5e.1 Stacking or folding tables and chairs with seating for 40. 

5e.2 Sink and counter space for craft programs and cleanup.    

5e.3 Cabinets for storing craft supplies, summer reading materials, seasonal displays, etc. or a large 

storage closet that serves the same function.  

5e.4 Mats for children’s story hours 

5e.5 Area for presenter props such as a felt board, puppet theater, etc. 

5e.6 A/V equipment and storage cabinet. 

Proximity: Adjacent to children’s collection and seating areas. 

Occupancy: 40 at tables; approximately 50 floor seats. 
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5f. Children’s Staff Work Areas (414 sf) 

Function/Activities: Private work space for Department Head and Children’s Department staff  

Furniture/Space Requirements: 

5f.1 Private office for Department Head includes workstations with chair, lateral file, shelving, 2- side 

chairs and a coat rack 

5f.2 Shared office space for 3 to include workstations with overhead storage, file pedestals, and chairs, 

shelving, coat rack and flat workspace counter, cabinets and sink. 

Proximity: Adjacent to the Service Desk. 

Occupancy: Department Head and two staff members 
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TEEN ZONE 

 

Area 6: Teen Services (1,750 sf) 

Function/Activities: A dedicated Teen Area to serve ages 12-18.  This space should include a small 

collection of 3,400 print and AV materials, technology, and flexible seating. This is intended 

as “hang out” and “social” space where pre-teens and teens can gather after school and on 

weekends. It should also provide space for homework and quiet study. 

Furniture/Space Requirements 

6.1 A small service desk with a set up for either a fixed PC or tethered laptop. Laptop/iPad storage 

cabinet near desk. 

6.2 Lounge or modular type seating for 20 people. 

6.3 Seats and tables for 20 that are mobile, durable, flexible, and easily moved. 

6.4 42" shelving with flat tops for display. 

6.5 72" perimeter shelving – 7 shelves per unit. 

6.6 Magazine display rack for 12 titles.   

6.8 Display units for new material. paperbacks, video games and graphic novels. 

6.9 Display space for flyers, programs, school information, etc. 

6.10  Shelving for up to 10 games and informal activity materials 

6.11 Digital screen for highlighted programs 

6.12 Space for quiet study, homework and collaborative work 

6.13 Space for 60-70 thick college and test prep materials to be prominently displayed 

Proximity: Adjacent to children’s area and the new materials/media areas on the first floor. 

Occupancy: Maximum 50 seated; more for special events and floor seating as an option for many more 

teens to use, if needed.   
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Area 7: Community Zone (4,170 sf) 

 

7a. Community Room (2,500 sf) 

Function/Activities: 

This large meeting room provides flexible, seating for approximately 200 people. A small, portable raised 

stage makes it easy for the audience to see the presenter.  A smart podium with integrated AV 

accommodates both PCs and MacBooks. A small kitchen with range, refrigeration, sink, cabinets, counter 

space and storage services this community room.  This space also included storage for chairs, tables and 

other associated equipment that supports this space when it is not in use. 

Furniture/Space Requirements: 

7a.1    Multi-purpose auditorium with good acoustics that seats 200 people theater-style and is easily re-

configurable for classroom seating, events, and other used. The room should include the following: 

  225 Lightweight stacking chairs 

 25 Lightweight, stacking tables 

 1 Portable Raised Stage  

 Storage closets large enough to store chairs and tables  

7a.2 AV to support public performances:  drop down screen, intelligent lecturn, data projector, remote 

control for lighting, sound, window shades 

7a.3 Provide a landline jack, fiber-optic cabling, and cable TV drop in each room.   

7a.4 Provide a motorized, in-ceiling lift for a computer/video projector directed at the stage. 

7a.5 Provide abundant electrical outlets. 

7a.6 Include an induction loop for assistive hearing  

7a.7 Provide wall space and gallery hanging system for artwork and provide lighting for art displays in 

community room and throughout the building.  

7a.8 Use easily maintained wall surfaces of a neutral color.  

Proximity: People should be able to enter/exit the community room without entering the library for 

after-hours use. Locate close to restrooms and reception area and gallery. 

7b. Conference Room  (450 sf) 

Function/Activities: 

This room provides an area for small meetings for the library board, staff, and community groups.  

Furniture/Space Requirements: 
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7b.1 Conference room with large conference table and task seating for 16.   

7b.2 Built-in service cabinets and counter for handouts, refreshments, etc.  

7b.3 Integrated AV including a screen, data projector, smart board, conference call capacity 

Proximity: The Conference Room should be easily accessible for staff and public use. If possible, it should 

be located near the entrance lobby or adjacent to the administrative offices. If located near the entrance 

lobby, people should be able to use the conference room without entering the library for use when it is 

closed.    

Occupancy: Maximum 16 seated. 

7c. Collaboration Rooms/Areas (420 sf) 

Function/Activities: 

These spaces will accommodate 2–8 people each to use for quiet or collaborative study, multimedia 

viewing/listening and Internet use for adults.    

Furniture/Space Requirements: 

7c.1 Three (3), sound proof, glass enclosed collaboration rooms seating 4, 6 and 8 teens or adults, 

respectively.  

7c.2 Large screen monitor and software that enables PC/Mac collaboration  

7c.3 Whiteboards 

7c.4 Tables and seating appropriate for the capacity for each room  

Proximity: Locate adjacent to the adult and teen zones and staff so that the usage can be observed by 

the Adult Services staff. 

Occupancy: Maximum of 4, 6 or 8 in each collaboration room. 

7d. Quiet Study Rooms (300 sf) 

Function: Four (4) small quiet study rooms each with a small table and seating for two people.  These 

are quiet only spaces that are intended for single users 

Furniture/Space Requirements: 

7d.1 4 enclosed quiet study rooms seating a maximum of 2 adults in each.   
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7e. Create Space (500 sf) 

Function: This space for teens and adults is intended to support the creation of digital media, 

technology training and a makers space. 

Furniture/Space Requirements: 

7e.1 Tables and task seating with power to accommodate 12 laptops for technology training 

7e.2 Data projector, screen and instructors podium 

7e.3 Counters and storage cabinets to support the maker’s space with room for a 3D printer, color 

printer, sewing machine and STEAM projects 

7e.4 Audio and video production area with recording equipment, film editing equipment, and a pull 

down green screen 

7e.5 Display space for manufactured items 

7e.6 Space to accommodate a mobile maker’s cart 

7e.7 Office for the Technology Librarian – a workstation and chair, visitors chair, file pedestal 
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Area 8: Staff Zone (1,400 sf) 

 

8a. IT Server Room (200 sf) 

Function: The IT Room should accommodate the library’s physical servers, cabling, security, and 

other business enterprise systems.  This space should also include a workbench or staging area for the 

repair and deployment of PCs and other technology devices.  Storage cabinets should be provided for 

power cords, peripheral devices, and computer supplies. 

Furniture/Space Requirements: 

8a.1 Counter space with enough depth to accommodate 5 PC’s and 1 printer. 

8a.2 Server rack (TBD) 

8a.3 Further specs to be determined by IT/AV consultant 

 

8b. Collection Management and Technical Services Staff  (1,200 sf) 

Function: The Collection Management and Technical Services Team support the acquisition, 

cataloging and management of the library’s physical and digital collections.  

Furniture/Space Requirements:  

8b.1 Delivery and staff entrance, shipping and receiving 

8b.2 Shelving for staging materials to be processed 

8b.3 Counter or large table for packing and unpacking boxes 

8b.4 10 workstations for staff.  NOTE:  This is the combined total for the Adult Services and Technical 

Services staff.  Need to determine if entire group remains together or Adult Services staff assigned 

to office space closer to service area. 

8b.5 Coat rack/mudroom for staff 

 

8c. Administrative Suite (750 sf) 

Function: This suite will include the director’s office, administrative assistant, and program and 

publicity coordinator. 

Furniture/Space Requirements: 

8c.1 Director’s office with executive workstation, small conference table for meetings, built on 

bookcases and storage, coat rack, locked storage. 
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8c.2 Administrative assistant should have reception desk, locked storage, space for safe, storage for 

supplies, lateral files, and coat rack or closet, billing/counting desk, space for notary and meeting 

room transactions 

8c.3 Program and publicity coordinator office with one workstation, lateral file, single faced book 

shelves, table for layout, flat files 

 

8d. Facilities Manager (200 sf) 

Function: Facilities manager office includes a workstation and controls for all building systems. 

Furniture/Space Requirements: 

8d.1 Workstation, PC, lateral file, key storage, single faced shelving. 

 

8e. Staff Lounge (250 sf) 

Function: Shared staff space for breaks and meals as well as a place to relax when not working 

directly with customers. 

Furniture/Space Requirements: 

8e.1 Kitchenette (microwave, toaster oven, full size refrigerator, coffee maker) 

8e.2 Table seating for 8 

8e.3 Comfortable seating for 6 

8e.4 Cubbies or lockers for those staff who lack locked storage at their workstations 


