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CONNEICTICUT STATE LIBRARY 3%

Library Space Planning Guide Worksheet
{use in conjunction with the Labrary Space Piannmg Gusde)

Step 1 Estabilsh Servnce Populat:on

a. Current Iocal popuiatton {-_-'Use Degt of Health Estlmate e

- [e000

b Pro;ected Ioca! populatlon at least 10 years from now i
Use CT State Data Center at Unlver5|tv of Connectacut Prmect:ons : g
You may choose to factor in nonresndent use m_your popuiatfon projectton
c. Pre jected nonresident populatlon to be serve . SR

- Annual nonresident circulation (Ccard Ioans) E:::] ( type 1 |f not known) =
. _ 3: Annual circulation (Ali) (type 300 if not known) .-

s % of toia! c1rcuiateon '_'rPro;ected non- resudents o

d Serwce populatlon

Step 2A. Collect:on Suze
a. Physnca! Books S _
Exsstmg physucal book collect:ons PEICER S
-~ Current Net Additions (voiumes added mmus volumes wzthdrawn) e

Predacted Net Additions 10 years from now (negative # QK)........._.'_L _:_ :_
' Est:mate of minimum number of books in future ilbrary it

b Phys:cal Nonprlnt matenais AR R
Exusting physical nonprint coliechons ........ TP ]
“Current Net Additions (|tems addeci mmus ;tems wzthdrawn) i
Predlcted Net Additions 10 years from now (negatwe #OK)...........’ S

Estlmate of mtn:mum number of non~prlnt in future itbrary T TT5,000]

o '._No.n_-.P.ﬂ_nt that .w_i". nee.d space now orin the future | 5,000

c. Penod:cals : SR ERTTE T AT
“Existing number of peraodicai subscnpttons....;..;..'...'._..:..._.._....';.... S 60
Back periodicals titles kept in storage.............c.ocooivei 0

Step 2B. Collection Space . S

a. Books: 26,600 volumes :
Regular shelving 26,600 volumes + 10 = . 2,660 lsq. ft
Compact shelving volumes +25= ' sq. ft.




mater;a}s

C. Hard copy penodicals
on dlsplay iRl

d. 'Periodncals stored s B0 titles X 5 X
_:avefage_years retasnedm G ey

e. ToTAL (a + b+c+d)

Step3 Pubhc Electromc Workstat:ons _ R
-;j—PAC,sxzo- [T Q- ft.
E eiectronlc R

”workstationsxtls IS B

a PAC's (stand-up)

b Electromc workstatio ns

b Eiectromc workstajhons electronac ey
Cob i workstatsons (mutlple users)xﬁO—-;_:-_; ;

d. TOTAL (a * b+ o)

Step 4 User Seatlng Space

User seatang does not mciude the seats in conference rooms meet:ng rooms and staff

work areas, unless the meetmg rooms wm be used for everyday !:brary actw;tles "such =
as quuet study or homework center.’ fa meetlng room is avaliable for:: g -
everyday lzbrary actavmes exciudmg meetmgs a mmsmum of ﬂfty percent of the hours _- T
that the hbrary is open ten percent of the meetmg room seats couid be used to meet
the totat seatsng reqmrement S DR

Loy M:mmum NumberofSeats - U
a. Number - Pro;ectec! populations under 10,000 - 17-10 seats/each 1, 000 people i
ofseats .. PrOjected populatlons over 10, 000 S 5 seats/each 1 000 people ik

Type in your service Populahon :;"_'_3 N_umi_)_e_r Number Number = Number__;
projected population  {ranges =~~~ . lof seats |of seats [of seats - |of seats
(Stepid) below - R T BT [ I 8 701 B
e (e 1,000 J(per 1,000 [(per 1,000 |(per 1,000
. {people) Ipeople) |people)  |peopie)

Less than 1,000

1,001 - 9,999

16,000}10,000- ' S ' ' L 80

Population of 2,500 or less should have at least 20 seats.



[ 80 #of seats (cha:t above) N S

minus . 56 electronl_o =workstat|ons seats :
minus 10% of meetmg room seat{ng if. avaifable dalty for use) '-
Totals..._...,*..-'.-.-.-"_;.;- .......... TRV R ...;24'
Add....... _ _s added i needed e

b. Space for seats .' - *.

Toumberseats x 30 = L el

Step 5 Staff Work Space

a i.tst stahonary staff work areas and }ndlcate tf you w;ll be usmg roamzng c:rcuiat:on i
or information/reference stations: - e L T
Standard Circulation and Reference Desks (5) pius workroom/oﬁlce spaces.

b : 13 statlons 'x' '1'50- '- S : | _
_ roamlng staffwork_statio sX50~ epee Rt

b. Conference foom space f"seats x 5= [T

- {total of all the conference room seats in alt conference roorns) e R
lnclude conference rooms for. communlty groups, ovtgroups. T
_ Seats for audtence (optlonat) o R B 120 sq ft_. FRIHAEES

c. Smatl study rooms j.:f"'.-:*"fseats x30—— ' sq ft

Total of all the seats ln a!i of the meetmg rooms :

d Chlidrens programmlng seats x 10 = sq ft. S
Space for story hours and storytefl:ng T D R

Includes 50 sq. ft. for prograrn Eeader 200 square feet for kitchen and '

storage for chalrs and tabfes

e. Chcldren s programmmg seats X 25 = B sq. ft.
f. Computer training lab seats x 50 = ' 0lsq. ft.

lncludes 80 5. ft. for the tramer 50 sq. ft aliows for mulltpte users.

g. TOTAL(@a+b+¢)= - l 3,640 lsq. ft.




Step 7. Speclal—l]se Space .

ltem

Dynarmc dtgitai srgnage
Bulletin board '
Dlsplay case AT
Handouts {free-standmg)
Map f;le '
Microfi Im cabmets
Newspaper rack
Paperback rack
Photocopler
Staff Iockers
Staft Ioungelbreak rrn

Other Specaa! Use Spaces

These spaces are more difficult to calcuEate You' may be able to use caiculatlons used
prewously to help make an estimate for necessary square feet Examp!es

*Book. cotlectson space # of books d:wded by 10
* Seats requ;re an average of 30 sq ft each =
* A table and 4 chairs’ requ:res 120 sq ft i
* Electromc workstatlons 45 5Q.

1_."-Popu!ar Matenals Dlsplay Areas _

2:._iCafe

Sf_.'._::_Maker-space / Dlgttal Lab
4._._':Gallery (for art dlsplays etc) |
5. Creatlon studzo for audto/wdeo product;oo | S
6. Local Hlstory and Geneatogy Room i

7. L:teracy Volunteers Room _ o

8. Job or Homework Center o

9. Area for the Fnends of the Ltbrary : =

10. Commumty !nformatlon Center |

11. Collection Sortmg Space for RFID

12. Centralized Commumcatlons Center (data and network)

IR K%

Sq.

;fF'tﬁ_"
R
. .Ft..
Ft
Ft

Ft.

] ,'_':-:__:_ Requrred
_Requsred::
Requ:red_::'_: .
.Reqmred_:. :.
Requ:red:'
Rec;u;red:_ -
Reqwred:__ o
Reqwred:. .
R.eq.u_ireo: |

Required:

100

150

150

500

250

250

250

-

|UHI I U' U |l _

00



e ”_"No Sq' F _""Reqwred'

13 Outdoo S pace (de::"gn::'d for specsflc uses)
Sq" Ft Requnred _' -

14 Other speCIaH:se spaces

Step 8_._ Flextble-l}se Space

Thmk about whether you have ;denttﬁed spaces above that mnght be comb:ned anto one - s
space, f you. have deS|gned space wzih the necessary Iayout anfrastructure technotogy,*__.
and mobile furmture to accommodate more than one library actsvsty then__you may be able_._
to reduce the sq. ft caicu!atlons you have made above by combm;ng twoormore ..o

Step 9, Non-Assxgnabie Space

a. Collectlon space (from Collectlon Space ZB e. )
..Pubilc electronic workstataons (from 3d ) g
'_':-';User seatmg space (from 4b ) Sl
. Staff work space (from 5b. Yoo
__-Meetmg room space (ffom 6d )
_}'Spemat use space (from'.'l y JHRRSS

b SUBTOTAL

c. DlVlde (SUBTOTAL) by 4

Step 9 Puttmg It AII ?ogether

a. Coliectlon space (from Coliectlon Space ZB e) a3 250
b. Public electronic workstauons (from 3d) i j-j'j s e R030 b
c. User seatmg space (from 4b) ARt I 7

d. Staff work space (from 5d) - I Tt T I
e. Meeting room space (from 6d) Ll o 3640

f. Special-use space (from 7.) TR R o 2,458

g. Non»assngnabie space (from Bc) SO 3 52

h. GROSS AREA NEEDED (atb+c+d+e+f+g) in Sq Ft. 17,560




Some Helpful Benchmarks i
Square_ Feet Per. Serwce Popula t:on
L8 Square feet | per capita - lerary Servmg Pro;ected _
1.5 Square feet per.capita - - Library Serving Projected Populatlon 10 000 to. 20 000

1 35, Square. feet | per capita - Ll_brary Serving Pro;ected Population 20,000 to 50, 000
: 1 15 Square feet per cap__a '_:__t_brary Servmg Pro;ected Poputatlon over_ 50 000 i

per square'feet
Book Volumes Per Square Feet

-5 book volumes per.sg uare feet maXimum i
: _- Your Pro;ect 1s books per square feet

" Division of Library Development, Connecticut State Library, 2014




Formula Explanations

Formula for projecting nonresident population to be served:

1. Divide nonresident circulation transactions by the total circulation transactions
(this percentage equals the ratio of nonresident poputation to local population)

2. Multiply that percentage by the projected local population figure.

Traditionat Guideline for Minimum Book Volumes Per Service Populations

{provided here for reference only)

Population 1,000 2,500 5,000 10,000 15,000 25000 50,000 75,000 100,000
Books 8,000 14,375 24,250 41,000 54,000 82500 135,000 180,000 260,000

Formula for Books - To estimate the square feet of space needed to house the library
book collections with aisles, divide the total projected collection by 10.
For compact book storage divide by 25,

Formula for Non-print Materials (DVDs, Audio Books, various formats, Music CDs,
playaways, etc.) - To estimate the square feet of space needed to house these
fibrary collections, divide the total projected collection by 10.

Formula for Periodicals - To determine the square fept of space needed to house periodicals,



use the foliowing formulas:

Current issues of periodicals housed on display-type shelving will require one sq. foot per issue.
For Back issues of hard copy periodicals, muitiply by the number of titles of back periodicals

by 0.5, and then muitiply that product by the average number of years to be retained.

Example: sq. ft.
30,000 volumes + 10 3,000
2,000 non-print items + 10 200
50 current periodicals = 50
10 hard copy back periodicals x

0.5 x 5 years 25
TOTAL COLLECTION SPACE 3,275

Formula for Workstations, etc.

Formula for stand-up PACs-To estimate the square feet of space needed for PAC workstations,
multiply the number of PAC workstations by 30.

Formula for electronic workstations- To estimate the square feet of space needed,

multiply the number of electronic workstations by 45 for single user and 60 for multiple users

on one computer.

Formula for microfiche or microfiim reader/printer-To estimate the square feet of space needed,
multiply the number of microfiche and microfilm reader/printer workstations by 35.

Example: sq. fi.
4 PACs x 20 80
6 electronic workstations x 45 270
5 electronic workstations multiple users 300
1 microfitm reader/printer x 35 35
TOTAL PUBLIC WORKSTATIONS 685

Formula for Seating
To estimate the square feet of space needed to provide adequate user seating, do the foliowing:
1. Subtract the number of public electronic workstations that have permanent computer station
seats from the projected number of seats (Public electronic workstation seats square feet
included in Step 3.}
2. Subtract the number of meeting room seats, if applicable
3. Add additional seats, if needed, especially if you are anticipating high use of personal
electronic devices
4. Multiply the remaining number of seats by 30.

Example:

75 projected seals - 15 public electronic workslation seats = 60 projected seats

60 user seats x 30 = 1,800 sqg. ft.



Formula for Work Areas
To estimate the square feet of space needed for staff work areas, multipty the number of
work areas by 150.
Example:
# of work areas = 10 (10 x 150) = 1500 sq. )
(Four work areas af circulation/information [1 at check in/registration, 1 at check-out,
1 at book sorting, 1 at information] 2 in librarian’s office foffice and
meeting table], 1 in children’s area, 3 in lechnical services)
Additional temporary staff or volunteers should be considered in estimating staff work space.

Formula for Meeting Room Space
For seating in a program setting, multiply 10 square feet by the number of seats plus another
100 square feet for a speaker's podium/presentation area at the front of the room. Kitchen and
storage for chairs and tables will require an additional 200 square feet.
For seating at a conference table, multiply 25 square feet by the number of seats and 10 square
feet per seat for any additional seating for an audience.
For seating for small study rooms, multiply 30 square feet per seat,
For seating in a children's program area, aliow 10 square feet per seat plus another 50 square
feet at the front of the room for the program leader. Kitchen and storage for chairs and tables will
require an additional 200 square feet.
Seating in an information commons can also be used as a computer training lab. Allow 50
square feet per station, plus ancther 80 square feet at the front of the room for the trainer
per station. {an allowance of 50 square feet reserves the option of seating two per station).

Example:

a. (General meeting room: 100 seals Sq. Fi.

x 10 = 1000 + 300 sq. fi. for a speaker

and slorage = 1300

b. Conference room. 25 seats x 25 = 625
10 Seats for audience 5 x 10= 50

¢. Small study rooms (3 rooms

with 2 seals) = 6 seats x 30= 180

d. Children’s program area (story hour)

18 seats x 10 + 50 sq. ft. (program leader}

+ 200 sq. ft. (storage} = 400
e. Children's program area (craft area):

13 seats x 25 = 325 + 50 sq. ft.

(program leader)= 375
TOTAL MEETING ROOM SPACE 2,930



Special-use spaces will vary depending on the library's needs. To help determine square
footage you can sometimes use formulas for collection space and user seating space.
Special-use space additional needs

Example:
Local history room Sq Ft.
1000 Books - 10 100
2 vertical files X 10 20
1 table with four chairs X 120 120

10



