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Educational Specifications

1. Vision
purpose and use
These Educational Specifications provide guidance to ensure school 
facilities are planned and designed in support of the mission and vision of 
Stafford County Public Schools (the Division). This document seeks to align 
the philosophical and pedagogical beliefs of the School Board (the Board) 
articulated in the Division’s Strategic Plan (the Plan) with the qualities and 
characteristics of the learning environments in which the Division’s strategic 
objectives for instruction and delivery are realized. 

These Educational Specifications offer sufficient detail to establish a 
broad understanding of the myriad issues, opportunities, and challenges 
surrounding contemporary school planning. They are intended to build on 
the strong traditions of academic and facility excellence established by 
the Division, and to acknowledge the growing influence of forces shaping 
both learning and the spaces in which learning occurs. Written with school 
administrators, elected officials, and members of the community in mind, 
too, it provides the knowledge to instill confidence that investments in the 
Division’s facilities will result in achievement-based, student-focused, safe, 
and sustainable learning environments.
  
For those involved in the planning, design, and construction of school proj-
ects, these Educational Specifications will serve as a valuable resource to 
inform the decision-making process. They are not prescriptive, however, 
nor are they intended to limit the creativity of school representatives and 
design professionals. Rather, their purpose is to encourage safe, effective, 
healthy, and high-performing learning environments.   

Given the continued evolution of teaching and learning, it is not possible 
to imagine every scenario that will influence the planning of school facili-
ties in the future. Accordingly, these Educational Specifications should be 
thought of as a living document to be refined over time through implemen-
tation. At best, this document will generate meaningful discussions about 
how best to honor the high expectations of the Division and community by 
fully leveraging the opportunities inherent in school planning and design. 
The mandate is clear. Seize upon the opportunity!
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Educational Specifications

1. Vision
strategic plan
These Educational Specifications were developed to reflect the voice, 
values, and vision of the Division and community. As approved by the 
Board, this document carries the same force and effect as other Board 
policies. Professional designers of the Division’s facilities are expected to 
be guided by the specifics, as well as the spirit, of the recommendations 
contained herein. 

The Educational Specifications are guided by the work and vision contained 
in Stafford County Schools: Strategic Plan 2012-2017. This document intends 
to contribute directly to the implementation of The Plan, specifically through 
leveraging building planning and design in support of 21st Century Skills. 

The Educational Specifications advance the spirit of the Plan both through 
the collaborative process that gave rise to it and through the innovative 
and forward leaning school environments born of it.

The Division’s vision is:

 “To be an innovative learning organization committed to    
 excellence.”

The Division’s beliefs read:

 “We believe in community.”
 “We believe in diversity.”
 “We believe in respect.”
 “We believe in integrity.”
 “We believe in excellence.”

The Division’s mission reads:

“Teaching our students today to be the leaders of tomorrow.”

In addition, among the Division’s top priorities identified in the Plan is an 
emphasis on literacy, mathematics, and 21st Century skills. Accordingly, 
the framework presented in this document maintains focus on those three 
areas of emphasis in support of the development of future leaders.

The vision narrative that follows was developed by the Advocates and is 
intended to synthesize the directives identified in the Plan with current best 
practices in the fields of education and school facility planning and design. 
It is their collective vision and is intended to guide conversations and 
decisions pertaining to elementary school facilities planning and design in 
Stafford County in the future.
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Educational Specifications

1. Vision
vision
Success in the diverse, dynamic world in which our children will live will require 
creative, collaborative, highly-adaptable skills and talents. 

It is therefore incumbent upon Stafford County Public Schools to provide both 
critical basic services and specific, meaningful, relevant learning opportuni-
ties to foster empathy, engagement, the ability to collaborate broadly, critical 
thinking skills, creativity, adaptability, and resilience in its graduates.

To wit, elementary school buildings in Stafford County will…

Focus on the whole child.  Schools will cultivate the whole child through ser-
vices and learning opportunities that foster her safety, health, and well-being; 
support her growth as an effective and engaged citizen of our global commu-
nity; inspire the life-long learner in her; and empower her to greatness.

Fundamentally, the school is about serving the child.  As the world in which 
students live becomes increasingly complex, the array of services provided 
by schools, the amount of learning opportunities available, and the speci-
ficity with which instruction is delivered are necessarily increasing exponen-
tially.  This is less than efficient at times, but as schools move away from a 
one-size-fits-all approach to instruction the individual talents and interests of 
each child are allowed to flourish.  As the facility is planned it must accom-
modate variety and flexibility in support of this.

Foster growth for all.  Schools will provide the environment for children and 
adults alike to succeed through collaboration with one another.

As much as schools are built to serve the child they must also serve those 
who themselves serve the child.  Just as accommodations must be made 
for the students so too must allowances be made for the adults.  The school 
should allow for collaboration between teachers and, in turn, between 
teachers and students.  The school must be designed to attract the best 
and brightest teachers so that, ultimately, the students can benefit from 
their talents and abilities.  As the facility is planned it must also consider the 
adults who will operate and administer within it.

Connect with the community.  Schools will enrich the communities in which 
they reside by providing resources for an array of services and learning oppor-
tunities for citizens near and far.

Inasmuch as the term “community” is being redefined to include  broader 
and broader subsets, schools maintain a unique bond with the citizens in 
the communities they serve.  Whether through the interaction between stu-
dents and engaged citizens during the school day or through the inclu-
sion of communities groups after hours and on weekends, the school if very 
nearly a 24/7/365 facility whose lights are almost always shining brightly.  
While these activities are somewhat subordinate to the main function of the 
facility, they should not be forgotten during its planning and design.
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Educational Specifications

1. Vision
process
The process of developing the Educational Specifications was deliberately 
rigorous, requiring facilitation of group work to ensure alignment with the 
stated goals of the Plan while developing and exploring new visions for 
learning environments. At the outset, the process required participation of 
key stakeholders, a sense of desired outcomes, and an overall approach 
to time management and workflow. The approach was flexible enough to 
accommodate the investigation of new ideas as they arose, the inclusion 
of additional voices as needed, and the adjustment of deliverables as was 
necessary to properly document the conversation and outcomes. This work 
is necessarily a collaborative effort, as no one person or department can 
speak for the needs of every person using a school. The process includes 
consistent input from a wide consortium of stakeholders or advocates, 
representing a myriad of viewpoints. Called the Project Advocates Group 
(the Advocates), this consortium dedicated themselves to the work of the 
project by attending workshops and meetings, taking surveys and tours, 
and, most importantly, engaging thoughtfully in the planning for learning 
environments.

From late spring to late summer of 2015, the Advocates met regularly to 
consider the nature of the challenges faced (why is this needed?), explore 
possible response strategies (how do we move forward?), and propose 
specific solutions (what exactly shall we do?) that should be incorporated 
into the new Educational Specifications.  The overall flow of the process,  as 
well as the format of each meeting, was designed to promote divergent 
conversation -- exploring as many different ideas as time allowed-- followed 
by a convergent alignment of goals and opportunities. 
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Educational Specifications

1. Vision
 

Meeting 01

The kickoff meeting included 
general discussions about 
the future of learning, trends 
in school design, and a tour 
of an elementary school 
in a peer school district in 
Virginia. The purpose of this 
meeting was to acclimate 
the Advocates to the  world 
of school design so they 
might better understand the 
framework within which future 
discussions would be had.

Meeting 02

Meeting 02 sought to define 
the gap between the status 
quo and the kinds of teaching 
and learning required to meet 
the needs of future learners.

past

future
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Educational Specifications

1. Vision
Process

Meeting 03

The Advocates completed 
online surveys prior to the 
meeting. Results of this survey, 
along with results of learner 
preference surveys, were 
reviewed and discussed. 
Understanding about the 
future, the needs of current 
learners, and institutional 
challenges lead to drafts of 
preliminary Vision statements 
and Strategies intended to 
guide discussion henceforth.

Meeting 04

Meeting 04 concentrated 
on refinements to the 
Advocates’ Vision statement, 
preliminary understanding 
of the types of places and 
spaces needed to support 
contemporary models of 
teaching and learning, and 
key adjacencies in each 
learning community.  

groupwork preferences

institutional challenges

temperature preferences

visioning exercise
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Educational Specifications

1. Vision
Process

Meeting 05

A rough synthesis of 
the vision, spaces, and 
adjacencies was compiled 
into the draft Educational 
Specifications, along with 
documentation about 
the process and technical 
specifications. The draft was 
reviewed by the committee.

Meeting 06

Comments received 
from the Advocates were 
incorporated into The 
Educational Specifications 
and presented for approval 
at the final meeting.

draft
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Educational Specifications

2. Best Practices and Design Guidelines
Principles of School Planning and Design
The principles that guide school planning and design today differ significantly 
from the principles that guided it in years past. Long-gone is the image of 
the schoolhouse as the civic building that defined a town or community 
on the new frontier. Gone, too, is the image of the industrial model that 
facilitated industrial practices that themselves reflected the industrial ethos 
of a booming post-war generation. And nearly gone are the rear-guards of 
that generation fighting to maintain control of their classrooms in the most 
traditional sense. In their place stands a new, post-industrial generation of 
educators delivering instruction to digital natives who themselves must thrive 
in a world in which knowledge is temporal and expands exponentially.

Education is no longer “efficient” in that teaching to the mean or the norm 
or to any single group as if all in it were the same is no longer acceptable 
given the recognition and understanding of multiple learning styles. That 
means that the teacher can no longer “stand and deliver” and expect her 
students to meet the expectations established by high-stakes testing within 
the context of a global market and community.  And it means that the 
environments in which teachers teach and students learn can no longer 
default to the lecture format.  Audible learners constitute less than 5% of our 
population, which means that the overwhelming majority of students will 
be more successful when given the opportunity to synthesize information 
differently. First called “multiple intelligences” by Howard Gardner and 
later developed as “learning styles” by Dunn and Dunn, other ways of 
learning besides listening include, but are not limited to, visually (text and/
or graphic), kinesthetically (gross- and/or fine-motor), and tactually.

The challenge before design professionals has never been greater. Nor has 
the imperative. The good news is that the potential of architecture as an 
effective medium for enhancing teaching and learning remains largely 
untapped. The challenge, therefore, is to leverage the opportunity that 
exists at the intersection of these two seemingly disparate fields to create 
the kinds of places and spaces that facilitate learning in the most authentic 
way. In so doing, school planning and design become the trim-tab that 
turns the rudder that steers the ship in the direction in which the visionaries 
on deck are pointing.

Elementary Educational Space Types
What follows are a series of educational space types that were developed 
with this conversation in mind. They are a catalyst for conversation and a 
kit-of-parts of sorts, but are not intended to be the conversation nor should 
they be the only parts. Design professionals should seek to understand the 
learning that occurs within the facilities they are designing and then create 
the places and spaces that will facilitate it.
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2. Best Practices and Design Guidlelines 
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Educational Specifications

2. Best Practices and Design Guidelines
Accompanying the educational space types are related ideas that should 
also be part of the discussion when planning and designing schools for the 
Division.

learner-centered environments
As noted at the beginning of this section, contemporary school planning 
reflects a shift away from the industrial model of instruction and delivery 
toward learning that emphasizes the individual needs of students while 
providing ready-access to a variety of resources beyond the teacher and 
textbook. 

High expectations for achievement by all students – regardless of learning 
style – have compelled educators and design professionals to work togeth-
er to gain insight and understanding of the crucial features and require-
ments of the spaces that support productive learning behaviors. Discus-
sions leading to decisions that focus on what students must know and be 
able to do have led to an emphasis on the “Four C’s” – critical-thinking, 
communication, collaboration, and creativity.  From these are born new 
pedagogies like “blended” and “project-based” learning that acknowl-
edge the student and represent significant departures away from the rigid 
model of yesterday’s schools.

Along with that we know that students and teachers will rely upon on an ex-
panding array of digital tools and resources. E-readers and access to digital 
media will transform both the role and the physical setting of the school 
library, just as other forms of technology have led to more self-directed, 
online, and connected approaches to learning elsewhere in the school. 
Understanding the implications of the latest technology is essential to de-
signing an environment that can leverage it today and adapt as it evolves 
and expands tomorrow.

The implications are profound. Thoughtful discussions about the learner and 
learning during the planning and conceptual design phases of school proj-
ects will help ensure that Division facilities will be agile, adaptable, and 
instructionally viable settings for learning well into the future.
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2. Best Practices and Design Guidlelines 
safety and security
A safe and secure learning environment should be a given condition for 
every student. In the context of school planning and design, these terms 
are often used interchangeably. However, it may be helpful to consider the 
following distinctions. 

“Security” can be defined as the actual protection from threat of physi-
cal harm or violence. A barrier, for instance, provides security for those be-
hind it. Despite recent tragedies that might suggest otherwise, statistically 
speaking, public schools are among the safest places for children to be. In-
deed, schools across the nation have responded exceptionally well to the 
imperative by incorporating metal detectors, surveillance cameras, intru-
sion alarms, special hardware, and other similar strategies into their security 
plans and facilities designs.

“Safety,” on the other hand, addresses the sense of emotional comfort of 
the student in the learning environment. The idea that an area is being 
surveilled, for instance, provides a feeling of safety for someone passing 
through it. For a student to succeed, she must be free from the stresses and 
pressures of learning in an unsafe place. In this way, safety is a more elusive 
goal, as it is more specific to the individual learner. However, research has 
shown that it is highly influenced by a nurturing school climate and a cul-
ture that is characterized by actively involved teachers and parents. 

Best-practice approaches to school site security often reflect the four prin-
ciples of Crime Prevention Through Environmental Design (CPTED) planning: 
surveillance, access control, territorial reinforcement, and maintenance. 
The deployment of School Resource Officers (SRO) at schools has also been 
shown to dramatically reduce incidents of vandalism and other crimes. De-
sign professionals are encouraged to familiarize themselves with the CPTED 
philosophy.

Fortunately, concerns for improved safety and security may be addressed 
through thoughtful planning and design. Reducing the number of entranc-
es, eliminating “blind” hallways, incorporating good sight lines, generous 
use of interior glass, planning for smaller learning communities that increase 
personalization among adults and students, and creating an overall sense 
of visual “connectedness” throughout the school will help to keep students 
safe, secure, and in the best possible frame of mind to achieve.

flexibility
Flexibility is a tenet of contemporary school planning and addresses the 
many ways in which learning spaces must be able to adapt to the chang-
ing needs of the school community. This is especially important given the 
accelerated evolution of programs serving students. Today, flexible learn-
ing environments like the instructional pod, learning studio, and collabora-
tive commons earlier illustrated in these Educational Specifications are 
more critical than ever.
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2. Best Practices and Design Guidelines

As noted previously, most school facilities today still reflect the industrial 
model of rigidly planned, double-loaded corridors; linear, sequential and 
standardized delivery of content; and well-defined functions for each 
space. The understanding of varied learning styles begs the need for flexi-
ble learning space that can easily adapt to both the program taught within 
a space and the student(s). 
    
Going forward, flexibility may best be thought of as a “loose fit” between 
the instructional program and the structure and spaces that support it. In 
other words, as pedagogy and program evolve, the building itself must 
also be able to flex with the flux. Design professionals should ask how effort-
lessly the spaces built today will be able to adapt to new ways of teaching 
and learning in the future. Within the framework of contemporary schools, 
informal areas for student collaboration, small- and large-group instruction, 
digital content production and presentation, and project-based and on-
line learning—all of which are made possible by the rapid expansion of 
learning technologies—must be given equal consideration along with the 
traditional, more formal spaces with which we are all familiar.

When considering a building’s superstructure, framing system, technology 
backbone, and building module, design professionals are reminded of the 
need for flexibility and asked to recognize that demising walls are subject 
to change in the future.

community connection
Community support of public schools is manifest in many ways. According-
ly, schools function as the ultimate community center whose civic mission 
extends beyond the school day. Already, the Division’s facilities are such 
places as evidenced by the many school-community relationships that ex-
ist.
 
In response, schools should be planned to acknowledge the shared public 
interest in leveraging the full potential of the facilities. Simply providing suf-
ficient parking for after-hours events; space for parent volunteers; flexible 
meeting space for community organizations and business partnership; and 
evening access to indoor athletic, performance and library spaces are all 
relatively minor concessions that recognize the profound investment by the 
community and invite their participation in achieving the school’s mission. 

To accommodate after-hours activities, separate securable entrances, 
bathrooms, and building systems should be planned so that access can be 
granted without having to make available and operate the entire facility. 

The main entrance should be given additional consideration. It serves as 
a gesture of invitation akin to an extended hand of greeting. It performs 
the social and cultural functions common to all front doors including the 
welcoming and receiving of visitors. It symbolizes not only the significance 
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2. Best Practices and Design Guidlelines 
of the school’s place in the community, but also the community’s place 
in the school. It reinforces the vital school-community connection. By the 
same token, though, it should be readily observable and easily securable. 
Care should be taken to balance the needs for safety with the desire for a 
welcoming, inspirational entrance procession.

interior design
While the general public will “know” the school by its outward appear-
ance, the students, teachers, and administrators who inhabit it will identify 
with how it looks on the inside just as much. The design of a school’s interior 
is absolutely critical to creating lasting images and establishing the proper 
tone for the activities that occur within it. Consistent with the idea that stu-
dents’ learning styles vary is the understanding that their preferences for the 
conditions in which they learn differ, too.  For instance, some students are 
more successful when studying in isolation (in a carrel, for example) while 
others achieve greater in open environments where they are surrounded 
by multiple stimuli (at a table in a common area, for instance).  As Dunn 
and Dunn demonstrate in their research on learning styles, the same can 
be said about students’ preferences regarding lighting levels, formal versus 
informal setting, types of furniture, amount of background noise, etc.  A well 
designed interior will respond to this research and provide a wide range 
of options so that students can gravitate to the places and spaces where 
they feel most comfortable and can be most successful.

The interior elements – both individually and as a whole – will play a signifi-
cant role in determining how the school is used and experienced. Archi-
tects are required to engage a professional interior designer with knowl-
edge of the research as it applies to teaching and learning, but below are 
few considerations:

Colors. The use of color impacts the emotional and psychological con-
nection and response to a space. The works of Rickard Kuller and Antonio 
Torrice demonstrate how colors impact our cerebral process and physical 
systems, respectively. The appropriate application of colors in schools can 
have positive impacts on eye fatigue, productivity and accuracy, and de-
velopmental processes. A studied approach to color is required for each 
project with the understanding that school spirit, teacher decorations, and 
the universal availability of certain paint colors should not be the driving 
forces.

Along with understanding the potential impacts of colors on certain situa-
tion, it is important to select and apply colors with an overall understanding 
of a project’s architectural aesthetic, level of permanency, desired inte-
gration of school spirit and standards, and programs defined by user needs. 
Colors are also useful for defining blocks of rooms (the sixth grade wing, for 
example) and care should be given to utilize them thoughtfully for wayfind-
ing.



28

Educational Specifications

2. Best Practices and Design Guidelines
Space planning. As discussed in ‘Principles of School Planning and Design,’ 
teaching and learning are occurring more and more often beyond the 
limits of the traditional classrooms. As noted, the push for increasingly ef-
ficient facilities has forced every part of the building to be viewed as a 
potential learning environment.  With that in mind, no space can be taken 
for granted. Every space must be given the same level of attention and 
consideration that the “defined” classrooms are given. Every space must 
be viewed through the eyes of the students and teachers to determine 
how it might someday be utilized for individual study, peer collaboration, 
and small-group instruction. How can the space be designed to encour-
age and invite such opportunities? What finishes would make it appealing? 
What resources should be available? The educational space types pre-
sented in these Educational Specifications provide insight into these ques-
tions, but the design professional is reminded to consult with the Steering 
Committee to determine the most appropriate applications for any given 
project.

Materials and finishes. Beyond color and texture there are many aspects of 
appropriate finishes and materials that must be considered when selecting 
them for schools.  Life-cycle costs, fire resistance, life safety, durability, main-
tenance, impacts on indoor air quality, and sustainability (the composition 
and embodied energy of the materials) are also essential.  Standards and 
guidelines such as a material’s NFPA- and ASTM-designations must be met, 
too.

Acoustics. Good acoustical design is critical to successful teaching and 
learning. Studies have indicated that students in rooms with poor acoustics 
may not hear as many as 3 out of every 4 words spoken. In addition, stud-
ies have linked teacher absences to vocal strain caused by the need to 
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elevate their voices in rooms with poor acoustics
.
Along with the shape of a space, the interior finishes will be one of the most 
significant determinant when it comes to the quality of sound in a space.  
ANSI Standard S12.60 defines acceptable parameters for classroom acous-
tics, and materials selected for spaces should be considered for their sound 
reverberation time, noise reduction coefficient, and sound blocking quali-
ties. Care should be taken to limit the amount of sound passing through 
walls, plenums, and ductwork, and offices should be designed to be as 
soundproof as possible. Design professionals are required to work with an 
acoustician to develop thoughtful solutions for typical spaces within the 
school. The solution(s) may involve the use of technology to amplify and/
or reduce noise.

Ceilings. Ceilings are important factors when determining the acoustical 
and lighting properties of spaces, and the selection of materials for ceil-
ings should bear this in mind. Likewise, indoor air quality is impacted by the 
choice of ceiling materials, and consideration should be given to the resis-
tance to mold and mildew. 

Lighting and lighting controls should meet the goals established for energy 
consumption while still accommodating required levels of light. Indirect 
lighting is recommended over direct lighting, and day-lighting and glare-
control strategies should be part of the overall solution. Exterior light shelves 
are effective for controlling glare while at the same time reducing passive 
solar heat gain without limiting quantities of natural light and views. Interior 
lightshelves can also be effective for reducing glare and “bouncing” light 
off the ceiling toward the back of the classroom. Light tubes with diffusers 
and baffles are another effective way of bringing day-light into areas with-
out direct access outside and should be considered part of any lighting 
solution.

Furniture. Furniture is an oft overlooked but vital component of the interior 
environment. Appropriate furniture can transform almost any space into 
a high performing learning environment, and several manufacturers pro-
vide research-based solutions for educational spaces. Dieter Breithecker’s 
research on bodies in motion, for instance, talks about the importance of 
providing ergonomically correct furniture that varies in sizes and allows for 
movement by the occupant, all of which is consistent with the research on 
varied learning styles.

Conversations about furniture should occur at the beginning of a project 
rather than the end. Making related decisions early will not only help pro-
tect the budget but will also inform the design of places and spaces. 

As we create learning environments that will influence how our children will 
be shaped and formed, it is critical that interior design and all of its aspects 
are thoughtfully considered and provided as a part of an integrated solu-
tion.
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sustainable design
Building operations represent one of the most significant budgeted ex-
penses for school systems. In a time of increasingly limited resources – both 
natural and financial – it is imperative sustainability be considered in every 
aspect of school planning and design. Every dollar saved on building op-
erations is one that can be redirected to other needs such as instructional 
programs, educational technology, and teacher salaries to name just a 
few.

Further, the case for healthy and high-performing schools is compelling. 
“Green schools” offer a number of strategic benefits including, but not 
limited to, reduced absenteeism, increased student achievement, and in-
creased teacher retention. They provide healthy indoor environments that 
are especially well-suited to learning.  Young children and children with 
special needs are particularly sensitive to the environment.  Therefore, in 
designing elementary schools, professionals should pay particular attention 
to material toxicity, daylight harvesting and glare control, views to the out-
doors, indoor air quality, acoustic control, and thermal comfort.

There are a number of approaches to creating a sustainable school, but the 
most successful are the result of aggressive but achievable performance 
goals and an integrated design process.  A third-party rating system like the 
USGBC’s LEED for Schools or CHiPS guide the integrated design process and 
provide a framework for dialogue and decision-making.

Ultimately, the Division’s facilities should be designed to reinforce the les-
sons of good stewardship being taught within them. Designers should seek 
opportunities to leverage the building as a teaching tool.  Schools should 
integrate signage, theming, systems on display, information dashboards, 
and other systems to support the curriculum and reflect unique aspects of 
the building, site, and community.
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3. Educational Specifications
introduction
The information that follows should be applied to the planning and design 
of new and renovated educational facilities for the Division. It should be 
understood within the framework of the Division’s mission and vision. In gen-
eral, elementary schools planned for the Division should include provisions 
for the following:

• Administration suite adjacent a safe and secure main entrance to 
welcome students, staff, parents, and guests. The administration suite 
should be a friendly, relaxing and warm environment reflecting a hap-
py and healthy environment.

• Guidance and counseling offices centrally located for natural and easy 
access for students and staff throughout the course of the day, and for 
meetings with parents.

• Clinic area strategically located for ease of access for students, and 
within view of reception desk for additional staffing support and proxim-
ity to parent pick up.

• The Library should be centrally located, acoustically attenuated, and 
visually connected to circulation routes around it. It should serve as a 
vibrant hub for the school.

• Core Learning Studios for Pre-K through 5th grade should be oriented 
around grade level commons, with visibility into commons for safety 
and supervision. Learning studios should feature flexible furnishings for 
student choice and room adaptability, and technology infrastructure 
allowing for multiple tools.

• A Special Education program with distributed Self-Contained Learning 
Studios, along with resource rooms and offices. Care should be given to 
the arrangement of spaces to minimize travel distances, include univer-
sal design principles, and meet differences in sensory needs. 

• A wellness program feature a full size elementary gymnasium and provi-
sions for an after school program. 

• Learning Labs for Art, Music, and a Maker Space, including a Flex Lab 
to accommodate changing program needs.

• A food service program promoting nutrition within a relaxing dining en-
vironment for children and adults.



32

Educational Specifications

3. Educational Specifications
room matrix

Stafford County Schools
SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 1 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

01.00.00 Administration 4,134

Administration 2,240
Secure Vestibule 1 260 260
Reception 1 565 565
Visitor's Toilet 1 60 60
Principal's Office 1 250 250
Principal's Office toilet 1 60 60
Small Conference Room 1 140 140
Bookkeeper Office 1 150 150
Workroom / Mailroom 1 110 110
Records Storage / Vault 1 75 75
Kitchenette 1 110 110  
Staff Toilet 1 60 60
Assistant Principal's Office 1 200 200 in front office
Large Conference Room 1 200 200 adjacent to AP

Guidance & Counseling Offices 1,200
Guidance 2 200 400 near center of school, 

shared conference area

Social Worker 1 150 150
Psychologist 1 150 150
Therapeutic / Day Counselor 1 150 150
Educational Diagnostician 1 150 150
Conference Room 1 200 200

Clinic 694
Main Area 1 350 350
Rest Areas 2 0 0 within clinic
Storage Closet 1 120 120
Toilet 2 72 144
Exam Room 1 80 80

 

PROPOSED PROGRAM
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SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 2 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

02.00.00 Library 5,065 locate toilets nearby

Library 5,065  

Stacks / Collaboration 1 3,335 3,335 include Pods, Breakout, 
Genius Bars, etc. as 
required 

Librarian's Office 1 250 250

A/V Storage & Workroom 1 500 500
Broadcast Studio 1 110 110  

Conference Room 1 360 360 similar to work/meet 
spacetype

MDF 1 200 200
Toilet 1 60 60
CRT & TRT 1 250 250 in library or centrally 

located within school

03.00.00 Early Childhood 10,036 does not contain full 
pre-k program per DOE 
guidelines

Child Development (Pre-K) 2,134  

Learning Studio 2 18 995 1,990 36 houses 4 half-day 
classes

Toilets 2 72 144  

Kindergarten 7,902
Learning Studio 6 24 995 5,970 144
Toilets 6 72 432
Collaboration Commons 1 1,500 1,500 houses collaborative 

spaces below as needed

Break Out 250 0 in commons above
Pod 120 0 in commons above
Genius Bar 50 0 in commons above
Tool Box 120 0 in commons above
Work Room / Conf 120 0 in commons above
Tutorial / Office 150 0 in commons above
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SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 3 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

04.00.00 Elementary  Classrooms 35,134

1st 7,902
Learning Studio 6 24 995 5,970 144
Toilets 6 72 432
Collaboration Commons 1 1,500 1,500 houses collaborative 

spaces below as needed

Break Out 250 0 in commons above
Pod 120 0 in commons above
Genius Bar 50 0 in commons above
Tool Box 120 0 in commons above
Work Room / Conf 120 0 in commons above
Tutorial / Office 150 0 in commons above

2nd 6,732
Learning Studio 6 24 800 4,800 144
Toilets 6 72 432

  Collaboration Commons 1 1,500 1,500 houses collaborative 
spaces below as needed

Break Out 250 0 in commons above
Pod 120 0 in commons above
Genius Bar 50 0 in commons above
Tool Box 120 0 in commons above
Work Room / Conf 120 0 in commons above
Tutorial / Office 150 0 in commons above

3rd 7,100
Learning Studio 7 24 800 5,600 168
Collaboration Commons 1 1,500 1,500 houses collaborative 

spaces below as needed

Break Out 250 0 in commons above
Pod 120 0 in commons above
Genius Bar 50 0 in commons above
Tool Box 120 0 in commons above
Work Room / Conf 120 0 in commons above
Tutorial / Office 150 0 in commons above



35

Educational Specifications

3. Educational SpecificationsStafford County Schools
SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 4 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

4th 6,300
Learning Studio 6 25 800 4,800 150
Collaboration Commons 1 1,500 1,500 houses collaborative 

spaces below as needed

Break Out 250 0 in commons above
Pod 120 0 in commons above
Genius Bar 50 0 in commons above
Tool Box 120 0 in commons above
Work Room / Conf 120 0 in commons above
Tutorial / Office 150 0 in commons above

5th 7,100
Learning Studio 7 25 800 5,600 175
Collaboration Commons 1 1,500 1,500 houses collaborative 

spaces below as needed

Break Out 250 0 in commons above
Pod 120 0 in commons above
Genius Bar 50 0 in commons above
Tool Box 120 0 in commons above
Work Room / Conf 120 0 in commons above
Tutorial / Office 150 0 in commons above

05.00.00 Special Education 5,428

Special Education 5,428
Self-Contained Learning Studio 3 8 800 2,400 24 low incidence

SC Toilets 3 72 216 In SC classroom

Resource Rooms (gifted, ESL, LD 
PST) 

2 400 800 shared workspaces for 
gifted & ESL / LD & PST, 
includes small group 
meeting area. Operable 
partition dividing room.

Resource Storage Room 1 340 340
Resource Offices 3 200 600 Stationary Staff 

(reading, speech, math)

OT/PT Room 1 800 800
OT/PT Toilet 1 72 72
OT/PT Storage 1 80 80
Sensory Room 1 120 120
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SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 5 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

06.00.00 Special Programs 10,312

Wellness Education 6,892  

Gymnasium 1 6,000 6,000  

Gym Equipment Storage Room 1 350 350  

Kitchenette / Warming Kitchen 1 120 120 for use by community 
group(s) renting gym

After School Program Room / 1 350 350
Toilet w/  Exterior Door 1 72 72 unisex, for use by 

community / parks & 

Learning Lab_Maker Space / Flex 1,020 locate near library

Maker Space  1 900 900
Flex / Computer 1 900 900
Storage / Work Room 1 120 120 shared

Learning Lab_Art 1,200  
Art 1 1,000 1,000
Kiln 1 80 80  
Storage / Work Room 1 120 120 shared

Learning Lab_Music 1,200
Music 1 1,200 1,200 storage units within 

music room
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3. Educational SpecificationsStafford County Schools
SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 6 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

07.00.00 Food Service 9,182

Kitchen 2,957
Prep Area 1 1,265 1,265
Serving Area 1 575 575
Dishwash 1 112 112
Dry Food Storage 1 250 250
Freezer/Cooler 1 450 450
Office 1 80 80
Toilet / Locker 1 80 80
Laundry 1 55 55
Can Wash 1 30 30
Receiving 1 60 60

Dining 6,225
Seating 1 300 4,750 4,750  

Chair Storage 1 260 260
Platform 1 750 750
Platform Storage 1 65 65
Staff Office 1 200 200
Platform Ramp 1 200 200
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Stafford County Schools
SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 8 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

20.00.00 Exterior Spaces 102,920.00

Physical Education 102,920
Hard Surface Play Space 2 6,600 13,200
Rectangular Field 1 76,320 76,320
Playground 3 25 3,600 10,800 1 play ground directly 

adjacent to pre-k rooms

Diamond Field 0 62,500 0 alternate to rectangular 
field, as required

Outdoor Storage 1 200 200
Outdoor learning 3 800 2,400 distrubuted near 

Learning Studios and 
Maker Spaces

 

Stafford County Schools
SCPS_Matrix_V05.xlsx

Elementary School Program
Program Detail

10/7/2015 Page 7 of 8

Space Code Space Name Quantity Capacity Program Unit 
SF

Total 
Assignable SF

Department 
Total ASF

Total Capacity Comments

PROPOSED PROGRAM

10.00.00 Building Support

Support 4,220
Toilets - Unisex 2 350 700
Toilets - Male 5 280 1,400
Toilets - Female 5 280 1,400
Toilets - Single 7 60 420
IDF 5 60 300

Receiving Area 1,060
Maintenance Workroom 1 100 100  
School Storage 1 400 400  
Fire Sprinkler 1 180 180
Electrical 1 280 280
Laundry 1 100 100

Custodial 600
Work/Storage 1 300 300
Office 1 100 100
Custodial Closets 6 20 120
Toilet 1 80 80

Mechanical Room 1,200
Mechanical 1 1,200 1,200

TOTAL
79,291

1.35
107,043

capacity CAPACITY 985 includes 36 pre-k 

sf/student SF/STUDENT 109

SF INCLUDED IN BUILDING INFRASTRUCTURE FACTOR

TOTAL ASIGNABLE SF

BUILDING INFRASTRUCTURE FACTOR
TOTAL GROSS SF



39

Educational Specifications

3. Educational Specifications
general building design requirements

• The architect or design-build contractor is responsible for compliance 
with the current version of the “American National Standard 
Specifications for Making Buildings and Facilities Accessible to, 
and Usable by, Physically Handicapped People,” published by 
the American National Standards Institute, Inc. (ANSI A 117.1), and 
Americans With Disabilities Act Accessibility Guidelines (ADDAG) 
as published by the U.S. Architectural and Transportation Barriers 
Compliance Board.

• Special consideration is to be given to energy conservation 
including total life-cycle costs. The building should be designed for 
LEED accreditation as determined by SCPS Facilities Services.

• The architect also will be expected to become thoroughly familiar 
with Virginia and Stafford County regulations pertaining to fire safety, 
life safety, and health codes. Fire alarm systems are to operate with 
audible and visible signals.

• The architect shall be thoroughly familiar with the Virginia 
Department of Education recommended minimum prototypical 
space program guidelines and related applicable school building 
regulations, as required by the Code of Virginia.

• The design should encourage a flexible approach to the curriculum, 
facilitating inquiry, and enhancing creativity.

• The building should be spacious and well lit with natural lighting, 
and inviting so that all who enter will feel welcome and secure..

• The classrooms should be designed to accommodate various sized 
groups. Each classroom should be readily adaptable to group 
work, various presentation formats and should have maximum 
connectivity to outside resources. Each instructional area should 
have adequate learning space, teacher work areas, and storage 
facilities.

• The main entrance to the school should have a clear and inviting 
identity. The entrance area should be designed and landscaped to 
emphasize its importance.

• The main entrance should be equipped to enhance security and 
channel visitors into main office.

• The dining area should serve as a multipurpose environment for 
students, staff and community.

• The lists of movable equipment contained in these educational 
specifications are representative of the types of movable equipment 
that may ultimately be purchased for each of the areas of the 
school; however, those lists are primarily for the use of architects 
and planners as they design the facilities. Detailed movable 
equipment lists will be developed as the final design of the building 
is completed.

• Zoning the plant for heating and air conditioning should be related 
to after-hours use of various areas such as offices, gymnasium, food 
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service, the Library and groups of classrooms. Appropriate location 
of corridor gates and toilets is necessary for the security to sections 
of the building not in use after-school-hours. 

• Minimize distracting noise and sounds. For example, in areas such as 
the student dining area that may be used for meetings and adult 
education, the sound of operating fans for ventilation should not 
interfere with instruction. Particular attention should be given to 
sound attenuation between noisy and quiet areas of the building.

• Accessible bathrooms for staff and students should be located 
throughout the building. Some student bathrooms must be near the 
student dining area.

• All teaching spaces, resource rooms, and offices shall be equipped  
with data, power, and phones as required to meet the needs of 
staff and students.  Assume that all such spaces will be equipped 
with computers and, occasionally, printers. 

• All teaching spaces, resource rooms, and office shall be equipped 
with an analog clock system

• Phones shall be connected to central office phone system.
• Exterior glazing should be outfitted with shades to reduce glare

performance goals and analysis
In the same way that a project budget and schedule are established at the 
outset, energy and water budgets for the project should be established, too. 
Additions and renovations to existing elementary schools shall be designed 
to meet or exceed a standard of 50% of the Commercial Buildings Energy 
Consumption Survey (CBECS) 2003 regional average for K-12 schools, or 
37.5 kBTU/sf/year.  New elementary schools shall be designed to meet or 
exceed a standard of 30% of the Commercial Buildings Energy Consump-
tion Survey (CBECnS) 2003 regional average for K-12 schools, or 22.5 kBTU/
sf/year.  While a bold goal, these energy consumption targets for elemen-
tary schools can be achieved through thoughtful design and affordable 
technologies.  Further, achieving this target (or better) puts new schools 
on the path to net-zero energy.  In pursuit of this goal, schools should be 
designed to receive renewable technologies as they become available.

The American Society of Heating, Refrigerating, and Air Conditioning Engi-
neers’ 2011 publication entitled “Advanced Energy Design Guide for K-12 
School Buildings” provides best practices and case studies for all the cli-
mate zones in the United States.  In an effort to help schools achieve 50% 
energy savings en route to net-zero energy buildings, the publication pro-
vides recommendations and guidance for nearly every component of the 
building. The strategies in the publication combine with time-tested archi-
tectural and engineering best-practices to ensure a well-designed, energy-
efficient facility.  Stafford County is located in climate zone 4A. Targets and 
strategies specific to that climate zone have been included in the following 
pages. 
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The design professional must be as vigilant about the established energy 
budget as the project budget and schedule. In the same way that cost 
estimates are produced at project milestones, confirmation that the en-
ergy goals are being met must be provided, too. This can be accomplished 
effectively via energy models. Stafford County requires integrated design 
modeling, which requires that performance analysis is integrated into the 
design process.  In other words, the model will be used as an informative 
tool where multiple scenarios of building form, orientation, envelope, sys-
tems designs, and other aspects of the building will be analyzed during 
the schematic and design development stages to inform the design. The 
expectations for performance analysis/energy modeling shall be defined in 
the contract with the design professional, but the recommended process 
for the planning, conceptual design, and community input phase are out-
lined below.

Conceptual design (Research/Comparative Analysis/Design Performance 
Modeling) shall include a baseline analysis to assess existing conditions and 
applicable building systems, benchmark existing energy and water usage, 
and establish energy and water consumption budgets for the project. 
Multiple applicable systems will be considered and analyzed. After discus-
sions with SCPS to establish project goals and limit the number of potential 
options, the remaining options will be analyzed for performance and cost 
comparisons. The final deliverable will include a description of the existing 
conditions, existing conditions to remain, recommendations for applicable 
systems, and first- and life-cycle costs for said systems.

Benchmarks shall include typical energy use/loads for a building type and/
or code compliant base case per Energy Star Target Finder. Utility analysis 
shall include rates and energy mix. Additional analysis shall include the ap-
plicability of tax incentives, rebates, renewable energy credits, grants, etc. 

The design professional shall facilitate a goal-setting work-shop at which 
alternatives and recommendations are provided and the impacts on bud-
get are discussed. Deliverables shall include project requirements, energy 
and water budgets, occupancy, and a schedule of operations. 

Subsequently, the design professional shall develop a baseline energy mod-
el and run multiple simulations for comparative studies of the effect of basic 
design decisions and major system alternatives on energy performance. 
At the conclusion of the analysis, a narrative will be drafted describing the 
systems and components proposed for installation on the project including 
life-cycle cost analysis and an estimate of total energy use expressed in 
kBTU/sf/year. 

Comparative “shoebox” modeling shall be performed to analyze building 
orientation, form, and massing. Comparative envelope modeling shall be 
performed to analyze R-value of roofs, R-value of walls, glazing properties 
(U-value, SHGC, VLT), glazing to wall ratios (percentage area of glass to 
solid), glazing distribution/orientation (walls, roof), and the life-cycle cost 
analysis of proposed envelope components.
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As the concept develops, systems to be analyzed shall include HVAC, light-
ing, rainwater harvesting, alternative wastewater treatment, renewable en-
ergy systems, and the life-cycle cost analysis of proposed systems. 

At the conclusion of conceptual design a preferred alternative shall be pro-
posed and analysis conducted to determine total building EUI and com-
pare against project goals. Adjustments shall be made as required and the 
budget shall be confirmed. 

Design Development (Predictive/Building Energy Modeling) will include fur-
ther refinement of the energy model and multiple simulations for compara-
tive studies of the effect of detail design decisions and refined system al-
ternatives on energy performance.  Other performance simulations will be 
conducted to study lighting, water efficiency measures, etc.  Documents 
based on these additional refinements will be prepared to indicate the 
general design approach and locations of mechanical, plumbing, fire pro-
tection and electrical equipment and components. Space requirements 
for equipment and appurtenances will be established, and this will require 
coordination with architectural and structural components. Life-cycle cost 
analysis will be refined as will the estimate of total energy use expressed as 
energy use intensity, or kBTU/sf/year. 

Construction Documents (Compliance Modeling) will be completed based 
on the approved Design Development documents. The energy model will 
be finalized to provide energy performance data for documentation and 
reporting.

Of course, sustainable schools encompass far more than just energy and 
water conservation. True sustainable design is about doing the right thing for 
the communities in which we work and live and the future generations being 
educated in the buildings we design. To that end, a significant commitment 
is required on the part of the design professional to a broad, whole-systems 
approach that addresses many other issues including land use, transporta-
tion, material consumption, waste, and the health and well-being of humans 
and natural systems. 

technology infrastructure
The latest technology should be integrated into every aspect of the 
instructional program and administrative framework. Using local area and 
wide area computer and video networks, students should have access to 
each other, to schools throughout the county with similar capabilities and to 
universities and government institutions throughout the world. As outlined in 
the technology plan the division’s critical needs are as follows:

• a fast network infrastructure;
• updated computers and equipment throughout the division
• a comprehensive email system
• technology integration into the curriculum
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The architect must at a minimum plan for the following:

1. Local area computer and video and voice networks should be 
included for the entire building. Consultation should be made with 
the Instructional Technology Department during the schematic 
design phase. Every classroom, support space, and core area 
should be outfitted with at least three jacks for computer, telephone, 
electricity for computers and cable television. The building should be 
outfitted with a WLAN (Wireless Local Area Network) to supplement 
the wired LAN.

2. In most areas of these educations specifications, references to 
specific types of technology to be housed in them are omitted since 
technology may well change dramatically during the course of 
design and construction of this project; therefore, to specify current 
technology for use in a facility that will open for use three or more 
years in the future could cause outdated technology to be placed 
in the new school. Therefore, consultations with our technology 
staff from the infancy of the project until completion is imperative in 
order to address properly any changes necessary to adapt to the 
always-changing technologies. 

3. Cabling for projectors and interactive white boards must be 
included in the design of all teaching stations.

4. Provisions for clean power, surge protection, emergency power, and 
properly sized dedicated HVAC system (redundancy is preferred); 
space allowances should be provided within the building & ceilings 
(proper placement of power cabling). Surge protection and 
isolated ground circuits are required in all data spaces.

5. Main data closet (MDF) is to house equipment only, and not to be 
used as staffs work space or storage space. 

6. Any location with major network is to be provided with a technology 
closet (IDF - see Room Matrix) with clean power, surge protection, 
emergency power, properly sized dedicated HVAC system 
(redundancy is preferred).

7. The plans will provide workstations and repair work counter in CTT/
TRT office space(s), with sufficient power and data for multiple 
device charging and connectivity. 
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safety, security and risk management
Special attention should be given to security measures within the building. 
Security measures should be reviewed by the Stafford County Public Schools 
Safety, Security and Risk Management Department.

Categories that need to be addressed include:
 

1. Elementary School requirements to include at least 32 inside/outside 
cameras with two digital video recorders. The equipment must be 
stored in the computer server room on a user friendly shelf with 
wires, well secured, and stored where it does not impede computer 
technology service on their equipment. Further, the room to be 
provided with two separate local network/internet drops.

2. A telephone monitoring system to enable law enforcement and the 
school principal to trace incoming and outgoing calls.

3. Strategic locations for interior security doors and gates in corridors 
for controlling access to building after hours use and during non-
school functions.

4. Card (keyless) readers to specific doors within the building will be 
installed (i.e. loading dock, playground access doors, and bus 
loading area). 

5. Locations for motion detection system
6. Architectural and parking lot lighting in conjunction with local 

county ordinance.
7. Communication capability (hand held radios) for crisis management 

situations and day-to-day operations shall work with the local law 
enforcement bandwidth and frequency accessibility.

8. Wireless access point for  wireless TV  to transmit imaging to remote 
locations.

9. Fencing around schools areas adjacent to unsafe environments (i.e., 
convenience stores, malls, high traffic roadways, non-transportation 
area walking zones, high crime areas and trends, etc).

10. Intercom and call back telephone system for emergency notification 
for classrooms.

11. Push button lock systems to be installed on interior classroom doors 
so that teachers can secure their classrooms immediately upon 
emergency lock down requirements.

12. Facilities Main Entrance to be equipped/constructed in such 
a manner to enhance and provide lock down capability, 911 
notification and channel visitors to main office area.
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administration suite
General Requirements

• The administrative suite to be located adjacent or in close proximity to the main school entrance.
• The administrative suite to be equipped to provide a secure entry to the school.
• The waiting area of the suite to be separated from the work area (receptionists’ space) by a 

reception desk. The waiting area shall be a warm, open, and inviting atmosphere.
• School Access Control – All visitors coming into the school must enter the administrative offices 

immediately through the main entrance vestibule.
• Locate the health clinic adjacent to the administration suite, and accessible from the main hallway 

of the school. Provide a door into the administration suite within view of receptionist.
 
Required Spaces - See Room Matrix

Space Requirements

Reception
• A portion of the reception desk shall be at 42” high, with a lower portion at 30” (ADA). Reception 

desk shall have base cabinets and drawers for desk supplies and files.
• Work counter in the reception area with base cabinets below. A portion of the work counter shall 

be at 30” (ADA)

 Furniture and Equipment Required
1. 6-8 side chairs
2. 1-2 end tables
3. Security Monitor 
4. TV Monitor

Principal’s Office

• A conference room is to be adjacent to the principal’s office.
• The office to contain a toilet, closet/storage area and have windows opening to the front of the 

building.

 Furniture and Equipment Required
1. 1 4-drawer file cabinet
2. 1 executive desk and chair
3. 2 chairs, sidearm
4. 1 credenza, executive
5. 1 small conference table with chairs.
6. TV monitor

Small Conference Room
• There is to be a small conference room in the administrative suite, large enough to hold up to 10 

people.
• Windows are preferred

 Furniture and Equipment Required
1. 1 conference table
2. 8-10 chairs
3. Projector / Interactive Whiteboard 
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Bookkeeper Office
 Furniture and Equipment Required

1. 1 secretarial desk and chair
2. 2 side armchairs
3. 2 legal file cabinets, 4 drawer w/lock (fireproof) 
4. Space for a small fireproof cabinet (5’ x 2’ x 2’) 

Mailroom/Workroom Area
• Within site line or proximity of reception desk.
• Staff mailboxes to be located in the workroom area.
• Up to 64 mailboxes to be provided with a depth of 1’4”.
• Storage to be located below the mailboxes 

 Furniture and Equipment Required 
1. 1 copy machine 
2. 1 large work table 
3. Storage cabinets placed around wall space with counter tops 

Record Storage/Vault
• A storage room to be a part of the administrative suite to provide storage space for materials, 

supplies and files used by personnel who work in it. Vault construction to achieve a 2 hour fire rating  
including ceiling assembly.

 Furniture and Equipment Required
1. Two short bookshelves
2. Filing system to hold the equivalent of 10 five drawer vertical filing cabinets.

Kitchenette
• A small counter with sink, base and wall cabinets to be provided.
• A staff toilet room to be located in the staff lounge.

 Furniture and Equipment Required 
1. Upright refrigerator
2. Receptacles for small appliances (coffee maker, toaster oven)
3. 1 large work table 
4. Table and chairs 

Assistant Principal’s Office

 Furniture and Equipment Required
1. 1 4-drawer file cabinet
2. 1 executive desk and chair
3. 2 chairs, sidearm
4. 1 credenza, executive
5. 1 small conference table with chairs.
6. TV monitor

Large Conference Room
• Near or within Administration Suite( with a door to corridor outside of suite)
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 Furniture and Equipment Required

1. Flexible tables, ability to create large conference table or smaller group tables
2. 16 chairs 
3. Space for a small copier 
4. 8’ white board
5. Presentation wall (projector / interactive white board)

guidance and counseling offices
General Requirements
Counseling offices should be centrally located and easily accessed by other staff, and students and their 
parents.

Required Spaces -- See Room Matrix

Guidance Office
 Furniture and Equipment Required

1. Desk and chair
2. Round table with 4 to 6 chairs
3. 2 filing cabinets
4. 2 book shelves
5. 4’ marker board
6. 4’ tack board

Social Worker
 Furniture and Equipment Required

1. Desk and chair
2. Round table with 4 to 6 chairs
3. 2 filing cabinets
4. 2 book shelves
5. 4’ marker board
6. 4’ tack board

Psychologist
 Furniture and Equipment Required

1. Desk and chair
2. Round table with 4 to 6 chairs
3. 2 filing cabinets
4. 2 book shelves
5. 4’ marker board
6. 4’ tack board

Therapeutic/Counselor
 Furniture and Equipment Required

1. Desk and chair
2. Round table with 4 to 6 chairs
3. 2 filing cabinets
4. 2 book shelves
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5. 4’ marker board
6. 4’ tack board

Educational Diagnostician
 Furniture and Equipment Required

1. Desk and chair
2. Round table with 4 to 6 chairs
3. 2 filing cabinets
4. 2 book shelves
5. 4’ marker board
6. 4’ tack board

Conference Room
 Furniture and Equipment Required

1. Flexible tables, ability to create large conference table or smaller group tables
2. 16 chairs 
3. Space for a small copier 
4. 8’ white board
5. Presentation wall (projector / interactive white board)

clinic
General Requirements

• Clinic should be within the Administration suite, and in close proximity to the reception desk. Provide 
easy access from the outside for emergency responders, however the clinic does not need to be 
on an exterior wall. 

 
Required Spaces - See Room Matrix

Space Requirements

Main Clinic area
• Total of 12’ linear feet of base counter and wall cabinets. All cabinets shall be lockable.
• 1 sink with eyewash 
• A portion of the wall cabinets should include an open cubby area approximately 2’-0” wide x 3’-0” 

tall x 1’-0” deep. Each cubby shall be 6” x 6”.
• All cabinets shall have pull out shelving.
• Dedicated receptacle on generator backup circuit for refrigerator,
• Floor surfaces: sheet good flooring, welded seams
• Casework – nonporous wipe-able surfaces, including counter tops
• Water cooler

 Furniture and Equipment Required
1. Reception style desk with work space for two people 2 desk chairs, 1 short filing cabinet (located 

under desk)
2. TV/Monitor
3. 2 tall filing cabinets (locking)
4. Staff wardrobe
5. 2 tall lockable storage cabinets
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6. 8 student chairs
7. Medical equipment: 1 nebulizer, 1 glucose meter, 1 Titmus vision screener, and 1 audiometer, AED, 
8. Upright refrigerator (6 cu. Ft.) with separate freezer area (lockable)
9. 4’-0” tackboard
10. 4’-0” markerboard

Rest areas (2)
 Furniture and Equipment Required

1. 2 clinic beds per rest area
2. Cubicle curtains with track
3. Dimmable lighting over rest areas

Toilets
• Toilet, sink and shower
• Walls and floor fully tiled.

Exam room
 Furniture and Equipment Required

1. Exam table
2. 3’-0” long base and wall cabinets
3. 2 chairs

library
General Requirements

• The location to be as central as possible (ground floor preferred) or on the floor with the highest 
population of third, fourth and fifth grades. If an academic wing is created, the library to be central 
to that location.

• If in a multi-level building, an elevator to be located nearby to facilitate transportation of library 
materials and equipment on carts.

• Doors locks to the library facility must be keyed differently than regular classrooms for security reasons. 
• In the event this facility will be used for community access when school is not in session, provisions are 

to be made to control access to other areas of the school, as well as easy access to rest room facilities 
within the secured area.

• Lighting to be convenient and capable of darkening or dimming specific areas independently of one 
another.  Lighting consideration to be given to the placement of the bookshelves so that spine labels 
are readable all the way to the bottom shelf.

• The design should be flexible to allow multiple activities and to accommodate future curriculum and 
technological changes.

• Power and data outlets must distributed evenly throughout the library in the furniture, walls, and a 
limited number of flush floor boxes. The library shall be planned for maximum flexibility. 

• Traffic flow to the different areas needs to be considered so that minimal disturbance of instructional 
areas will take place.

• The entire library facility to have easy visual control for supervision and safety. Shelving around 
perimeter walls may be as tall as 60”. Shelving in middle of room may not be taller than 42” .

• All furniture and shelving shall be on wheels (excluding wall shelving).
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Space Requirements

Stacks / Collaborative Area
• One distinct instructional area with square or rectangle tables with seating (min. 30 seats ea.). Another 

instructional area must accommodate 30 students in a floor seating arrangement (no  tables).
• Stacks shall be sufficient for storage of print collection (assuming 12” deep shelving) at a ration of 20 

books per student.
• Circulation desk is to be located near entrance to Library
• Soft seating distributed throughout the Library
• Wired computer stations, in addition to computers and other devices connected via WiFi
• Charging Stations for lap tops and mobile devices.

Circulation Desk 
• Within Stacks / Collaborative Area

Furniture and Equipment Required
1. Min. 2 network connections with sufficient pathways and grommets
2. 1 phone port
3. Multiple power receptacles
4. Rear portion circulation desk - Workspace and raised sides and front to obscure the desktop; 

lockable storage  (drawers, cabinets).
5. Book drop
6. One section must be ADA compliant
7. Flexible furnishings, as described above.

Librarian’s Office
• Located adjacent to main reading room and near staff office with easy access and visibility.

 Furniture and Equipment Required
1. Desk
2. 2 filing cabinets
3. Printer stand
4. 8’-0” tackboard
5. 8’-0” whiteboard

AV Storage / Work Room 
• AV/ Work Room to be located adjacent to main reading room with easy access and visibility to entire 

library
• 24 linear feet work counter with base cabinets, with one 3’ portions of the counter with no base 

cabinets for workstations. Locks on all base cabinets. Counter shall include one 9” deep sink.
• 24  linear feet, 2 shelves high, of 12” deep by 12” open wall shelving above base cabinets and  work 

counter
• 24 linear feet, 5 shelves high of 12” wall shelving (60” tall)
• Center island work counter - 42” deep by 8’ long for larger work area and oversized media. Storage 

cabinets underneath.
• Power and data at regular intervals along counter top 
• Floor space for media retrieval rack with sufficient data ports located properly to connect the Media 

Retrieval System to the LAN (Local Area Network).

 Furniture and Equipment Required
1. Large work table on wheels, 4’-0” x 6’-0”
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Broadcast Studio

• Acoustically attenuated
• Equipped with cloth or painted wall for green or blue screen technology

 Furniture and Equipment Required
1. TV Monitor
2. (2) 30” x 60” tables on wheels, re-configurable into conference table for 6-8 people.
3. 6’ Whiteboard / Dry erase wall surfacing
4. Dimmable lighting

Conference Room
• For use by students and staff
• Collaborative space
• Maximum visibility to main reading area
• Shades for privacy

 Furniture and Equipment Required
1. TV Monitor
2. Dry erase wall surfacing
3. Dimmable lighting
4. Flexible tables, ability to create large conference table or smaller group tables
5. 16 chairs 
6. Presentation wall (projector / interactive white board)

Computer Tech Trainer and Technology Resource Trainer Office
• May be located within the library, or centrally located within building

 Furniture and Equipment Required
1. 2 desks
2. 4 task chairs (2 at desk, 2 at work counter)
3. 2 filing cabinets
4. Printer stand
5. Small conference table and chairs for 4-6 people.
6. 20 linear feet of  work counter for device repair. Base cabinets with drawers and doors below, with 

(2) 3’-0” open spaces for workstations. Provide sufficient power and data for multiple devices.  
7. 20 linear feet, 2 tiers high of 16” deep wall shelves above work counters
8. 8’-0” tackboard
9. 8’-0” whiteboard

MDF -- SEE BUILDING SUPPORT
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core learning studios
General Requirements

• Flexible teaching environment focused on the learning experience
• Furnishings shall be ergonomically appropriate for the age of the occupants
• Equipment and fixtures shall be mounted at heights appropriate for the age of the occupants
• Furniture to be flexible, lightweight, and on wheels.
• Provide the following spaces (as necessary)  within a Collaborative Commons per grade level:

 ○ Break Out
 ○ Pod
 ○ Genius Bar
 ○ Tool Box
 ○ Workroom / Conference
 ○ Tutorial / Office

child development (pre-kindergarten)

Required Spaces -- See Room Matrix 

Space Requirements
 Furniture and Equipment required

1. (18) 15” wide x 30” wide x 24” deep student cubbies for jackets and backpacks
2. 16’-0” of counter with base cabinets below and wall cabinets above
3. Accessible sink with goose neck faucet and bubbler in counter.
4. 2 dry erase boards (16 feet and 8 feet)
5. 2 tack boards (10 feet and 8 feet)
6. Teacher desk with printer station
7. Tables and chairs for up to 18 students
8. 1 round table and chairs for up to 6 students
9. Interactive White Board / Projector
10. 1 filing cabinet
11. 1 water table
12. 1 low storage unit (fits under white board)
13. 1 mobile paper storage cabinet
14. 1 computer cart
15. 1 tote tray storage
16. 1 tall bookcase
17. 1 short bookcase
18. 1 mobile teacher wardrobe
19. Play Kitchen set or combination kitchen unit (for centers)
20. Block storage cabinet (47-1/4”W x 30”H x 11-1/2”D - with five cubbies for storage)
21. Dramatic play center (puppet theater on one side, marker board on other. Approximate 

dimensions: 48”W x 15”D x 47”H
22. Book display stand. Approximate dimensions: 30”x35-1/4”x20”
23. Tri-folding storage cabinet for games. Approximate dimensions: 26” W x 47-3/4”L x 37-3/4”H 
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kindergarten
Required Spaces -- See Room Matrix 

Space Requirements
 Furniture and Equipment required

1. (24) 15” wide x 30” wide x 24” deep student cubbies for jackets and backpacks
2. 16’-0” of counter with base cabinets below and wall cabinets above
3. Accessible sink with goose neck faucet and bubbler in counter.
4. 2 dry erase boards (16 feet and 8 feet)
5. 2 tack boards (10 feet and 8 feet)
6. Teacher desk with printer station
7. Tables and chairs for up to 24 students
8. 1 round table and chairs for up to 6 students
9. Interactive White Board / Projector
10. 1 filing cabinet
11. 1 water table
12. 1 low storage unit (fits under white board)
13. 1 mobile paper storage cabinet
14. 1 computer cart
15. 1 tote tray storage
16. 1 tall bookcase
17. 1 short bookcase
18. 1 mobile teacher wardrobe
19. Play Kitchen set or combination kitchen unit (for centers)
20. Block storage cabinet (47-1/4”W x 30”H x 11-1/2”D - with five cubbies for storage)
21. Dramatic play center (puppet theater on one side, marker board on other. Approximate 

dimensions: 48”W x 15”D x 47”H
22. Book display stand. Approximate dimensions: 30”x35-1/4”x20”
23. Tri-folding storage cabinet for games. Approximate dimensions: 26” W x 47-3/4”L x 37-3/4”H 

grades 1-2 
Required Spaces --  See Room Matrix

Space Requirements
 Furniture and Equipment required

1. (24) 15” wide x 30” wide x 24” deep student cubbies for jackets and backpacks
2. 16’-0” of counter with base cabinets below and wall cabinets above
3. Accessible sink with goose neck faucet and bubbler in counter.
4. 2 dry erase boards (16 feet and 8 feet)
5. 2 tack boards (10 feet and 8 feet)
6. Teacher desk with printer station
7. Tables and chairs for up to 24 students
8. 1 round table and chairs for up to 6 students
9. Interactive White Board / Projector
10. 1 filing cabinet
11. 1 water table
12. 1 low storage unit (fits under white board)
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13. 1 mobile paper storage cabinet
14. 1 computer cart
15. 1 tote tray storage
16. 1 tall bookcase
17. 1 short bookcase
18. 1 mobile teacher wardrobe

grades 3-5  
Required Spaces --  See Room Matrix

Space Requirements
 Furniture and Equipment required

1. (24) 15” wide x 30” wide x 24” deep student cubbies for jackets and backpacks
2. 16’-0” of counter with base cabinets below and wall cabinets above
3. Accessible sink with goose neck faucet and bubbler in counter.
4. 2 dry erase boards (16 feet and 8 feet)
5. 2 tack boards (10 feet and 8 feet)
6. Teacher desk with printer station
7. Tables and chairs for up to 24 students
8. 1 round table and chairs for up to 6 students
9. Interactive White Board / Projector
10. 1 filing cabinet
11. 1 water table
12. 1 low storage unit (fits under white board)
13. 1 mobile paper storage cabinet
14. 1 computer cart
15. 1 tote tray storage
16. 1 tall bookcase
17. 1 short bookcase
18. 1 mobile teacher wardrobe

collaborative commons

General Requirements
• Promote small, medium, and large group collaborative work and additional instructional support.
• Centrally located at each grade level
• Visually connected to Learning Studios for maximum supervision
• Acoustically fine-tuned to control ambient noise

Space Requirements (See also areas below also included in Collaborative Commons)
Furniture and Equipment required - (exact furniture requirements will vary per grade level and design 
intent.)
1. Flexible furniture promoting student choice, multiple learning styles, and varying group sizes
2. Dry erase surfaces 
3. Wireless access for portable devices
4. Power and Data at convenient locations, including flush floor boxes in larger areas
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5. Dimmable lighting
6. Presentation area with large format projection and integrated speakers

Break Out
• Within Collaborative Common
• Small group area 
• High visibility

Furniture and Equipment required 
1. Dry erase surfaces
2. Power/ data 
3. Flexible furnishings
4. Boundary defining elements (partial height walls, changes in floor finish, changes in ceiling plane)

Pod
• Within Collaborative Commons
• Small, enclosed feeling group area
• High visibility

Furniture and Equipment required 
1. Dry erase surfaces
2. Power/ data 
3. Flexible soft floor seating (pillows, stools)
4. Boundary defining elements (partial height walls, changes in floor finish, changes in ceiling plane)

Genius Bar
• Within Collaborative Commons
• Standing or sitting height counter for computers / devices
• Can serve as “help desk”  or small group training
• High visibility

Furniture and Equipment required 
1. Ample data and power, including USB charging ports
2. Printer station
3. Lockable storage for paper and ink
4. Dimmable lighting above screen areas.

Tool Box
• Within Collaborative Commons
• Either an enclosed room or separated storage area to house teaching and learning supplies
• Some visibility to commons

Furniture and Equipment required 
1. 6’-0”  long, 7’-0” tall, 24” deep wall storage with lockable doors
2. 6’ -0” long, 3’-0” tall, 24” deep open storage / cubbies at student eye level
3. 12’-0” long counter with base cabinets (lockable doors and drawers) and wall cabinets
4. ADA sink with bubbler in counter
5. Power/ data at regular intervals at counter
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Workroom / Conference

• Within Collaborative Commons
• Enclosed for small group work for upper elementary or teacher led small group work for younger 

students.
• Some visibility, shades for privacy during testing

Furniture and Equipment required 
1. Dry erase surfaces
2. Power/ data 
3. Presentation wall (projector/interactive white board)
4. Flexible chairs and tables (seating for 6)

Tutorial / Office
• Within Collaborative Commons
• Medium visibility
• For use as tutoring space / testing area
• Flex office space for additional staff
• Acoustically attenuated

Furniture and Equipment required 
1. Dry erase surfaces
2. Power/ data 
3. 3’-0” long, 7’-0” tall, 15” deep wall storage for supplies.
4. Flexible tables and chairs for 6 (maximum).

special education 
General Requirements

• Self contained learning studios to be distributed throughout school
• Consider travel distances for students with ambulatory disabilities

 
Required Spaces - See Room Matrix

Space Requirements

Self-contained Learning Studios
• This is a special education academic classroom designed for students with more significant disabilities.
• There are usually no more than 8 students per classroom and most often only one subject is taught.
• This small group instruction allows for reinforcement of academic skills, remediation, test taking and 

review, and SOL remediation.
• Each studio shall have an accessible toilet room with a changing area.

 Furniture and Equipment Required
1. (8) 15” wide x 30” wide x 24” deep student cubbies for jackets and backpacks
2. Accessible Sink with bubbler
3. 2 teacher desks and chairs
4. Tables and chairs for 8 students
5. One 6’ work counter with sink, base cabinets, and wall cabinets with doors
6. One 4’ long teacher wardrobe
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7. Two 8’ tack boards, located on either side of the partition wall
8. Two 8’ dry erase boards, located on either side of the partition wall
9. Interactive white board / projector
10. Resilient flooring throughout the classroom
11. Dimmable lighting
12. Portable therapy swing, if required.
13. 1 filing cabinet
14. 1 short bookcase
15. 1 tall book case

Resource Room
• Instructional resources such as gifted programs, English as a second language, learning disabilities/

differences, and primary support teacher
• 2 staff members
• 4-6 students at a time

 Furniture and Equipment required
1. Table with chairs for 4-6 students
2. Desks with chairs
3. 4’ teacher storage cabinet
4. 8’ dry erase board
5. 8’ tackboard
6. Portable therapy swing, if required.
7. 1 filing cabinet
8. 1 short bookcase
9. 1 tall book case

Resource Storage Room
• Shelving around perimeter of room for storage of mobility equipment, mats, and wedges

Resource Offices
Furniture and Equipment required

1. Desk with chair
2. 1 table with 4 chairs
3. Filing cabinet
4. 1 tall book shelf
5. 1 short book shelf
6. 4’ dry erase board
7. 4’ marker board
8. 1 short bookcase
9. 1 tall book case

Occupational Therapy / Physical Therapy
• Clear floor space for a variety of activities and equipment
• Structural grid below ceiling for attachment of various types of equipment

Furniture and Equipment Required
1. Coat rack / pegs for up to 8 coats
2. Accessible Sink with bubbler
3. Table and chairs for 2 adults
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4. 1 filing cabinet
5. Tables and chairs for 6 students
6. One 6’ work counter with sink, base cabinets, and wall cabinets with doors
7. One 4’ long teacher wardrobe
8. Two 8’ tack boards, located on either side of the partition wall
9. Two 8’ dry erase boards, located on either side of the partition wall
10. Interactive white board / projector
11. Resilient flooring throughout the classroom
12. Dimmable lighting
13. Portable therapy swing, if required.
14. 1 low bookshelf 
15. 3 tall, 16” deep shelving units

Sensory Room
• Soothing environment
• Medium visibility, with shades for privacy

Furniture and Equipment required
1. Dimmable indirect lighting, various color options if possible
2. AV system for ambient music/video
3. Soft, tactile surfaces
4. Soft, flexible furniture arrangements
5. Room darkening shades at exterior windows.
6. Carpet tile, cork, rubber, or other soft resilient floor
7. (2) 3’-0” wide x 7’-0” x 16” deep storage cabinets
8. 8’-0” tackboard

wellness education
General Requirements

• Design should promote wellness, and feel bright and connected to nature. Use daylighting strategies 
to bring natural light into the Gymnasium.

• Located near public entrance to school, with controlled access after hours for community use. 
• Adjacent outdoor play and recreation 
• Adjacent to one typical Learning Studio with door to exterior for use by community groups (e.g. Boy/

Girl Scouts, HOA’s) renting the gymnasium.
• Adjacent to ganged toilets for students and adults
• Access to shared cleaning supply closet with custodial staff

Required Spaces -- See Room Matrix

Space Requirements

Gymnasium
1. Synthetic sports flooring
2. Traverse climbing wall
3. Striping for basketball, volleyball, and 4 pickleball courts 
4. Folding basketball goals 
5. 4 rows of bleachers (retractable) on long wall
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Gymnasium Storage Room
1. Double doors for easy access
2. One wall with continuous adjustable wall shelves (heavy-duty standards and brackets)

After School Program Room / Storage
1. Double doors for easy access
2. Near gymnasium
3. Desk and chair
4. Filing Cabinet
5. One wall with continuous adjustable wall shelves (heavy-duty standards and brackets)

Wellness Staff office
1. 2 Desks with filing cabinets
2. 2 Tall Filing Cabinets
3. 4’ Tack board
4. 4’ White board
5. Visibility into gymnasium

Exterior Toilets (toilets with doors facing outside)
1. Unisex toilets for use by students playing outside and community members using the fields.

Kitchenette / Warming Kitchen
1. 15 linear feet of base cabinets and wall cabinets
2. Upright refrigerator
3. Residential oven (no cooktop)
4. 24” wide, 9” deep sink with disposal

learning lab -- maker space
General Requirements

• Centrally located within school 
• Adjacent to exterior teaching area and near Library
• Flexible, creative environment for making, exploration, and tinkering

Space Requirements
 Furniture and Equipment required

1. 16’-0” of counter with base cabinets below and wall cabinets above
2. Accessible sink with goose neck faucet and bubbler in counter.
3. Studio tables and chairs (both one wheels and adjustable in height) for 24 students
4. Teacher desk and chair
5. 2 dry erase boards (16 feet and 8 feet), or dry erase paint on wall surface
6. 2 tack boards (10 feet and 8 feet)
7. 1 mobile teacher wardrobe
8. 1 rolling whiteboard
9. Consider floor boxes or overhead power for workstations
10. Power/Data at regular intervals around perimeter of room
11. Confirm power requirements for special equipment (e.g. 3D printer).
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12. Consider the following storage solution for ‘maker’ materials available to student:

• Slatwall for materials and display
• Pegboards for tools
• Open cubbies
• Adjustable wall shelves

learning lab -- flex / computer
General Requirements

• Centrally located within school
• Adjacent to Maker Space 
• Multipurpose lab to accommodate art, science, or computer 

Space Requirements
 Furniture and Equipment required

1. 16’-0” of counter with base cabinets below and wall cabinets above
2. Accessible sink with goose neck faucet and bubbler in counter.
3. Tables and chairs for 24 students, consider desks with cord management systems and/or power
4. Teacher desk and chair
5. 2 dry erase boards (16 feet and 8 feet), or dry erase paint on wall surface
6. 2 tack boards (10 feet and 8 feet)
7. 1 mobile teacher wardrobe
8. 1 rolling whiteboard
9. Consider floor boxes or overhead power for workstations
10. Power/Data at regular intervals around perimeter of room

Storage / Work Room storage room
• Shared by Maker and Flex/Computer Labs
• One wall with continuous, 16” deep adjustable wall shelving (standards and brackets)
• Power and data for miscellaneous equipment
• Floor area for miscellaneous material and prep table

learning lab -- art
General Requirements

• Centrally located within school
• Access to outdoor art patio 
• Abundance of glare-free natural light
• Flexible furnishings for multiple room arrangements
• Adjacent to Kiln room and Art Storage Room

Required Spaces --See Room Matrix

Space Requirements
Classroom
 Furniture and Equipment required

1. Interactive white board / projector
2. 24’ of counter top with base cabinets below and wall cabinets above. 
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3. 3 sinks at various heights (for Pre-K through 5th Grade). Sinks shall be 9” deep with gooseneck 

faucets and bubblers. At least one shall be accessible.
4. (1) 36’ deep wardrobe unit to accommodate paper media and other materials of different sizes.
5. 1 mobile teacher wardrobe
6. 16’ and 8’ white boards
7. 3 tack boards, 4’ each
8. Flat file
9. Drying rack
10. 1 teacher desk (lockable) and chair
11. Studio tables and chairs (both one wheels and adjustable in height) for 24 students
12. 2 file cabinet
13. 1 short bookcase
14. 1 pencil sharpener
15. Utility cart 

Kiln Room
1. 1 large kiln with exhaust hood, preferably on exterior wall
2. 2 drying cabinets
3. Art cart-100 shelves
4. Clay container with dolly
5. Storage
6. Floor drain with sediment trap.

Storage Room
• 24” deep adjustable shelving (heavy duty standards and brackets) around perimeter of room

learning lab -- music
General Requirements

• Centrally located within school, close to performance space (gymnasium platform) if possible
• Extra acoustically attenuation on floors, walls, ceilings, and door seals.
• Flexible environment for movement, hands on learning, and group activities
• Adjacent to Music Storage Room

Required Spaces -- See Room Matrix

Space Requirements
 Furniture and Equipment required

1. 16’-0” of counter with base cabinets below and wall cabinets above
2. Accessible sink with goose neck faucet and bubbler in counter.
3. Interactive White Board / Projector
4. 22’ white boards
5. 16’ Tack boards
6. Teacher desk and chair
7. 30 student chairs
8. Carpet flooring
9. 1 Roland digital piano for classroom
10. 5 bookshelves
11. Folder chorus cabinet (75 count) 
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12. Two rectangular tables (30” x 60”)
13. Flat file
14. Portable Sound System

• 12 channel mixing board
• 4 solo microphones
• 3 condenser microphones
• 2 speakers
• 2 monitors
• Various connecting cables in relation to size of stage
• 4 straight microphone stands
• 3 boom stands for condenser microphones

15. AV/IT station to accommodate portable sound system inputs, portable stereo unit, in addition to 
typical computer interface. Coordinate with staff.

16. 3 Filing cabinets
17. Musical instrument storage system, 24  linear feet long, to house a variety of instruments. Coordinate 

with instructor/staff.

food services
General Requirements

• Student dining area = 1/3 of the student population
• Promote health and nutrition 
• Celebrate communal dining
• Views to outdoors and bountiful daylight with glare and heat gain control
• Adjacent to play areas
• There will be 2 serving lines
• Long tables will be used for the student seating area.
• Provide hand-washing station in the student Dining area (for student use).
• The kitchen area is noisy and should be acoustically separated from the dining area.
• Air conditioning in kitchen.
• Provide direct access to custodial services from the kitchen and serving areas. Trash removal from 

the area should go around the kitchen and not through it. The kitchen should be located on an 
outside wall for direct delivery of supplies.

• In general, these areas to allow direct relationship with the administrative services but to be readily 
accessible to other departments in the school. Area to be located near a lobby with outside 
entrance doors to help accommodate use by community groups. Cafeteria to be close enough to 
the guidance suite, library and other student service areas so that students can utilize those areas 
during lunch periods without disrupting instructional areas.

Interior Environment Considerations

Lighting
• At least 20 foot candles of light to be required on all work surfaces, storage areas (dry and 

refrigerated), in food preparation area, utensil and washing areas, toilet rooms, locker rooms in 
storage areas and garbage room.

• All lighting to be provided with a shield.
• Consider LED lighting.
• Windows (natural light), with screens, required in dining areas. 
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• Windows shall have Low-E coating

Color / Finishes
• Wall colors to provide for a pleasant atmosphere.
• Colors to enhance the appearance of foods.
• Kitchen walls and ceilings must be smooth, light in color, and easy to clean.
• Kitchen floors to be of quarry tile.
• Resilient flooring in dining space

Thermal
• In the kitchen serving and dish washing area, it is essential that all areas be adequately vented to 

assure proper room temperature during each season with air conditioning provided.
• The dry storage areas to maintain constant temperature not to exceed 70º. Provide stand-alone 

HVAC units if required.
• Walk-in freezers and refrigerators will respectively need to be 0º F and 40º F.
• Walk-ins will have glass in door.
• Provide wall fan for extra air circulation at dish washing station (steam control)
• Dining Area will be used year round.

Space requirements (See also subsequent Equipment List for additional requirements)

Prep/Serving Areas and other General Requirements
1. Proportions of are to be 2:1.
2. Serving area adjacent to dining entrance and seating areas.
3. Food storage areas to be convenient to receiving foods.
4. The office to be convenient for viewing of all kitchen areas, and to have a good view of the loading 

dock and back door.
5. The laundry area shall be located on an outside wall so it can be properly ventilated. The laundry 

room needs the ability to be secured for food services staff use only.

Dry Storage Room
1. Storeroom wire shelving
2. Dunnage racks

Cafeteria Manager Office
1. Perimeter counter with base cabinets and wall cabinets. Provide space for two workstations at 

counter, with power, data, and filing cabinets.
2. One telephone
3. Network connections to each POS (Point of Sale) machines should be run to this office (in addition 

to the network drops)

Toilet / Locker Area
1. A separate room toilet room with a sink for use by male and female staff.
2. A locker room with space for 8 lockers.
3. Space for the chemical storage unit

Laundry Room
1. 2 wall shelves
2. Washer
3. Dryer
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Student Dining

1. Furniture on wheels for maximum flexibility
2. Window shades
3. High bay ceiling space
4. Analog clock
5. Dish return area
6. Dispersed recycling and trash areas
7. Speaker system connected to IT/AV control station at platform
8. Ceiling mounted Projector connect to IT/AV station and one motorized projection screen at 

platform.

Chair and table storage
1. This area to have double doors, 8’-0” tall x 6’-0” wide

Platform
1. 24” above gymnasium floor
2. Accessible ramp
3. Theatrical Curtains
4. IT/AV control station - confirm equipment requirements with staff

Loading Dock (See also Building Support)
1. Semi-Truck access and turn around
2. Near kitchen storage
3. 3 Dumpsters—near loading dock for ease in depositing of heavy trash deposits. Need a large 

concrete pad to allow trucks to pick up dumpster. If Dumpsters are not adjacent to loading dock 
area, then provide enclosure around dumpster area.

4. Provide a direct exit from the student dining area to the dumpsters.
5. A doorbell should be provided near the loading dock and with a peephole on the door.

Equipment List

Serving Area
1. 2 cashier stands with registers

Kitchen Area
1. 2 milk coolers
2. 2 hot food tables
3. 2 plain top food units with cold food display
4. 1 ice cream cabinet with over shelf
5. 2 portable pass-thru heated cabinets
6. 5 worktables
7. 4 roll-in universal angle racks
8. 1 roll thru refrigerator
9. 2 portable tray trucks
10. 1 enclosed base worktable
11. 1 fire suppression hood
12. 2 portable utility carts
13. 2 double-deck convection ovens
14. 1 steamer
15. 1 baker’s table with cantilevered over shelf
16. 4 portable ingredient bins
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17. 1 12-gallon tilting kettle
18. 1 mixer accessory tree
19. 1 60 quart mixer
20. 1 kettle stand
21. 1 kettle caddy
22. 1 40-gallon tilting kettle
23. 1 floor trough
24. 2 pot racks
25. 1 slicer with slicer stand
26. 1 prep sink table
27. 2 faucet/spray assemblies
28. 1 disposer
29. 1 food processor
30. 1 can opener
31. 4 hand sinks with wrist handle
32. 1 microwave oven
33. 1 coffee maker
34. 1 ice machine
35. 1 reach-in refrigerator
36. 1 portable pot storage unit
37. 1 pot sink
38. 1 pot rack
39. 1 portable rack with work top

Dishwasher Area
1. Dishwasher conveyor rack with limit switch
2. 1 clean dish table
3. 1 wall shelf
4. 1 booster heater
5. 2 dishwasher exhaust duct extensions
6. Dishwasher
7. Disposer
8. 1 hose reel/pre rinse
9. 1 soiled dish table
10. 1 overhead coiling door

Refrigerator/Freezer
1. Walk-in cooler
2. Cooler unit cooler
3. 2 portable shelf units
4. Walk-in freezer with low temperature alarm.

Health and Safety
1. Strict adherence to Health Department Regulations should be maintained.
2. Custodians to have access to the can wash and trash area without going through the kitchen.
3. Location of the kitchen to allow for delivery trucks to enter without  crossing areas where students 

will be walking such as wellness education activities.
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Electrical Considerations

1. All equipment to be checked for specific electrical requirements and these must be 
accommodated. 

2. Electrical outlets to be provided approximately every six feet around each wall. The outlets may 
be placed at 41” above the floor whenever this would make them easier to use.

3. Each work area in the kitchen to have two or more outlets. Outlets in the center of the room 
to be placed where they will not be in walking areas if tables are moved. Outlets could be 
mounted on non-portable equipment to eliminate stubbing up from floor.

4. If electrical outlets for the cooking area are provided in the floor, than the receptacles to be 
recessed.

5. Intercom service and telephone service are needed in the kitchen office. Intercom and television 
service will be needed in the dining area according to that supplied in the rest of the school.

6. In the outside loading area four electrical outlets to be provided.
7. Analog clocks to be provided in each area, serving line, and office.
8. No electrical panels or other items to be placed in kitchen work  areas. No heaters to be placed 

in the dry storage areas.
9. Electrical distribution center for equipment.

Plumbing Considerations
1. Toilet and locker facilities are needed as part of the kitchen area for employees.
2. Handle-less hand wash sinks are needed in the dish washing area, kitchen, and toilet area. 

Handle-less cooled drinking water fountains should be provided in the dining area.
3. Each piece of equipment to be checked for floor drains. Floor drains shall have enamel basin 

(floor sink).
4. Heating equipment that cooks with direct steam is preferred.
5. Floors under cooking equipment to be recessed or pitched to a drain or drains.
6. The floor drain for the tilting kettle coordinated with the draw-off function of the kettle. Drain for 

steam kettle should line up with drain on floor.
7. Grease trap to be located outside of the building for cleaning access.
8. Hose bib is needed adjacent to the dish washing area.
9. Sanitization dispensing unit in the sanitizing sink needs to be hooked up to warm water not cold 

or hot water.

Safety Controls
1. All food service equipment to be furnished with the proper safety guards and safety valves.

building support
General Requirements

• Physical plant connected to Building Automation System
• Design should take into account for clearances for proper installation and maintenance of all 

systems.
• Network data nodes shall be strategically located

Required Spaces -- See Room Matrix
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Space Requirements

Toilets
• Gang toilets at 3rd, 4th, 5th grade levels, and strategically placed near Library, Dining, and Gymnasium.
• Unisex Toilet(s) at each grade level for Staff or students.
• Locate toilets near areas where public use may be required such that they can be accessed while 

other parts of the school are closed off for public use
• Toilet finishes shall be non-porous and durable
• Provide water and energy efficient fixtures consistent with sustainability goals of the project.
• Accessible toilets provided as required, with universal design principles for all toilet areas.

IDF (SEE LIBRARY FOR MDF)
• Strategically located at hubs/wings of school
• Provide clear floor area for work clearances at racks
• Ventilation / supplemental cooling as required

Maintenance Workroom
• 1 - 4 drawer file cabinet
• 1 - 4’ x 4’ tack board for information items
• 1 metal top bench 4’ x 4’ complete with metal vices
• 1 small parts storage cabinet
• 1 paint / volatile fluid storage cabinet
• A minimum of 100 feet of adjustable floor to ceiling shelving is required
• Network connections – provide (2) single-gang, single port drops.

School Storage Supply Area
• This dedicated area is provided for the general storage of school duplicating paper, AND storage 

of all-purpose tables and chairs. This space also to function for receiving and distribution of large 
quantities of instructional supplies and equipment. This space to be near the receiving dock.

Loading Dock area (shared with Custodial staff and Food Service)
• Direct access is needed to the loading dock for the general maintenance and custodial services that 

is not through the cafeteria.
• Ideally, it should be located near the mechanical room. (Needs to accommodate large 18- wheel 

trucks)
• Loading Dock area needs a large turn around for the trucks (including the cafeteria access).
• A ramp is needed for custodial service to the loading dock.
• Eyewash to be located near the custodial/general maintenance office or closet.
• Doorways from loading dock should have removable mullions to allow for large sized deliveries.
• Doors from loading dock to kitchen shall be 48” wide to allow for equipment install

Mechanical Room
• 7’ tall x 30” wide storage unit for parts
• 4’ tall x 30” wide storage unit for parts
• Single gang, single port drops
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custodial
General Requirements

• Strategically located throughout the school
• 1 custodial closet in kitchen area

Required Spaces -- See Room Matrix

Space Requirements

Work/Storage Area
• A large custodial storage area for such cleaning items is required for storing auto scrubbers and 

propane buffer. 
• Provide utility sink and floor drain
• Toilet Room
• Power at regular intervals around perimeter of room
• Industrial shelving along walls

Office
• The office is to provide the custodial staff with a space for 1 desk, file cabinets, and the storage and 

use of office equipment and supplies.
• 1 4’ x 4’ tack board for information items
• Rest room to be provided for the general maintenance
• Power and data for computer and other equipment

Custodial Closets
• 5 to 6 Custodial closets to be placed appropriately throughout the building for mops and mop sink, 

towels, cleaners, and paper products. 
• One duplex outlet to be provided in each custodial closet.
• Floor drain
• Mop sink with ceramic tile splash 3’-0” tall on walls. 
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exterior spaces
1. Minimum site size for an elementary school is 20 acres.
2. Site Program Requirements (Minimum) -- See also Room Matrix

• Rectangular field - multipurpose for school play, soccer, lacrosse, and football (if required)
• Alternate field - diamond for t-ball, baseball and/or softball. Requirements to be determined by the 

Division based on location, proximity to other fields, and input from Parks and Recreation.
• (3) Playgrounds adjacent to Pre- Kindergarten and Kindergarten, and lower and upper elementary 

grades
• (2) blacktop play areas 
• Asphalt walking path. Path may be naturalized shape, adjacent to play areas and fields, and 

include fitness stations or nature stations.
• Accessible (ADA) paths to fields, track, and play areas.

3. Pupil Transportation
• Bus loop to be located in front or side of the school.
• Designate parking in bus loop for up to 10-12 school buses, plus space for up to 3-4 special needs 

buses. Number bus parking spaces.
• The bus loop to have adequate length to allow the buses to line up single file along the curb so 

Elementary students have easier access and are less likely to step off the curb trying to locate their 
bus.

• Provide adequate turn around for buses.
• Provide parent-drop off area at a location separate from the bus loop and the receiving service 

area
4. Provide 120 parking spaces for faculty, staff, and visitors. Provide required handicapped parking spaces 

for cars and two spaces for vans located near main entrance of school.
5. Sidewalks between the parking and the school to provide safe pedestrian access to the building.  

Sidewalks to connect to adjacent neighborhoods to facilitate pedestrian access to the school.
6. All roadways and sidewalks to have curb and gutter.
7. If possible, provide drivable reinforced sidewalk around the perimeter of the building, connecting parking 

areas, for emergency access.
8. Landscaping

• Bio-retention SWM/BMP with ground cover
• Provide low maintenance ground cover (xeriscaping)
• No loose rocks shall be used as ground cover.
• Limit small areas of grass between parking and access drives.
• Limit unnecessary signage not required by Fire Marshall

9. Provide a school sign with manual marquee messaging capability.
10. Provide (1) flagpole with light.
11. Provide one storage building (20’ x 30’). Storage building shall be metal frame construction with vinyl 

siding and standing seam metal roofing. Provide 12’ wide roll up access door, and one swing door.
12. All fencing and gates to be black vinyl coated. Fence location(s) dependent on site location and safety 

needs (See Safety and Security). 


