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Presenter
Presentation Notes
These slides are dense and in a 90-minute presentation with a 90-minute workshop the information we present is still a lot to take in.We purposely use many visuals help you to remember the message.The NOTES associated with each slide are extensive and supplement the information on the slide. The information that follows is not something that is taught either in Architecture school or in the courses one takes for a MLIS even though both disciplines demand the knowledge and its application at some point in either professional’s career. That said, it would take a semester in any secondary degree program to properly expose the student to these principles and skills we distill in this presentation.  The good news is - librarians are literally information researchers and we know that with the coaching we provide in this presentation and workshop and with some help from colleagues and us at PLAN22 you will be able to educate yourself to successfully navigate the Library Building Process. The Southern Ontario Library Service conducted a survey of the top training needs in the library community in 2016; the top four are: Technology; Customer Service; Catalogue Referencing/Readers Advisory and Management /Leadership Skills. We are confident that this presentation covers all these training needs and that the Library Building itself is the device whereby the librarian can embody of these acquired skills in a dynamic, built environment. As Librarians, Trustees, Board Members and Staff at this presentation, you bring a lifetime of personal and professional skills to share with your colleagues and fellow participants. We bring our experiences and knowledge to share with you in a structure that we hope makes sense and to which you may refer long after this session. Together we can make libraries places for our communities to come together in peace for the betterment of our future generations.
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Presenter
Presentation Notes
In this presentation, we reveal the method that is most effective in communicating with your designers (architects, engineers, interior architects). You will understand that your experience and documentation of decisions based on quantifiable measurements and observations will give you the confidence and earn the respect from your team as you lead your project and ultimately achieve the library that best serves your community. Every successful Library Building Project must have a Leader. Whether by formal appointment or informally by right of respect and weight of experience and knowledge, that leader is the Librarian in charge of the library. This is true no matter the size of the project or community. It is essential that the library and its community have completed and have readily at hand an up-to-date Strategic Plan.  You undergo the strategic planning exercises because they are the foundation for community by-in; staff support; user ownership and a vehicle that helps the Board to understand your library’s needs. It is not enough to simply know what amenities and services your library needs. To meet your users’ needs; you must communicate constantly with your Stakeholders before, during and after your building project.  A Library Building Project is only one of the tasks that you must do as Chief Librarian. Everyone must see all your day-to day work as advancing your community’s wealth by your library’s active position within it. If the work that is done within the library by your staff and you as its leader, is visible to your community, when the time finally comes to go out to the public for funding improvements or a new building for ‘the community’s library’ your supporters already know what must be done and why. The Library Building Program Document is a comprehensive, multifaceted, constantly revised record of reference data that helps you to organize and communicate to interested parties all the essential information relating to your library’s requirements.  The tools to help you navigate your Library Building Project are already at your fingertips and ready for you to use. There is no need to waste a lot of time in raw research or to feel unsupported. You must however learn why and how the tools are used by you, your staff and Board and how your designers employ them in their work. Librarians are perfectly suited to researching the body of knowledge that has been designed to help you develop a comprehensive and useful Library Building Program Document. You certainly are the best people to lead the library building project. 



©PLAN22 
3 

Presenter
Presentation Notes
The FOUNDATION upon which we build the concepts in this presentation session and workshop is this assumption:The library has developed a strategic plan based on community needs. In our experience, good Strategic Planning is community based strategic planning. We expand on this notion throughout the session. There are many ways to prepare a Strategic Plan.  Strategic Planning for Results - Sandra Nelson for PLA, is a model of strategic planning that was developed specifically for public libraries and has been used with each revised and updated iteration for over 30 years. [312 pages, 8.5" x 11“, Softcover, ISBN-13: 978-0-8389-3573-6, Published: 2008]It is a community based strategic planning model.The library’s strategic plan outlines the objectives that need to be met to deliver the basket of servicesdeemed to be important to your community. A building is not a strategic objective it is a resource that can be used to achieve strategic objectives.We refer repeatedly to the four resources common to all libraries:Staff • Collection • Technology • FacilityEven within an environment where the municipality is involved in the library building project, the librarian can still take and maintain leadership of the library project.
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Today’s focus  
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Presenter
Presentation Notes
Obtain Funding:Use information from recently completed projects to find cost per square foot. With square foot requirements and the cost per square foot costs, you will be able to prepare an estimate for your building project.  For your information, this is the link to the Southern Ontario Library Service site’s Index of Library Building Projects in Ontario  There are professional cost estimators who can help you.  In Canada, these highly trained and experienced people are usually called Quantity Surveyors; you can read more about them at the site for the Canadian Institute of Quantity Surveyors (CIQS): http://www.ciqs.org/english/index Work with a Building Committee and your Board from the outset and show them that you are leading the process of pre-planning for your library project. The report that you prepare to make the case for your building project includes a preliminary budget that can be presented to your Board and funding bodies like municipal boards to get approval for a preliminary project budget. What goes into this report…?The Building Program - our focus todayThe Communication PlanHiring a Designer Include your library’s preliminary building program in the RFP to engage your architect.Site SelectionConcept Design The little graphic at the bottom right is a signal that highlights this stage as the turning point in the project where your level of control begins to diminish and the costs of any changes steadily increase. We explain this in detail on slide 45 “Your Influence on the Project Outcome”
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Presenter
Presentation Notes
Redesign/Adjust is included in this chart at various stages.  At different phases of your project you will be provided with cost estimates, called ‘Class Estimates’ presented with increasing accuracy dependent on the design development stage of your project. (the ‘Class A Estimate’ being the cost estimate that is used at the contractors’ bidding phase, when you ‘go out to Tender’ with your job). Decisions about cutting costs should be based on your library’s strategic objectives, service philosophy and your building’s functional space requirements not only on the dollar cost and ‘the bottom line’!Cutting square footage should be your last option.  Make cuts in parts of your design that will not compromise your needs while still resulting in cost reduction (i.e.  finishes both internal and external, custom design elements, casework etc.) Hang on to ‘storage’ to the bitter end! Contract Documents.  Documents prepared by the architect consist of Drawings (visual description of the project) with the Specifications (written details describing in fine detail, all the components in the project and drawings.) The drawings will show all aspects of the building and the site - site plan layout with parking area, basic floor layout, floor layout with furnishings, lighting and wiring, ceiling plan, HVAC, design details as required and so on.  The specification document will provide specific details of all materials used, how they are prepared and used, tests to be conducted and details of commissioning the building.Specifications take precedence over drawings in a legal dispute.Different classes of Cost Estimates:•  ‘D’ (first and very rough estimate);   ‘C’ (at Preliminary Design);   ‘B’ (at Design Development);   ‘A’ is developed at the construction drawing/specification writing stage; it is used to go to tender for construction.•Volume 2. Chapter 2.3.2 of the Canadian Handbook of Practice for Architects outlines three principal     Types of Construction Project Delivery and Construction Contract i.e.: Design-Bid-Build; Construction Management and Design-Build. The advantages or drawbacks to each are not the purview of this session – you can easily access the information and become conversant with the terms and details.
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Presenter
Presentation Notes
Managing the Construction Project Meetings with contractors: we emphasize doing exhaustive planning and data gathering and having the details and facts readily at hand. At the construction stage, contractors charge more for a change then they do when bidding on the project before construction starts.Architect reviews Change Orders and advises you to accept or not.  Decisions are required in a timely manner – options around cost issues may require meetings with Building Committee. Moving: Often overlooked as part of a building project but it needs your attention. WEED FIRST. ▪  Bryant, Darcel A. “The Louis Stokes Health Sciences library: The Howard University Move Experience." Journal of the Medical Library Association 92, no. 2 (Apr. 2004): 251-6. – ▪  Dimenstein, Catherine. “Executing A Library Move: A Planned Approach to Moving Your Library." Information Outlook 8, no. 1 (January 2004): 37-38, 41-42. –▪  Murray, Jennifer S. “How to Survive a library Move: Control the Move Instead of It Controlling You.” AALL (American Association of Law Libraries) Spectrum 10, no. 1 (September/October 2005): 18-19.   http://www.aallnet.org/products/pub_sp0509/pub_sp0509_Move.pdf Post Construction – Deficiencies – Final Sign Off:  You will receive manuals for building management; list of issues that need to be dealt with by contractor (this is normal) and finally you take procession of the building.  Sometimes this phase is called Commissioning. Maintenance – that ongoing, essential activity that no one wants to talk about.  Throughout the design phase you must keep in mind that items need to be stored, cleaned, replaced and inspected constantly.   Proper maintenance will save you money.  You will benefit at the architectural programming and design phases when you involve the person who heads your maintenance work to sit in on some planning sessions to hear real stories about how things are maintained.  Think about cleaning surfaces, removing graffiti, removing water/snow/ice from your site, where your garbage and recycling bins are kept etc.
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Presenter
Presentation Notes
‘Success’ however you and your community define it is Locally defined. This is your library, not another community’s library, not a library designed already for another city or the last project your architect designed. Even a branch in another part of your city or town will have specific needs that may be different from those of the main branch. Your ‘little’ library is just as important as the “Architectural Showboat Piece’ designed by a “Starchitect” for a major city as its tourist destination. It is just as difficult to design a small building as it is a large one.  All the preparation and design steps for one size are included in all sized buildings. There are no short cuts.Proper planning coupled with diligent oversight will result in a building that meets or exceeds your expectations. Your project is a moving target. Needs change over time, technological advances require rethinking your service delivery etc., any number of situations change over the course of planning for your library. Your responsibility will be to know when to be flexible and when to stop designing; what to fight for and what to let go. These management skills are an essential part of your leadership role.
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Presenter
Presentation Notes
You work very hard each day at your library.It is a sometimes a difficult and taxing position to hold. It is always challenging.That said, you must also get out into your community and tell all your users and all those who aren’t yet your patrons, about the vital and worthwhile services their library provides at very low cost to them.  Having your Library’s Return on Investment (ROI) figures at hand will be a useful tool to use in conversations with people who want to talk ‘numbers’. There are endless forms and examples on one for you to use to customize for your library – this is one link: http://thelibrary.org/library_roi.cfm THE QUESTION OF LEADERSHIP We are asked at each presentation -” How can the Chief Librarian and CEO of the library ‘lead the Project’ when a Municipal representative or Client Representative is named as ‘The Project Leader’ “.  A leader is not necessarily the person who is designated as such. A true leader is the person who through their depth of knowledge of the library and how it works for the community; communication style; interpersonal skills and established relationships with key members of the community, is recognized as the individual who is best positioned to guide the project. Working with a designated municipal project leader can be a welcome and positive development.  This will, at times, demand wisdom and all your skills in diplomacy but you can navigate your path and ‘be seen’ as the person who has the in depth understanding of the documented data and information about the functional requirements of library building.  Recognizing this designated person’s different skill set and working in a collaborative manner will ultimately result in a better library building. If the concept frightens or overwhelms you perhaps it will help by recognizing and remembering that you are assuming this role, not for yourself but for the good of your community and your library. 
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Presenter
Presentation Notes
So many librarians at the end of their building project experience, wonder why they had such a hard time getting funding; why their patrons are upset by something in (or not in) the new building or why the community doesn’t use the new facility that they worked so hard to deliver to their community. Invariably the reason is that the librarian did not do the difficult; time consuming; tedious; unseen and under-appreciated work of building community liaisons and garnering the support of relationships in years of meetings and social functions. These interactions can seem mind numbing and show no immediate return for your energies and they will help embed the library and its services into regular conversation in the board rooms in your community. If your community doesn’t know you need a new space or a new library, it is not “everyone’s fault”.  The librarian must be accepted as an integral, important and respected part of her or his community.  When the time comes to ask for money to build a new library, if you have laid the ground work, relationships are forged and no one is surprised that their precious library needs an update!
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Business Expo Booth 
Partner with Local Businesses 

Presenter
Presentation Notes
At the core of all the successful library projects that we have experienced and witnessed, was a librarian who planted the seeds of community and trust within the larger community years before the idea of “library as a new building’ even came up as a topic up for a vote for funding. Building credibility within your community and showing the entire community that the library and all who work there are valued and valuable citizens of the larger community are essential to the success of any future undertaking at your library.Gaining support and earning respect from the leading members of your community for what you all do at your library every day is more precious than money in the bank. Be seen.Be heard.Be present.Be supported.Be everywhere.



11 

'Online Citizen  
Engagement  
Guide Book' 

Digital Library as Third Place | 
Michael Habib | Nudging Serendipity  

Sno-Isle Libraries for Snohom
ish and Island 

C
ounties.  

©PLAN22 

Presenter
Presentation Notes
The Internet.Friend and Foe.Ally and privacy bane.Use it.Your web page is one of your best investments.A link to Bang the Table’s “100 Ideas to Help Engage Your Community Online” is on the slide. You can supplement your Strategic Planning and community outreach on-line with these tools especially reaching those people who use your services exclusively from their mobile devices and home computers.

http://bangthetable.com/online-consultation-guide-book/
http://bangthetable.com/online-consultation-guide-book/
http://assets.cdnma.com/13684/assets/100-Ideas-to-Help-Engage-your-Community-Online-Email-friendly.pdf
http://mchabib.com/2006/10/05/digital-library-as-third-place/
http://mchabib.com/2006/10/05/digital-library-as-third-place/
http://sno-isle.org/
http://sno-isle.org/
http://sno-isle.org/
http://sno-isle.org/
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Presenter
Presentation Notes
Strategic Planning is an essential first platform that underlies the work of planning a new space in your library or a new library building.Your Strategic Plan will help you determine and prioritize your library community’s needs as they relate to your library’s 4 Resources (more about this on slide 15). Out of this initial planning and community outreach and after intensive data gathering and investigation, you will develop your Library Building Program Document, your Preliminary Architectural Program.  The magnitude of the effort involved will reflect the size of the job. However, each library project needs to follow the basic core of a community-based Strategic Planning Process no matter the size of your community or existing library building. We understand that no one wants to do this often thankless and laborious stage of planning for your library.  We can also tell you that the best library projects began with a Strategic Planning exercise that is inclusive and exhaustive.THERE ARE NO SHORT CUTS.There is a law, as certain as gravity, that governs design and construction: Ignore an issue or problem; let it slide; hope it will go away if you don’t pay it attention; skip that one little step … and that item or area of concern will come back and cause you grief at the very worst time imaginable.  One may look at this advice as the ‘Construction Industry’s Version of Murphy’s Law.’ “If something can go wrong, it will.", that points to the universal nature of ineptitude resulting in bad outcomes. But instead of looking at this adage with a pessimistic view, you can think of this as a word of caution. …Don't overlook quality control, and don't accept mediocrity… a small slip is enough to cause a huge catastrophe”. That said, no one is perfect and even the most competent and experienced people make errors; it is how we fix our errors that marks us as good managers and leaders.
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Presenter
Presentation Notes
You, your staff and library reap huge benefits when you engage your community in a Strategic Planning process. Yes, the process can be time consuming and the recording of the findings tedious, obsessive and nit picking but you will have library supporters and library champions at your side.  What’s more, you will gain confidence in your work and in your leadership abilities as you lead the process and engage your community as they imagine the place of the library in their future. You will be visible and accessible as a community leader and valuable contributor to your community’s success. We hope that you will remember to come back to this slide on your worst days and know you are doing the best thing for your community.
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Presenter
Presentation Notes
The physical space/building is not separate from the purpose it is intended to support.The facility must be able to house the Staff, Collections and Technology.The programs offered in your library facility are developed in answer to your community’s Strategic Planning process.The facility and technology and staff support library programs.Your staff is supported by library technology and the physical space.The library collections are dependent upon the strategic planning outcomes, the staff to support them and the space in which they are housed.This Library Building Project is and interdependent, malleable and dynamic system that supports your community.
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Presenter
Presentation Notes
Your building or addition, the facility that you are planning, is not a result of your project but a RESOURCE. Taken together, these resources provide the services identified in your strategic planning exercise. If you ignore the evaluation of one of these resources, you may very well not meet your planning objectives and miss successfully completing your project. (We address gathering data to evaluate and to support decisions concerning these resources in slides 58 through 66).
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Presenter
Presentation Notes
There are few limitations on the types of data that you can collect about your library. If you think that you will need to show proof of why your library needs a program or a room or space (and you will!), document that proof with data to support your Library Building Program Document requirements. The more data you collect about:your Staff and how they work together and serve the public; the Technology used by your staff and patrons; the library’s Collections; andthe all the details about the library Facility and the site it occupies …  the better equipped you will be to determine how those resources need to change to meet your strategic objectives and how to ask your designer for those things that your new library requires. Even a short, documented verbal exit interview conducted by your staff with a patron in the form of “where you able to find what you needed today?”, will contribute to the data that will help you decide what you need to change or to continue doing well.Data collection includes examining the way people move through the physical space to relate to one another and what they need to do their work – all this is linked directly to service delivery to your community.  Timing really is everything: walk through your library at different times of the day and in all seasons of the year. Record your observations of who is using what, when, where and why. You will be asked for this information in some way, at some time in the future by your designer, member of the Board or library user. Be organized and prepared and know where your data is. 
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Presenter
Presentation Notes
The eminent translator Gregory Rabassa is quoted as saying “Every act of communication is an act of translation”.  This is true of all our daily interactions.A contract is a two-way transaction.  A conversation is a two-way expansion of ideas. Your designer translates your requirements into a building.Translation and ‘feeding back’ your understanding throughout a conversation is especially important when communicating with another professional who has a set of rules that govern her work and a vocabulary that is peculiar to her (or his) trade. The word “deliverable” is commonly used by architects, it means that something must be designed, solved, thought up, worked on, developed, finished and given to the client.  To get what you want from a person who is working for you, you must tell the person with whom you have contracted to do that job, precisely what you want. If you don’t tell your designer what you want, you will get what the designer wants or what she or he thinks you want. Steel and concrete; carpet and drywall; rooves and windows; desks and computers do not come into existence because of wishes and assumptions. A Building Program Document forms the basis for the contract with your architect that describes your requirements, parameters, reasons for your choices and needs, the standard of work and product expected, the date you require your work to be delivered completed and your budgetary restrictions.
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Presenter
Presentation Notes
Your relationship with your architect develops on many levels throughout the project.We always advise librarians to ask if the architect has a library card and uses her or his local library!This is an example of a form we have developed when interviewing architects.There are many resources for checklists (see slide 66) Sample RFP Documents for the selection of an architectural firm to design a public library are available on line.  Research these samples closely and take a cross section of projects according to size and community profile to find ones that can be taken together and adjusted to meet your needs.The RAIC also has complete contract forms on their site, this is one example:Canadian standard form contract architectural services
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Presenter
Presentation Notes
THIS DOCUMENT FORMS PART OF YOUR Request for Proposal (RFP) TO DESIGN PROFESSIONALSEmphasis: You are compiling the components of your Library Building Program Document based upon quantifiable data NOT on what we call the “I believes”.   Your funding body does not assign or grant money to your project because of what you ‘think’ but rather because you can demonstrate to them your library requirements using reliable, quantifiable data and facts. To be seen in your community and by your Board as a confident and knowledgeable person who leads with authority, you will need to base your presentations to the Board, Municipal government or the public, upon demonstrable data and facts.
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∙ Collect data,  
∙ analyze and organize the 

data,  
∙ create the Library Building 

Program Document,  

Definitions of Architectural Programming. Architectural Programming: Information Management for 
Design. Duerk, Donna P. 1993, Wiley & Sons, Inc. 
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∙ the preliminary 
architectural building 
program,  

∙ communicate and work 
with the designer to refine 
the Building Program for 
your Library Project. 

Presenter
Presentation Notes
The Program Requirements that you record in your Preliminary Building Program Data Sheets become part of the Contract Documents that you and your Architect sign. If you ask for something in your Library Building Program Document – [this includes your Data Sheets (slides 80 through 86)] - and is not supplied, installed, built, or made part of your library, then under contract law, the Architect must right the oversight.  It follows then, that you need to be very specific with the information you give your designer and all the requirements you document. Carefully detailing your requirements and checking that your Architect provides them to you can save you costly change orders during construction and afterwards with all the attendant difficult decisions and compromises that missing information and unclear information can cause.
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Presenter
Presentation Notes
The process that you have followed becomes ‘a document’ at the stage where you are ready to select and engage a designer/architect. At this point, additional information is added to your work and architects examine your information as a basis for their quote for services to your Board. Use your search tools and network with experienced librarians to see examples of RFPs that include Preliminary Programs authored by the Library.



⋄ Introduction 
⁙ Building Committee 
⁙ Community Description and Demographics 
⁙ Summary of any needs analysis 

studies/reports previously done 
⁙ History of the Library 
⁙ Building Project Budget 

⋄ Library Mission and Goals 
⋄ Statement of Objectives for the Building 
⋄ Guidelines for Site Selection (if required) 
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Presenter
Presentation Notes
This and the next two slides outline a list of the components of the ‘building program document’ that becomes part of your ‘Request for Proposal’ (RFP). You may find RFPs that contain slightly different components to these basic ones; make it your own.



⋄ Space Requirements (in general terms based on 
strategic plan) 

⋄ Description of Library Areas 
⋄ Library Functions and Relationships - Bubble 

Diagrams and Adjacency Matrices 
⋄ Specific Space Requirements - Room Data 

Sheets   
⋄ Appendices (as deemed appropriate) 

⁙ user surveys 
⁙ transcripts of focus groups 
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Presenter
Presentation Notes
As you are interviewing Architects for your project, you will want to ensure that they address your library’s very specific and peculiar requirements based on the preliminary building program you included in your RFP. If they do not, you will know that they are inexperienced or don’t care about what you want.



※Staff involvement in the data collection process 
※Systematic recording of the data collected 
※Data analysis 
※Systematic identification of furniture and 

equipment needs 
※Systematic identification of electrical, data and 

telecommunication needs 
※A coordinated effort to transcribe all the 

information gathered 
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Presenter
Presentation Notes
There are tools the use of which we address in later slides that help you to organize and record all this data and information.  A clear understanding of the roles and responsibilities of the Librarian Project Leader and designate, Staff and Board of Trustees is crucial to the success of your project.  A Librarian Project Leader will need the help of one or two people to assist in the effort of data collection; organization; analysis; format and storage; communications and all administrative duties involved.  Things will change. New technologies will come into practice and libraries will still need to be wired for data and electricity!  New procedures for providing staff direction and services to patrons will develop over time. Libraries and librarianship will also remain the same in some ways. The move towards Library-as-Community-Living-Room (what we used to call ‘The Third Place’ – even terminology for the same concept changes over the course of a few years!) is a big trend that will probably become even more important as our communication devices isolate us while keeping us connected in virtual space. Keep pace with future trends and technologies, social systems, libraries in other countries and evolving world conditions. Stay in touch with librarians in other countries. See what Library Associations are focusing on across the globe. Travel. 
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“…when projects are carefully programmed,  
design can begin earlier, proceed more efficiently 
 and suffer less slippage, false starts and client 
rejections.”  

“… (librarians) produce 
documents that are an 

outline for the delivery of 
services such as 

(children’s 
) 

These documents are not to 
be confused with 

, which 
are the documents guiding 
the delivery of architectural 
services” 

Definitions of Architectural Programming. Architectural Programming: Information Management for 
Design. Duerk, Donna P. 1993, Wiley & Sons, Inc. 

Presenter
Presentation Notes
A reminder that every profession has its own Jargon.Programming to a Librarian is not Programming to an Architect. Accomplished architects are trained to establish in the first days of your relationship, a common understanding of what you are talking about in your conversations.   First Nations people have a saying that goes something like this: ‘If your student doesn’t understand, it is the teacher’s fault.’ This applies in varying degrees to every exchange we have as humans. We all have the responsibility to ensure that the person with whom we are speaking understands us clearly.  It is also your responsibility to establish an understanding of your shared working language with your colleagues and professionals on the Project Team.



   Architects’ entire design effort is directed 
towards fulfilling the requirements in your  
library building program.  
 
   Completed library building program 

provides architect sufficient data  
 to prepare preliminary budget. 
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Presentation Notes
Architectural Programming is one of the first phases in the design process. The Client (you) produces documents that outline of the expected delivery of services and components of the client’s building; this is termed, in architectural practices, a preliminary design program. Analysis by the architect of project requirements in the Library Building Program Document and the preliminary design program (we get to that next) and associated conversations with you will help you to further clarify your needs and expectations. A preliminary budget estimate derives from the requirements presented in the Library Building Program Document and the preliminary design program and will be used by you and your Building Committee to go forward to the funding bodies for the budget approvals.



If you do not specifically include 
your library’s needs and 
requirements in your Final Library 
Building Program Document upon 
which the designer bases her or his 
contract,           
 
you will pay for additions and 
changes or … you will not get  
what you need. 
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Your designer/architect views the Library Building Program in the following framework:It is a process involving research and decision making.The definition of a Project is that it is an undertaking with a specific beginning and definite end.The Result of the Project is the provision of all the elements in the scope of the library building project.You and your designer use the Library Building Program as a tool:ᴼ To become familiar with broader issues:Where is the organization headed?  Broad picture.What is the vision for the library 10, 15 25, 50 years out into the future?Learn about the library’s goals and objectives.What is the Image / aesthetic / psychological impact  / historic al image … role that organization envisions?Are there political factors that play a role in the project that will affect product / schedules / costs?What is the direction from the library director and board concerning ratio of building : maintenance costs/ sustainability / environmental factors?What data / instruction / facts / directives do you and your board have concerning the library?All of these answers and as many more that you want to include, are essential to the effective delivery of your project and the management of a successful building project. At all times, all these issues are managed within the framework of the following Essential Elements of Project Management:Scope / Quality / Budget / Schedule / Resources and Riskᴼ To understand your general library building requirements:Site requirementsTypes of spacesTypes of functions large and small that will take place within the buildingCriteria for spaces that house the functionsRelationships between those spacesRatios of assigned area to gross square footage as they are now / problems and successesIssues associated with your library building / site / technical / environmental / services / electrical / mechanical / dataᴼ To provide structure for the necessary detailed research into your library building requirements:Who does what, when, how often, where and with whom so that she/he can design spaces to suit specific requirements?Equipment used in each activityEnergy and data use requirementsDetailed requirements for criteria peculiar to your library requirements such as daylight / accessibility / acoustic separation Maintenance and security issuesᴼ To use as a framework to address and talk about various concerns that are part of the design process:What functions can be grouped? How can flexibility be incorporated into the design?How can the design (help) with the flow of people, materiel and support systems (data & telecom, electrical, A/C, heat)? Your architect comes back to you with an analysis of the program and recommendations based on the budget, telling you that this is feasible, that isn’t, suggesting solutions to problems etc.As the Librarian Project Leader you need to be totally conversant with the program so that changes can be made to the design based on the architect’s / designer’s analysis
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The focus is on Spaces and their Functions.This is the stage where detailed information about your building’s needs are observed and recorded.Take a good, long, detailed look at what works in your existing facility, what does not work, how your various departments interact, what staff need to do their work, when they work, when your users are in the library and what they are doing …  Every tiny scrap of information is valuable to your designer and results in a finished project that meets the needs of your community's Library Strategic Plan.  Make sure you know what you like and want to retain in your library too.



We shape  
our buildings; 

Thereafter  
they shape us. 

Winston Churchill.  
Address to Parliament 

Definitions of Architectural Programming. Architectural Programming: Information Management for Design.  
Duerk, Donna P. 1993, Wiley & Sons, Inc. 

“It is commonly 
agreed  
that 
programming is 
the  
first step in the  
architectural 
design process” 
(AIA) 

“…when projects 
are carefully 
programmed, 
design can begin 
earlier, proceed 
more efficiently 
and suffer less 
slippage [in 
schedule], false 
starts and client 
rejections.” 
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Definitions of Architectural Programming. Architectural Programming: Information Management for Design. Duerk, Donna P. 1993, Wiley & Sons, Inc.You may not have heard of Architectural Programming.  In some Architectural schools it is not a topic of instruction. Yet, no building is designed without one.  Here is the definition supplied by Ms. Duerk:“Programming is a systematic method of inquiry that delineates the context with which the designing must be done as well as defines the requirements that a successful project must meet.”Architectural Programming happens at the Problem Seeking and Definition Stage of a project as opposed to the Problem Solving Stage that is the Design Phase of the project. Programming “is about asking the right questions at the right time”, certainly a concept about which you as a professional in the business of “information management are intimately and perfectly positioned to understand and master.It “is also a plan for the procedure and organization of all the resources necessary for developing a design within a specific context and with specific requirements.”
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A building committee must be in place  
for the building to be a success, 
AND 
Buildings cannot successfully be  
“designed by committee”. 
 

Consequently, the 
needs your leadership. 
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LIVING THE CONTRADICTION Everyone thinks they can do this job.Some even think they are more qualified than the designer/architect. Your main role is to direct the outcomes of the committee decisions so that they are in the best interest of the library and the direction given in the Strategic Plan in terms of the FOUR ESSENTIAL ELEMENTS of PROJECT MANAGEMENTSCOPEQUALITYSCHEDULE andBUDGETThese are intertwined and interdependent. Should one change (and it will!), they all change.  Even if your Committee Chair is given the control of the process, you must find a way to work with him/her in the best interest of the Library.



 

 
• concise 
 
• in the right format 
 

• sent at the right time 
 

• aimed at the right audience 
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6 Tips to Surviving Library 
Construction  

©PLAN22 
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Presentation Notes
Effective communication with the parties who need it and at the appropriate time will help you manage expectations about how your project is progressing or preempt criticism.Anticipating and addressing concerns can turn challenges and negative feedback into positive opportunities that highlight your leadership. Librarians are well suited for this.  Use your reference interview training.  Techniques that you use in a library ‘reference interview’ are excellent tools.Presenting information in the right format, at the right time to the right audience improves the impact of your message.Effective communication is concise – it provides only the information required and nothing more. See and hear the message through your audiences’ eyes.How you communicate will make a difference.�Make a statement by example�Plan, plan, plan�Don't overpromiseYou obviously believe that your library is indispensable. For that reason, a thorough and much-publicized interim service plan is critical. CLOSING THE LIBRARYIf you must close part of your collection or shut down your operations during certain hours to accommodate work being done, make sure you arrange for customers to access library services in other ways. Direct them to another nearby library. Deliver mobile service or disperse small “essentials-only” collections in alternate locations. Do not ask your customers to limp along without service, even during periods when traffic is slow. That sends the message that your library's service is optional.MEDIA RELATIONSYou will inevitably get inquiries from the media and public officials about the state of your project i.e. when you expect to be finished, and so on. Default to the worst-case scenario. Never make optimistic claims. The reply, “Pleasantly surprised” is always better than, “I’m disappointed.” 6 Tips to Surviving Library Construction

http://lj.libraryjournal.com/2007/05/ljarchives/6-tips-to-surviving-library-construction/#_
http://lj.libraryjournal.com/2007/05/ljarchives/6-tips-to-surviving-library-construction/#_


 
At the core of any successful 
project is a clearly defined 
communication strategy 
 
Communication is essential to engage and 
obtain buy-in from all your stakeholders: 
  
• Staff 
• Municipal / Band council 
• Elected & Government officials 
• Community organizers 
• Civic leaders 
• Library users 
• People who will act as your champions 
• Mass Communications Representatives 
• Educators 
• Professional People 
• Business People 
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Strategic  Communications 
Planning: Your comprehensive 

guide to effective strategic 
corporate communications 

planning.  
Twelve logical sections in a strategic 

communications plan 

An eBook by Dave Fleet  
DaveFleet.com 
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Presentation Notes
When managed and developed well and with the help of your staff, a communication strategy will translate into support from your staff, board and community. For your building project to ultimately succeed – your community must feel it owns the building; that the library is theirs.A communication strategy embraces the full range of the building project from Strategic Planning to Opening Day. Your library communication strategy is one of the first items on your To-Do List at the beginning of planning your new space or new library. It is never too early to start. Excellent communication of your library planning process and decisions is as important as your Building Program.  Stakeholders can be subdivided into narrower groupings depending upon the message that you want to communicate, for example, Teens; business people; historical society members; Seniors; school librarians; reading groups; book clubs – the list is as large as your users are diverse.   Communication can also be called ‘winning support’.

http://davefleet.com/wp-content/uploads/2008/08/comm-plan-ebook.pdf
http://davefleet.com/


DESIGNER 
‘circulation’: 
The area or means where or by 
which people, goods, items, air, 
electricity, data move. 
 
 
‘program’ : 
First step in the design process; 
Problem definition; Functional 
analysis; Statement of project 
requirements… 
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Presentation Notes
In the design profession ‘program’ means...first step in the design process  client produced documents that are an outline for the delivery of their servicesproblem definitionfunctional analysis – how does the building functionunique features of this library’s problem In the architectural analysis of project requirements, how will your designer use your library building program? How will she understand what you want to tell her? At all times, at every stage of your project, you are communicating with people using tools – the Architectural Program is just one of the tools. Every profession uses jargon. For instance, IT developers and the technology world in general now describe their work as ‘architecture’ – just to keep us Architects on our toes! Be aware and remember to ensure that the terms you hear and think you understand are indeed what you think they are. Use the ‘feedback’ technique: “I hear you, and I understand what you said as X, am I correct?”



• A component of the Library Building Program 
Document 

•  An objective description of design goals used to 
translate your library’s needs into a design 

•  A process and an indispensible first step in the 
design solution 

•  The definition of the spatial and operational needs 
of a building. 

•  Insider knowledge; everything a designer needs 
to know before beginning design 
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Authoring a preliminary building program helps you to design a meaningful and effective architect/designer interview selection process. When the architect presents her or his proposal for the work, you will have substantive information to which you can refer and upon which you can make informed and criteria-based choices. The process of developing your library preliminary program acts as a team building exercise.NOTE: Appoint a deputy; a back-up; a second. This is a very long term undertaking. Train a library team member to assist you and to be prepared to take up your work temporarily should anything happen to you, for the good of your library.



A means  

to formulate a design problem 
to convey information to the designers for them to use 
to record client specific requirements for the library 

A tool  
to formulate a library design problem 
to convey information to the designers 
to record client specific requirements 

A framework for the architectural design  
complete inventory of design requirements 
criteria for design evaluation  
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ARCHEOLOGY IN REVERSEThis idea may help you understand better the concept and process of Architectural Programming. Imagine you find a structure or building, a foundation like a ruin perhaps.You just happen to a Librarian-Archeologist and very curious. What kinds of questions do you ask yourself and others about your discovery?To begin you could reconstruct the building through research and find out:What was its function?Why was this built?Who built it?When was it used?How was it used?Who used it?This is how a designer begins to approach your ‘design problem’, the questions will become more detailed but the concept applies. These questions are some of the issues that you address in your preliminary architectural program … but in reverse. You can hire a professional architectural programmer to do the preliminary design program but you must be there all the time anyway to answer questions and poll the staff and users. So, do it yourself! As a Librarian, you are perfectly positioned to research or be tutored and to learn the skills required to author a preliminary building program.No one knows better than you and your staff and community what your library is and what it represents. Always keep in mind that the Library Strategic Plan is the base for all your decision making. It is an instrument for measuring the quality of your Architect's proposals at the start of the project and thereafter to determine the progress and quality of the designer’s work.



Facility programming 
Client Requirements 
Functional and Operational Requirements 
Scoping (defining the Scope of the Work) 
Design program 
Building program 
Project specifics  etc. 

Different uses  
For user/client 
For designer 
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The architect sees your library project as a ‘design problem’.A challenge to be solved. An opportunity to develop new solutions and try new ideas.Develop the preliminary library building program:Gather all the information about your building and what needs to happen in it and around it to satisfy the outcomes of your Community Strategic Planning Process.Identify ALL architectural program requirements: (a small list of examples)size and types of spaces, functional relationships, environmental requirements, design requirements and expectations, integration with existing facilities, demolition of existing facilities, future uses, tenant uses, budgets. Methods you can use to collect and record identified program requirements: interviews,meetings, in-person questionnaires, exit interviews,form letters, phone calls, emails, website visit questionnaires. 
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Presentation Notes
  Consultation with staff helps them understand that they are part of the process.Although this can be a challenge, at the end of the day, your staff will feel part of the finished library and think of the changes and improvements as their own. When the manager and or staff of a department are NOT involved in writing of the preliminary program…things can go dreadfully askew.When someone from outside your library writes your Preliminary Program for your library, the space as designed and built, will likely represent their perception of the library’s requirements and may not meet the staff’s needs.It is essential to fully engage line staff in the planning, they are the ones who best know what your library requires ‘to get the work done’.
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When you understand what you already have in relation to what you have determined are your library's needs, you will see glaring deficiencies; things you want to replicate and ideas you want to incorporate from other facilities that you have visited. You can clearly state your specific requirements in the program, using language that your designer understands. When the architect works with your preliminary architectural program and presents to you designs based upon it, you will be able to tell if your library project program’s needs are met in the design. If your program requirements are not addressed, your architect is bound by your contract to adjust the design to meet your library’s architectural program’s requirements.
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Presentation Notes
One of the many responsibilities of any project manager is to monitor and balance all issues inherent in the 4 Essential Elements of Project ManagementSCOPEQUALITYSCHEDULEBUDGETThis applies to all projects, no matter the subject or scale.These four corner posts of project management are intricately interconnected.Change one, you change the others.It’s a rule – like Gravity! You have the most influence to affect the cycle of scope, quality, schedule and cost at the beginning of the process of planning your library. Changes to your requirements cost you nothing but your time and that of your team at the stage when you are discovering how to meet your Strategic Objectives and Goals for your 4 Resources. Changes that you make during Final Design or Construction (or AFTER the Building is COMPLETE!) cost a great deal more. The Term “Change Order” is not one with which you want to become intimately familiar! This topic is one that can take up a whole university course and take years to master. Suffice to say, you are librarians, intelligent and resourceful.  You can learn enough about this subject to keep your head above water throughout the building project. You are not alone. You have your resources in your librarian community your generous colleagues to help you.



Set up key-library-people / designer contact protocol. 
Designate a deputy with authority to make decisions  
in your absence. 
Ensure one person arranges all appointments, sets up first 
contacts, keeps minutes etc. and acts as one coordinated 
source of information. 
Educate yourself and your designate with an overall 
awareness about how the designer works because… 

       you are buying a designer’s  knowledge, 
experience, imagination, and  time 

And 

time is money $$$ 
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Presentation Notes
What is chain of command in your library?On a construction site? (HINT: never communicate directly with a contractor unless you are the legally contracted project manager)Make certain everyone has a clear understanding of the roles and responsibilities of staff and Board members/trustees. Librarian will need help of one or two people to help her/him to organize the effort/ data/ communications and project specific administrative duties.



Specific to your library’s situation  
Key element of your library building project 
 
Establishes your credibility and ability to take and 
maintain               leadership of the project 
 
Essential to identify the elements required to meet 
your building needs    
  
            Touch stone. Focuses on the specific 
requirements, data and criteria peculiar to your 
library’s requirements 
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Authoring a preliminary building program helps you at the stage when you design and conduct the architect/designer interview selection process. You can use the programs reference when the architect presents to you her or his proposal for the work he or she will do for you. Remember that your library’s situation is unique. Although your architect has designed 50 libraries, your library presents to him or her a unique design challenge. Do not settle for an ‘off the shelf’ design. A note about your Library Procedures:Take the time, while examining your physical facility, to remark and record how it is used by the staff as well as when and with whom each person interacts. Focus your attention on how and why you do the things you do in your library.  Review your procedures and seriously investigate, in a neutral way, why you do tasks the way you do them.  Check in with all your departments. Question and explore how your staff interrelates and their workflow. How does your existing building affect how you work now? It is counterproductive to move your old work practices and procedures to a new facility if they are especially written to accommodate your existing building.



Changes and adapts to developments across time  
within budgets 
 
Tool to assess if the building design addresses 
identified needs/requirements 
 
Basis for approvals and release  
of payments during construction 
 
                
                Increases your influence over the                                                   
outcome - controlling costs & reducing changes  
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The program can change as budget restraints show up during the planning stages of your library.Be prepared to be asked to give up what you want.Be prepared to insist that you get what you need. The more you know about what your library needs in order to provide to your community excellence in design and service, the better prepared you are to make difficult decisions with authority and confidence.  That is why you, as the library leader are directing this entire building project process. You are safeguarding the best interest of your library resources.
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VIDEO (duration 2:25:09)A librarian talks about how important it is that the librarian leads the design process and is involved at every stage of the building process.This librarian was cut out of all the conversations with the architect from the beginning of the building design to project completion.  Although she and her staff completed Design Data Sheets for all the library functions, the designer was unable to verify the information and gather essential details.  The building didn’t fulfill the design requirements.






“A conceptual project schedule has been developed…requires 
approximately 9 months for design and bidding…includes time for 
a public meeting and referendum vote prior to start of design.” 
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This Project Schedule was prepared by the Architect doing the feasibility study for a medium size public library. It shows how little time is given to project concept development. The ‘Public Meeting’ referred to here is what Architects like to call a ‘charrette’ wherein they show the developed design concept to the public. It is NOT part of the Strategic Planning part of the work. You will note that the time allocated for the entire design development, refinement of concept, design development and production of the CONSTRUCTION DRAWINGS AND SPECIFICATIONS is 9 months.  If the client library didn’t have all their data collection and Room Data Sheets completed before the ‘Public Meeting’, they were in very deep trouble.
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Planning and  
Programming 

When YOU have the 
MOST influence 

When changes COST 
the MOST $$$$ 

Construction 

adapted from: Whole Building Design Guide 
http://www.wbdg.org/design/dd_archprogramming.php ©PLAN22 

Presenter
Presentation Notes
To the extent that you can influence the outcome and control costs you are exercising leadership over the project. If you depend upon the Architect to author the architectural building program, the architect will control the design process.By the end of the library building project, changes substantially cost more than if you adjust your design at the initial stages. If you are responsible for changes during final design or worse, during construction drawings, you will pay handsomely for those changes. When you lead the preliminary library design program process, you will have time to talk with your staff, think over what you really want to keep in a new space and what you really don’t want to replicate.  You will be able to set the pace of the internal department interview process during which the preliminary program is refined.  Thus, you will lead the building process right from the start. The “Whole Building Design Guide” (WBDG) is the only web-based portal providing government and industry practitioners with one-stop access to up-to-date information on a wide range of building-related guidance, criteria and technology from a 'whole buildings' perspective.”  WBDG is geared to design professionals and government agencies that have design professionals on staff. It provides a good overview to non-building industry professionals too and demonstrates what a “whole building” approach to design looks like. The most cost-effective time to make changes is during planning / programming. This phase of a project is the best time for you to influence the outcome of a project. [Example used in Presentation Session -  In a retro-fit project, striping an existing building back to structure before going to bid, reveals any hidden problems.]

http://www.wbdg.org/design/dd_archprogramming.php
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Explanation of one issue that could have had a better design solution had the librarian been involved in the design process. Photos.
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Salt Lake City Public Library http://www.msafdie.com/#/projects/saltlakecitymainpubliclibrary  This beautiful library provides the community with a pedestrian ‘street’ with boutiques at sidewalk level and peaceful spaces to read, research and participate in community programs for all ages.Our focus is on one aspect of a problem that despite the size of this ‘starchitect’ project, can apply just as easily to your library. The Childrens’ Area is on the bottom level with south facing windows that envelop many levels of the library above.The librarian admitted that there is a pressing problem of heat gain and sun glare in the whole area.Sun shades had to be installed post occupation and these are manually operated.When I asked her to speculate on how this ‘glaring’ problem had come to happen given the experience of the well respected and renowned architect, she told me that she had been on maternity leave when the architect was drawing up the Building Program or else she would have been certain to point out the potential problems this design would pose to her staff and the users.
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Here you see the nearly full extent of the exposure the Childrens’ Area has to both the southern aspect and the view down upon them from the rest of the floors above.The Sun Shades are the lines of white fabric stacked on the right hand curve.



Manually 
pulling  the 
sun shades 
into place 
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The librarians must adjust the canvas sun shades by hand.We were told that they are rarely pulled back - there are a lot of sunny days in Salt Lake City!
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Example of another design problem in a prestigious library that could have had a better solved. Photos.
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This is the reading room and rare book collection conservation area at the library, University of Chicago, 2011 by Helmut Jahn. Awards recognizing the Mansueto Library design include the Chicago Chapter of the American Institute of Architects' Distinguished Building Citation of Merit, the Chicago Architecture Foundation's Patron of the Year award. I mention the awards to remind you that just because your architect has ‘a name’ and is famous, doesn’t mean that your patrons are going to be comfortable in the library spaces, that they will be able to see their computer screens well or that the conservation staff will be able to protect their work. While the glass is double glazed with wide separation, is Low-E and UV protective, it still gets HOT in here.The glare is quite distracting, especially on lap top screens.A Rare Book Conservation Area shares the same glazed roof.Conservators must use reflective material umbrellas while they are working.



This is what they are 
conserving… 
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Close-up photo of the umbrella, made of reflective material, that was in use in the conservation area.A photo of one of the rare books, from the 16th Century, in the extensive collection.
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Begin the Second Part of the Presentation.Detailed information about how to collect data.And3 Workshop Exercises.



Robert Hubsher  and  Karen F. Watson Plan22Archibrarians © 
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Presentation Notes
There are many and varied ways to communicate your requirements to your designers. These tools serve as conversation devices over which you and your designer, working together, refine your requirements and clarify your intentions.The visuals on the slide are a few that are commonly used. Architectural software has made it easier to use computer simulations of the interior and exterior of the building; as concepts are developed they show you a ‘virtual’ experience of the design. All the tools that you require the architect to develop will of course be charged to you as part of the architectural fees.  Money spent at the beginning of a project, to ensure that your designer understands your requirements and that you can review and understand, is well spent. These tools can reduce the risk of miscommunication throughout the design development and construction phases when changes mean ‘Change Orders’ – a client’s worst nightmare.



EXAMINE 
EXISTING 

DREAM 
OBSERVE 

COMPARE 
EXISTING TO 

NEEDS 

DATA 
SHEETS 

ADJACENCY 
CHARTS 

BUBBLE 
DIAGRAMS 

STAFF   
COLABORATION 

STAFF      
COLLECTIONS 

TECHNOLOGY FACILITY 
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The exercise of writing / composing / compiling your Library Building Program is iterative, broad based in its range and comprehensive in scope. This process is very much about ‘the journey – not the destination’. People involved in this process and who see its progress will develop an appreciation for the existing resources and how the strategic plan brings together your existing services with those your community wants, to produce solutions that best meet your needs. NOTE: you are assembling the components of your library building architectural program based on quantifiable data NOT “I believes”. (also, slide 37) To be perceived as a confident, knowledgeable person with authority, you will need to base your presentation to the Board / Band Council / Municipal government upon demonstrable data and facts.



How will you use your 
library building 

Architectural Program? 
During each design phase of the project,  
your building program is used to ensure  

that the proposed designs  
meet your criteria identified in the library program. 

 
In negotiations for redesign  

if your designer does not design  
to your requirements. 

 
It is part of the contract  in the 
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Developing the library building architectural program will help you gain confidence and establish genuine (assumed) authority over the library building project and its successful result. The written document will serve as a reference and record to which you will return repeatedly to assess whether the design proposals you receive and the construction documents submitted meet your stated requirements.



Gather your Data 

Gather ye data while ye may, 
Old Time is nearly flown; 
And this same data that’s there 
today, 
Tomorrow will be gone. 
Sincere apologies to  
Robert Herrick, 1591-1674. 

John William Waterhouse 1849-1917 
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PLEASE REFER to the Southern Ontario Library Service (SOLS) publication, MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5, from which the following notes about Gathering Data are taken:“Using data for decision making eliminates the danger of relying on fleeting personal impressions that may or may not be accurate. Basing your facility resource decisions on data also makes it easier to explain the reasons for your decisions to others. The data often provide convincing justification for your decisions, even to those who aren’t happy with the results.’” Cheryl Bryan, Managing Facilities for Results: Optimizing Space for Services (Chicago: American Library Association, 2007). Your Board will want to know exactly upon what are basing your decisions and recommendations to them. You will be asked to distill the data analysis and interpretations in presentations to your board, municipal council, band council and the public. Making the Case for Your Library Building Project, SOLS Library Development Guide #5 will help you establish credibility and maintain leadership to gain the support of all library stakeholders. Making the case to community leaders for a renovation, expansion or a new building project must be supported by sound reasoning grounded in accurate facts. The case will be much stronger if the library management team, staff and board have demonstrated a serious, concentrated and visible effort to fully use the existing building. Exhausting all possibilities within the current configuration of the building coupled with objective data, a clear vision for the future, and a strategic plan will help you make the case for the library building project.   If the outcome of your decision-making process is to pursue a building project, whatever the scope, the data collected will serve as the basis of the library building program and form the groundwork leading to the engagement of an architect or design professional.”



Research. 
Measurement. 
Observation. 
Focus Groups and Surveys. 
Informal Interviews – users and Staff. 

https://www.sols.org/index.php/
about/sols-
publications?id=455:making-
the-case-for-your-building-
project&catid=167 

How do you  
gather your Data? 
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PLEASE REFER to the Southern Ontario Library Service (SOLS) publication MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5, from which the following notes about Gathering Data are taken:“Data can be quantitative or qualitative. Quantitative data defines whereas qualitative data describes.”“During the normal course of doing business, data is gathered about all aspects of library activities. You will be surprised how much you and your staff already know.Research - ILS; census data for information; reviewing expenditures for heating and electricitytrends.Measurement - involves actually counting or measuring, people and things; measuring the linear feet for each collection.Observation - activities and patterns of use or workflow; watching how people interact in different spaces; recording the number and types of seats that are occupied at different hours of the day; observing the use of study tables to record how often the available seats are used.Focus groups and surveys (using paper forms, online, face-to-face, telephone interviews) - used to collect information from library users and/or staff about their perceptions of the library building; satisfaction with different services; adequacy of the collections; satisfaction with programs. Staff are an invaluable source of user feedback as they frequently hear user complaints about experiences of barriers, as well as positive user experiences.Informal interviews with library users and staff – to further refine the areas of interest and concern about the library building and flag issues that you may not have considered.” “Remain open and inquisitive throughout the time you are gathering data. Do not make any assumptions about what the data will reveal. Rather, allow the data you collect to speak for itself. …Remember that the data gathering process allows you to see and document what exists now, as if your eyes, and the hand that records the data, are a camera taking a snap shot of your library today.  It is important to remember that you are planning for tomorrow and possibly 50years into the future.”

https://www.sols.org/index.php/about/sols-publications?id=455:making-the-case-for-your-building-project&catid=167
https://www.sols.org/index.php/about/sols-publications?id=455:making-the-case-for-your-building-project&catid=167
https://www.sols.org/index.php/about/sols-publications?id=455:making-the-case-for-your-building-project&catid=167
https://www.sols.org/index.php/about/sols-publications?id=455:making-the-case-for-your-building-project&catid=167
https://www.sols.org/index.php/about/sols-publications?id=455:making-the-case-for-your-building-project&catid=167


How do you  
gather your Data? 

Interactions / Interrelationships. 
Workflow. 
Furniture & Equipment by Functional Area. 
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Presenter
Presentation Notes
PLEASE REFER to the Southern Ontario Library Service (SOLS) publication MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5, from which the following notes about Gathering Data are taken:“…collect data about your staff, the furniture and equipment they need tocomplete their activities and tasks and the interrelationships between staff who work in different departments and who are engaged in different functions.Ask… do these people interact daily and to what extent; how dependentupon one another are they in the execution of their tasks? Determining and analyzing the workflows in each department will help you betterunderstand how each department operates… permit you to assess whether ornot the workflows are efficient and effective. Improving workflows will have an impact on space requirements by eliminating unnecessary steps or streamlining them, which often frees up space. Once you are satisfied that the workflows within a department or functional space are efficient and effective you can gather information about the number of required workstations, the layout of each and the interrelationship between staff involved in various functions. This process will bolster your confidence that the work areas are the right size for the functions. Documenting the equipment and furniture used at each staff workstation and taking into consideration whether additional equipment may be required is an essential component of preparing the library building plan. It is critical to record this information separately for each functional area (circulation, technical services, children’s area, teen space, etc.). …(a) title in the ‘Results’ series, Managing Facilities for Results: Optimizing Space for Services by Cheryl Bryan is an excellent resource to help you record, evaluate and optimize space. This book addresses the space allocation within the entire building. “ Your designer will need to know the numbers of your staff and their relative associations and have a feel for what goes on, who does the work, what work they do and how important it is for them to have relative contact on some timeline. The designer will feed back to you, your program requirements and in some instances, may suggest different ways of accommodating your staff's needs. Be sure to indicate both current and future staffing plans.



How do you  
gather your Data? 

Quantity of items by collection. 
Data on Age and Usage. 
Collection Size calculations. 
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Presentation Notes
PLEASE REFER to the Southern Ontario Library Service (SOLS) publication MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5, from which the following notes about Gathering Data are directly taken:“The space required to accommodate a library’s collections will account for 40% to 60% of the total area in a public library building. Accurately representing the size of the collection is critical in determining the appropriate size of the building. But it is unwise to simply assume that what you have now is what you will need to accommodate. Before gathering any data about the size of the collections, the collection must be rigorously weeded. Weeding the Library’s CollectionsYour library’s weeding policy should include criteria for removing materials based on use, age and condition. Information about use, age and condition of materials will help you make decisions about retention, which can reduce the size of the collections and hence reduce space needs. Collection Size CalculationsThe next step is to gather information about the quantity of items in your library’s collections which can then be translated into space requirements. Your ILS can generate reports that identify the number of volumes/items held by the library in each collection type. It is important to divide data by collection type if collections are shelved separately. … The method for assessing whether the collections reflect the goals of the strategic plan is outside the scope of this (presentation). For an approach to evaluating your collection, see the SOLS publication, A Guide to Developing a Collection Plan (2009). Anticipating changes in the size and nature of the collections over time will help to assure that future needs can be accommodated. It cannot be emphasized enough that any changes in the nature and size of the collections or the approach to how items are displayed will have an impact on the space required for the collections and the adjacent areas.Your final calculation of the shelving needed to accommodate your collections should include a percentage of unoccupied shelf space. Unoccupied shelf space makes reshelving and adding new items easier, facilitates collection management, and improves user access. The recommended percentage for unoccupied shelf space ranges from 10% to 25% per shelf.”



leave 15% free 
space to 
accommodate 
growth 
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Presentation Notes
The SOLS publication MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5 addresses two ways of determining the collection size that the design will need to accommodate.This sheet helps someone to ‘do the math’ when considering area and linear measurement.



How do you  
gather your Data? 

Count computers & public access 
hardware by Function and Time of Day. 
Age & Electrical Data requirements. 
Number users / time / function. 
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PLEASE REFER to the Southern Ontario Library Service (SOLS) publication MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5, from which the following notes about Gathering Data are directly taken:“The use of technology in libraries will continue to expand. As resources in electronic or digital formats continue to increase and the children of the Internet age mature and recognize the need to socialize face-to-face, there will be a surge in demand for more and better technology at the library. …These opposing, yet interdependent, trends have implications for the future of library buildings. …Three elements of data collection are required to effectively understand the implication of technology on the building:count of the number of computers and other public access hardware currently in use by department or functional area (e.g., in the children’s area, reference area, teen space); … count of the number of computers and other public access hardware in use at different times of the day, days of the week, different seasons and for each area, where computers are located. … (Record) the age of the current hardware. Older hardware may need to be replaced, although this will not affect the space requirements, it will have an impact on the capital budget.Another important consideration is that technology requires access to both electrical power and data networks. … If your library currently offers Wi-Fi services, you need to gather data about the number of people using this service simultaneously. You will also have to document whether people are sitting on the floor near an electrical outlet, or moving furniture closer to an outlet, or connecting to an outlet by stretching their electrical wires across the floor, creating a safety hazard. …”



How do you  
gather your Data? 
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Presentation Notes
PLEASE REFER to the Southern Ontario Library Service (SOLS) publication MAKING THE CASE FOR YOUR LIBRARY BUILDING PROJECT – Library Development Guide #5, from which the following notes about Gathering Data are directly taken:“A critical part of determining the need for reconfiguring, expanding or constructing a new library building is a thorough understanding of the current building layout and the ways in which it is used. It is also essential to understand how the existing library building hinders or facilitates the provision of services and programs included in the library’s strategic plan. Much of the data gathering related to public and staff use of the building can only be done through direct observation. For this data to be useful, the observations must be carried out at different times of the day, different days of the week, and at different times of the year to capture the ebb and flow of library use. Although this is time consuming, there is no better way to understand how your current facility is being used. Facilitating and documenting discussions with the entire library staff and the library board to examine the strengths and weaknesses of the building is a good starting point.THE GUIDE offers a sampling of the types of questions that can help to focus these discussions. As you capture pertinent data about the existing library building consider the following:Capacity - a measure of the amount of furniture, equipment or people that can be accommodated within a space or area …; a measure of the capability of furniture and equipmentto support the intended purposes….Use - the number of times or the manner in which a particular space or thing is used.Access - the ability to approach, enter, or use the building or a space within thebuilding.Condition - the physical characteristics of the building or a space within the building.Functional relationships - the manner in which different spaces/functions within and surrounding the library building interrelate (Are closely related functional areas, such asthe circulation workroom and the book return, near each other? Are the accessible parking spots close to the library entrance?).”
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Keep a visual record 
and a diary 

Library Design Tips for the 
21st Century / Webjunction 

Presenter
Presentation Notes
The great and inimitable Yogi Berra is quoted a saying“If you don't know where you are going, you might wind up someplace else.”�Take stock of everything in your library – continuously-  including services.Talk to librarians who have done projects.Attend workshops given by experienced Librarians.Join a group on line.LinkedIn can be a great source of help.Visit libraries everywhere you go – take notes and photos. Record your observations about what you DO and DO NOT think works well. �THE MOVE is a sub-project within your larger project. It is wise to appoint a person to manage this with you and … WEED before you MOVE!

http://www.designinglibraries.org.uk/documents/harrow_green_Planning_a_Successful_Library_Move.pdf
http://www.designinglibraries.org.uk/documents/harrow_green_Planning_a_Successful_Library_Move.pdf
http://www.designinglibraries.org.uk/documents/harrow_green_Planning_a_Successful_Library_Move.pdf
http://www.designinglibraries.org.uk/documents/harrow_green_Planning_a_Successful_Library_Move.pdf
http://www.webjunction.org/documents/webjunction/Library_Design_Tips_for_the_21st_Century.html
http://www.webjunction.org/documents/webjunction/Library_Design_Tips_for_the_21st_Century.html
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Presentation Notes
I use the PMBOK – Project Management Body of Knowledge and the Guide because of my background as will many of your Architects.The other books we have on our shelves and shown here.They are so readily available and contain so much information that ensure that you don’t have to ‘reinvent the wheel’; not to use them would be wasting valuable time and effort!Here is one example:Checklist of Library Building Design Considerations, Sixth Edition - Books / Professional Development - Books for Academic Librarians - Books for Public Librarians - New Products - ALA Store 
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Intro to Exercise OneLooking around your library. Remember back in slide 29, we spoke about design and how it affects us.We shape our buildings;Thereafter they shape us. Winston Churchill. Address to Parliament There is a difference between looking and seeing.We perceive our physical and surroundings with all our senses. Try to train yourself to consciously experience your environment.



Stack  
Orientation 
 

Lighting 
Direction 
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Presentation Notes
There are countless details that, taken together, add up to the best library design you can think of. We were once told by a Cordon Bleu chef that cooking is as much about perfection in the making and delivery of recipes as it is in fixing mistakes.  I was also told as a young Project Manager, that we will make mistakes on our project and how we fixed the mistakes was what really counted at the end of the day. Here is one large, obvious, unforgivable mistake.Your patrons and your staff are affected by lighting in all places they live and visit. Your library must get it right. This library did not, to an uncomfortable, annoying, unsafe, disastrous result.



Main Entry 
Washroom Door 
3 shelf stack 
Water fountain 

Congestion 
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Presentation Notes
This newly renovated library is a lesson in the results of congestion in the public spaces.So many activities are taking place in an area roughly 5 feet by 25 feet that to walk down this aisle is an exercise in hope – hope that no one will open the washroom door and knock you down!



Shelving Height 

Aisle / Safety 
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Presenter
Presentation Notes
This man is 6 foot 1 inch tall. 9 shelves of Audio/ Visual materials.7 fully packed shelves of books in a narrow aisle with over-sized books sticking out and a step stool for patrons to access the materials on the seventh and top shelf. This is not handicap accessible and is a set-up to an accident of either a fall or head injury from materials falling on someone below.
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This is a very easy method to help you and your staff work out how closely or how far away spaces should be in relation to one another for the efficient running of the library and the provision of services to the public. Put all the names of all the rooms and spaces and functions in your library on the Y and X axis.Work out a key to denote the degree of closeness required.  The final visual chart will help you communicate with your designer – it is the language that they are trained to understand. Librarians are in the information management business; library interview techniques will help you prepare to prepare the designer with as much relevant information as possible.
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This exercise will also prepare you for ‘Bubble Diagrams’ whether you prepare them or you are reviewing the ones your designer brings to you for review. Some people in the workshop preferred to do Bubble Diagrams. This is only one tool at your disposal – use them all!  Communication with your designer to clearly outline your requirements is of paramount importance. Familiarize yourself with all the tools you find. Use the ones with which you feel most comfortable.
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Presentation Notes
Each participant filled in the information for a few spaces that they could relate to from their experience.These charts are of course customizable for your library and can even be used for functions within spaces to clarify work station adjacencies.The amount of information and detail you investigate and relay to your designer will be reflected in the finished design.
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The adjacency matrix chart can be graphically represented another way – by line styles that denote how important it is that one space be close to or relate to the functions in another.
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Bubble diagrams can be as rough and as tentative as your thoughts.This is literally ‘thinking on paper’.
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Another version of a bubble diagram showing sight lines required (dot/dash line).Sight line visual connections are so important for library staff and the library users’ safety and security, ensure that you tell your architect what you require. A bubble diagram is another type of space relationship diagram. A Librarian’s familiarity with space use will be evident at the preliminary design phase of the project with this type of information becoming part of the client input.  The librarian who initiates these bubble diagram exercises will more readily be able to tell when the architect comes back with refinements in design, if she has understood the functions and relationships. These tools are two way communication devices.
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Sample “Bubble Diagram”These circles and oval shapes represent relative sizes, relationships of one function or space to another and relationships of functions within a space.See the next slide for a detailed relationship diagram for one particular space.Bubble diagrams are like thought bubbles, the designer uses these visual exercises to envision your library Even though this style is more refined than a rough preliminary diagram and it does convey more information to your architect it is still NOT a floor plan there are no 90 degree angles or door swings! These diagrams represent spacial relationships NOT a floor plan. The idea is to give the designer the idea about what you need and to leave her or him to apply their experience and talents to give you what you want using their training, experience, imagination and skill.



• 2 Circulation 
a. Checkout / reserves / ILL  
b. Returns 
c. General inquiry / membership 
    overdues / lost & found 

• 2a Workroom 
d. Circulation supervisor 
e. Returns processing 
f. Shelves for sorting / book trucks 
g. 2 workstations 
h. Storage 
            15 New books 
 1  Lobby;  
 13-Washrooms;  
 8  Children;  
 7   YA & teens;   
 9   Reference &   public computers;      
 4   Adult Non-Fiction;  
      5   Periodicals;  
      3   Fiction;   
             6   AV  
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Details help focus attention on what must be accommodated within a specific area.A simple hand drawn bubble diagram like this one can be used effectively.



©PLAN22 

Photo 
realistic  

street 
view 

placement 

Video walk-through simulation 
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Presenter
Presentation Notes
A word about ‘Massing Models’, renderings and virtual reality computer generated ‘Flythroughs’.Your designer will use all the tools at her disposal to convey to you the concept that she envisions for your library. We live in (at least) 3 dimensions, so it is natural for her to use physical models.Familiarize yourself with these media so that you can relate to the message she is trying to show you so that you can comment and correct and ask cogent questions of her. Massing Models give a sense of the gross aspect of the building, where one part of it intersects with another and how all the parts are arranged and relate to one another. They are necessarily rough and made quickly and thought of as temporary, studies, ‘sketches ‘ to be revised.There are also Massing Diagrams: That show the interior groupings of interrelated functions and are especially helpful in a building with two or more floors or levels. Using Photoshop and other architectural rendering software it is easy now to show ‘your building’ in the surroundings on your site.Credits:Computer generated drawing of large scale project massing model: https://knowledge.autodesk.comPhotos of physical massing models: http://rca-design.blogspot.com/2011/01/architectural-massing-models.html | http://rosszouroudis.blogspot.com/�http://www.flickr.com/photos/architectural_models/Library of Birmingham Flythrough Video: http://www.libraryofbirmingham.com/article/designandconstruction/videotour   (2013)

https://youtu.be/1fNA20tl-74
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Introduce the concept of Room Data SheetsThe parts of the Data Sheets are described in detail on the following slides.



Net Sq. Ft. 
∙ based on estimates using Library 

Development Guide 
∙ Some suggest that this should be left blank to 

design professional determine actual 
requirement based on criteria outlined 

Function (Description of activities) 
∙ identify the functions and tasks undertaken in 

this area 
Relationships (to other areas and functions) 

∙ are the functions and tasks in this area 
connected or  complimentary to other areas 
(bubble diagram) 
 

 

content 
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Data Sheets or Room Data Sheets are the go to sources of realizable information to which the Project Manager at your design firm refers to make sure your design includes all the things you need and have asked for.This slide and the next 5 slides detail all the issues and topics addressed in these Room Data Sheets.We will go through them quickly.You can come back to them and use them when the time comes to fill out your own for your library. The last exercise in this workshop gives you a chance to begin to fill out data sheets for a very small space.



Special Requirements 
∙ identify special requirements for the area e.g. 

additional Security (you will need to ensure that the 
architect co-ordinates security camera and data 
requirements with electrical consultant), need to 
eliminate sunlight, accommodate line-ups at the 
circulation desk, etc. 

Seating  
∙ identify the seating required for the public and/or 

staff, how many, specials purpose seating 
Collections 

∙ identify the collections to be housed in this area, 
what type, how many, how are they to be displayed 

Staff 
∙ specify the number of staff to be accommodated at 

one time  

content 

©PLAN22 82 

Presenter
Presentation Notes
The Special Requirements section is the place where you emphasize things peculiar to your library that the designer must keep in mind.We address the other categories on this slide in Data Collection methods slides 59 through 64.



Furniture And Equipment 
∙ describe and quantify the furniture and equipment 

required;  
Casework 

∙ this refers to any built-in custom-made furniture, 
service desks, cabinets etc.  

Lighting 
∙ general descriptions of the lighting required 

ambient light, indirect light and task lighting 
Power (Electrical) 

∙ identify the number of outlets require for 
equipment computer, printers, routers, etc. 

content 
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Presentation Notes
Keep in mind that mobile equipment like books trucks, rolling tables for roving staff etc., take up space, even if only for a short time, wherever they are in the library. Please ask your designer to accommodate recycle bins and trash bins so that they are not in aisles and underfoot at your workspaces – they can do that! While we are on the subject of ‘rolling stock’ … baby strollers take up room, remember to plan a space for them when children and parents are in Library Program rooms.



Automation (Computers and peripherals) 
∙ specify the number of computers, printers, 

scanners etc. 
Telecommunications (telephone, data) 

∙ specify the number of data and telephone 
connections required 

HVAC 
∙ only include special needs – humidity control,  
    24 hour A/C, etc. 

Acoustics 
∙ only include special needs – sound attenuation 

 

content 
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HVAC controls in a special area (like a Local History Room) can require a separate unit.Your main building HVAC units may be on timers that decrease output during the hours that the library is closed. Heat and air conditioning can be ‘zoned’ to accommodate different areas’ requirements.If you require that certain areas in your library afford privacy or quiet – tell your designer.  



Finishes 
∙ Provide details about general needs e.g. 

lots of book truck and wheeled 
equipment may require hard surface 
rather than carpets 

Plumbing 
∙ Identify plumbing requirements 

Storage 
∙ Identify storage requirements 

Signage 
∙ describe the specific needs for the area 

▪▪ 

content 
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A word about signs in your library:Signs are part of the larger issue called ‘way-finding’.Good design will not require many signs to direct traffic in your library.Ask your designer to pay attention to color, flooring, lighting etc. to direct people to various functions and areas.The fewer signs the better, but if you do have signs, make certain that your designer knows that you want them to complement and integrate into your design.



Construction drawing 
‘Schedules’ 
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Presentation Notes
NOTE WELL: The architect will go over the information on the data sheets with you. She will ask you questions and expand upon the information that you and your staff have prepared.  This information becomes part of the final detailed construction documents. Wall paint colours; floor and window treatments; exact placement of electrical outlets; door hardware; security equipment… all the detailed components of your library are entered into the contract documents in specifications and in large tables called Schedules in the drawings that contractors use to do their cost estimates and direct the daily construction work.
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This last exercise is a quick introduction to the concept of the Data Sheet and the extent of the information that it can accommodate.You have copies of blank data sheets that you can use and customize for your library project.



Prepare 
Data-Sheets 

Identifying what you see 

wall materials 

window 

electrical outlet 

flooring 

equipment (vacuum) 

equipment (toaster / kettle) 

built-in fixtures (sink /cook top) 

Furniture (table / chair) 

1 
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This is an exercise in how to look at a space and see everything that is in it and how all these relate to each other and the infrastructure of the building.



2 1 

Prepare Data-Sheet for this space 
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Identify all the items in the photograph.How do they relate to each other?What do they need to function?Where are the electrical outlets?What needs electricity to function?Is there enough light?Where is the heat?What does the telephone need?Anything you can think of that can be used to fill in your data sheet is valid.



door 
opening 

hot 
water 
radiator 

built-in fixtures (sink /cook top) wall materials 

equipment (vacuum) 

equipment (phone) 

Furniture (table / chair) 

electrical outlet 

flooring 

window 
opening 

equipment  
(toaster / kettle) 

Prepare 
Data-Sheets 

2 
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Share with the group your observations and the items you used to fill in the Data Sheets.Did you discover anything that didn’t have a field on the sheet?



cycle 

iterative 

series 

phase 

loop 

sequence 
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This process demands:EnergyConstant surveillancePatienceAwareness of the roles of all the other professionals involved in the designEffective and timely translation of ideas into forms others can understandandthe Willingness to search for the best options within the constraints of 4 Essential Elements of Project Management:ScheduleBudget Scope and Quality of the work These basic tenets of project management are constantly monitored by your architect so that she or he can deliver to you the best possible design and building technology. You are a participant in this process. These 4 main project management elements underlie everything you will do in your library project. For the success of the project it is imperative that you also monitor your library project in this context. Everything in a project is in flux and development all the time. The manner in which you deal with the uncertainties and problems of the project will define your legacy as library building project leader.



You have a preliminary  building program 
• will be part of your Request for 

Proposal to architects 
• provides the architects a clear 

indication of the identified needs for 
your library building 

• results in presentations from the 
architects that are focused on your 
specific needs  

 
 

Once hired, the architect will work with you and your staff 
team to refine and finalize your building program. 
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Interviewing and hiring the architect is addressed in slide 18. We can supply you with that form that we developed to assist you with sample questions.  You work with the architect on finalizing the building program.  THIS TAKES A LOT OF TIME AND THOUGHTBUDGET YOUR TIME FOR IT.



The completed building program provides 
the architect sufficient data  
to prepare a preliminary budget. 
 
After you sign off on the refined building program, 
any changes will result in additional architectural 
fees (depending on your contract). 
 
 
 
 
 

©PLAN22 93 

Presenter
Presentation Notes
Your library project is not the only project that the architect is designing.	As one of the clients served by the architectural firm, you will need to direct attention to your project in an efficient and effective manner.	Your organized approach to presenting your needs and data to the architect will pay off.	Remember that the architect does not pay for changes (unless she/he is responsible for them!); the client pays for changes.	Some changes will require the architect to hire related professionals.	Cost estimators, lighting designers, sign makers, acoustic engineers may make up the team that the architect brings to your project. One person must be responsible for the quality, scope, budget and timing the delivery of the related professionals’ work – this person is by custom and with good reason, the Architect. It is their job.



The Whole Process 

  
  

RESOURCES 

formats 

size 

display 

organization 

DATA COLLECTION 

community 

PROGRAMMING 

EXAMINE 
EXISTING 

DREAM 
OBSERVE 

COMPARE 
EXISTING TO 

NEEDS 

DATA 
SHEETS 

ADJACENCY 
CHARTS 

BUBBLE 
DIAGRAMS 

STAAFF COL-
LABORATION 

STAFF COLLECTIONS 

TECHNOLOGY FACILITY 

YOUR 
LIBRARY 

BUILDING 
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	Visual representation of the concepts addressed in this presentation and workshop
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All of phases of the work that you do with your community, staff and Board:  Strategic Planning with community involvement; working with the Board and Municipal leaders; assessing your existing resources; documenting your Library Building Program Requirements; gathering all your data;doing your Library Architectural Programming;communicating all your design requirements to your architect with all the tools you have at your disposalresults into your community’s unique library.



845 569 2010 

914 805 0316 

consult.us@2plan22.com 
www.2plan22.com 

kfwatson 

@2plan22 
Plan22Archibrarians 
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You can do itLibrarians are intelligent, committed, resourceful and know how and where to look for information.
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