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Executive Summary 
 

The Hingham Public Library currently serves a resident population of 22,157, but our growing 

community is expected to reach 25,264 by 2035.  And with 27% of our annual circulation going to 

non-residents, our extended service population is expected to reach 32,085 by 2035.  Our current 

building, with a previous renovation completed in 2002, is 50,393 gross square feet, with 40,000 net 

usable square feet.  That renovation, however, involved expanding into the adjacent and vacated 

Town Hall, resulting in several inherited deficiencies that have severely hampered our popular 

Children’s Department, and our ability to offer sufficient meeting spaces and study rooms.  Our 

proposed expansion would increase the size of the facility to 54,596 net usable square feet, with a 

total gross of between 68,245 and 70,975 square feet. 

 

Through two recent surveys, our patrons have spoken.  We have a pronounced lack of electrical 

outlets; shelving that is either too high or too low for easy access; poor lighting and signage; 

insufficient seating to meet demand; single pane windows that are not energy efficient; a parking lot 

that does not even meet our current demands, let alone the demands of a growing community; and a 

Children’s Department that is divided among multiple rooms with little to no sight lines between 

spaces, resulting in serious safety and security issues, to say nothing of the way this fractured space 

impacts efficiency of service and patron accessibility.   

 

The library we are proposing is the library our patrons want.  It is the library they deserve. 

Library Planning Participants 
 

There are a number of key committees and individuals who have been essential in the planning and 

design efforts for much-needed improvements to the Hingham Public Library, in addition to the 

input from community members, local residents, library users and staff who participated in two 

major surveys that used both quantitative and qualitative data collection methods to gather 

information about library building spaces and services, resulting in over 1,300 responses. 

 

Committees involved in the planning process include the Library’s Futures Task Force, the Long 

Range Planning Committee, and the Library Building Needs Working Group. Members of these 

committees include: 

 

Trustees 

 David J. Mehegan, Chairman 

 Edward D. Boylan, Vice Chairman and Chair of the Library’s Futures Task Force 

 Arthur T. Garrity, Jr., Secretary 

 Thomas J. Carey, Chair of the Library’s Operations and Long-Range Planning Committees 

 Nelson G. Ross, Esq. 

 Charles B. Abbott, Esq. 

 Bonnie Hobbs 

 Elizabeth Eldredge 

 Jo Ann Mitchell 

 Michael Spatola 
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Staff  

 Linda Harper, Library Director 

 Debbie Clifton, Assistant Director 

 Peter Thornell, Collection Development Librarian 

 Meghan McCusker, Young Adult Librarian 

 Jill Blair, Head of Technical Services 

 Laura Arsenault, Library Technician 

Community Members 

 Derek Smith, Principal Hingham Middle School 

 Barbara Farnsworth, Director of Elder Services, Town of Hingham 

 Rick Rizzotto, resident 

 Tom Ventresca, resident 

 Anne Marie Gean, resident 

 Melissa Fairfield, resident 

 Sara Ader, resident 

 

Community Information and More 
 

Origins of Community 
When European settlers first arrived in 1633, they named the area Bare Cove and maintained a 

friendly relationship with local Native Americans from a tribal branch of the Algonquin Nation.  In 

1635, when the Reverend Peter Hobart and his followers arrived, the area was renamed “Hingham” 

in honor of their hometown of Hingham, England, and incorporated as the 12
th

 town in the 

Massachusetts Bay Colony. 

 

In 1681, the 140 families residing in Hingham raised funds to build the Old Ship Meeting House, 

the oldest wooden church structure in the nation that is still in continuous use.  During the 

American Revolution, about 600 men from Hingham served in the war, and the Town’s population 

grew to approximately 2,000.  After the war, the economy flourished and fishing, farming, 

shipping and milling were the primary occupations.  In 1784 the Derby School, later Derby 

Academy, was established as the first co-educational school in the nation.  

 

In the 19th century, Hingham's fishing industry peaked, with 65 fishing vessels and the fourth 

largest mackerel fleet in the country.  It was such an important port that for 45 years there was a 

customs house marking Hingham as an official port of entry to the United States.  By the Civil 

War, the population had grown to 4,000, 854 of whom served in the war. 

 

During the 20th century, Hingham experienced dramatic changes due to war.  In 1906, the Navy 

built a "Magazine" on 697 acres in North Hingham to store ammunition for the North Naval 

Reserve Atlantic Fleet.  In the South End of town, 500 sailors were stationed at "Camp Hingham.”  

In 1942, 150 acres along the harbor were taken for a shipyard to build convoy ships, marking a 

time of mass production as Hingham turned out up to 16 ships at a time, employing about 24,000 

people who worked seven days a week, around the clock. 
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After the war years, there was an urgent need for housing and schools to accommodate returning 

service men and the resulting baby boom, so the housing stock continued to expand.  By the 1970s, 

the Town began to focus on acquiring land to preserve as open space, and this concern for the 

environment and quality of life continues to remain a priority in Hingham today. 

 

Now primarily a residential community composed of 22.59 square miles, Hingham is connected to 

Boston by highway, bus, commuter boat and the restored Greenbush commuter rail line.  It has 

multiple recreation sites on fresh and saltwater, and within parkland.  Hingham today looks to the 

future with an eye to preserving its rich history, so evident in the remarkable architecture preserved 

in both public and private buildings, and in the protection of its open space. 

About Hingham: History. Retrieved from: http://www.hingham-ma.gov/435/History 

  

Population and Social/Economic Information 
Hingham is a largely residential established suburb, with a total population of 22,157 and 8,953 

housing units.  Many of the town’s residents live in owner-occupied single family homes and can be 

described as fairly affluent, well-educated, and working in white collar professional and managerial 

positions, with a median household income of $111,714 in 2013.  The median age in Hingham is 44, 

with just over 70% of the total population over the age of 21, and 96.8% of the population’s race is 

white.  In 2015, there were 4,328 children in grades PreK-12 enrolled in Hingham public schools.  

Additionally, Hingham has seen a steady increase in the number of senior residents who are age 60 

and over, currently totaling 5,735 residents who comprise 26% of the Hingham population. 

 
Hingham Public Library Long Range Plan 2016-2020. Retrieved from: http://www.hinghamlibrary.org/170/Long-

Range-Plan 

 

Mutchler, J.; Coyle, C.; and Gravette, H. (2013). Aging in Hingham: A Community Affair. Gerontology Institute 

Publications, Paper 78. Retrieved from: http://scholarworks.umb.edu/gerontologyinstitute_pubs/78 

 

Population Projections through 2035 
Hingham has a current population of 22,157, and the UMass Donahue Institute (UMDI) projects that 

the total population will continue to experience a steady increase over the next twenty years, 

increasing by 14.02% to 25,264 by the year 2035: 

 

 
Retrieved from: http://pep.donahue-institute.org/ 

http://www.hingham-ma.gov/435/History
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In addition to the growing resident population, Hingham has long been heavily used as a regional 

library by individuals from neighboring towns, and this usage should be considered in future service 

population projections.  In FY15, for example, from a total of 356,524 items circulated, 96,614 items 

were circulated to non-resident users, compared to 259,910 items circulated to residents.  Since 27% 

of the current total circulation is from non-resident users, if this usage remains constant then 

multiplying this percentage by the 20 year projected resident population of 25,264 results in a future 

service population of 32,085. 

 

 

Government Structure 
Hingham is governed by an Open Town Meeting form of government, generally held on the 4

th
 

Monday in April.  Three members are elected to the Board of Selectmen to serve a three-year term, 

and they in turn supervise a Town Administrator who manages Town business and Town employees. 

 

 

Summary Charts 
 

      Population by Age                        Number    Percent 

 
Retrieved from: http://factfinder.census.gov/faces/tableservices/jsf/pages/productview.xhtml?src=CF 
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For population 25 years and over in Hingham  

Education:  

High school or higher 98.3% 

Bachelor’s degree or higher 69.7% 

Graduate or professional degree 30.7% 

Employment  

Unemployed 3.0% 

Mean travel time to work (commute) 30.9 minutes 
Retrieved from: http://www.city-data.com/city/Hingham-Massachusetts.html 

 

 

 
 
 

 
Retrieved from: http://www.city-data.com/city/Hingham-Massachusetts.html 

 

 

 

 

 

 

 
Retrieved from: http://www.city-data.com/work/work-Hingham-Massachusetts.html 

http://www.city-data.com/work/work-Hingham-Massachusetts.html
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Location 
Hingham is located in eastern Massachusetts approximately 15 miles southeast of Boston, bordered 

by the Atlantic Ocean and Hull on the north, Cohasset and Scituate on the east, Norwell and 

Rockland on the south, and Weymouth on the west: 
 

 
Retrieved from: https://www.google.com/maps/place/Hingham,+MA/@42.2153285,-70.9800354,11.25z/ 

The Hingham Public Library: Yesterday and Today 
 

The Hingham Public Library sits near the center of the oldest part of town, on state route 228.  In a 

building designed by renowned modernist architect Carl Koch and opened in 1966, it is an 

extraordinarily busy place.  Nearly 1,000 people pass through our doors every day, totaling almost a 

quarter of a million per year.  The parking lot is consistently packed, so that even more patrons 

would come if they could find parking.        

 

The library is extensively used by people of all ages, from preschoolers to seniors.  In a town of 

22,157 residents, 12,343 have library cards.  In fiscal 2015, 6,065 children and young adults 

participated in 291 programs, for reading, fun, and enrichment.  For adults, 11,066 attended 627 

programs, including movies, lectures, courses, musical performances, and constantly changing art 

exhibitions, to name but a few.  And what makes those attendance numbers truly remarkable is that 

there are only two meeting rooms, one with an occupancy of 25, the other an occupancy of 90, in 

addition to a small story time room.  In this same year, while 239,057 items were checked out by 

Hingham residents, an astounding 96,516 items were circulated to non-resident users, for a total of 

356,524 items circulated.  The study and meeting rooms are seldom empty, and our tranquil, garden 

courtyard is busy in the warmer months.  Our computers are in constant use for student study and 

adult research, and our website receives over 100,000 visits per year.  All of this activity is in 

addition to the traditional circulation of a large collection of books, magazines, CDs, DVDs, eBooks, 

museum passes, and electronic devices such as Kindles and Chromebooks.  Yet this success reveals 

our library’s greatest problems and limitations. 

https://www.google.com/maps/place/Hingham,+MA/@42.2153285,-70.9800354,11.25z/
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Today’s Hingham Public Library is the product of two 1966 buildings spliced together in 2002.  In 

this 50,393 square-foot, three floor building (approximately 40,000 net usable space), all 

departments are present, but awkwardly fitted so that navigation through the building can be 

difficult.  The main circulation desk is too far from the main doors.  Public meeting and event rooms 

are too small, with poor sight lines, no storage, and inadequate rest rooms.  Parking is insufficient 

and a daily source of complaints from patrons; some leave before finding a space.  And yet the 

Children’s department may be the biggest problem.  Though the demand by young families is 

intense, the department is broken into ill-fitting spaces, and many areas are not in sight of the staff, 

creating concerns about safety and security.  This building has given heroic service for the past fifty 

years, but the time has come to make it work for the twenty-first century. 

 

The Hingham Public Library has an unusual history, which gives it a particular distinction on the 

South Shore.  Like many communities in the 18
th

 and 19
th

 centuries, Hingham had several social 

libraries.  In those times, a library would typically be a collection held by a prominent private citizen 

or sometimes gentlemen would combine their collections in a sort of private club.  

 

In 1869, wealthy gentleman farmer Albert Fearing, 

who made his fortune in the shipping industry, 

decided to establish a public library in his native 

town – public in the sense that everyone could use 

and borrow from it.  Using his own money, he 

bought and combined two lots of land near the 

center of town, hired an architect to design a 

building, erected the building, and insured it 

against loss by fire.  He hired a director, and at his 

encouragement, the four social libraries that 

existed in Hingham at that time contributed their 

collections to the new public library.     
 

He also established a board of trustees and a set of bylaws, which in 1872 were made permanent by 

an act of Legislature creating the Hingham Public Library Corporation, which governs the library 

today.  One of the remarkable features of Fearing’s foresight was his insistence that the library be 

open to borrowers from surrounding towns.  In that sense, the idea of a regional library network was 

an early innovation of the Hingham Library.  In 1879, Albert Fearing’s original library was 

destroyed by fire, but his insurance policies funded a new building, built within a year, which served 

until the present library was built in 1966.  

  

As designed by architect Carl Koch, the new library was part of a combined project with the adjacent 

new Town Hall, because it was felt the civic and cultural needs of the Town were inseparable.  It 

was built on state highway 228, at the corner of Leavitt and East streets, convenient not only for the 

townspeople, but for everyone who drove to and from the surrounding towns.  Bursting at the seams, 

the Town offices moved to the vacated Central Junior High School in 1998, and the library then 

absorbed the old Town Hall in an ambitious merger designed by architects Finegold Alexander, 

completed in 2002. 
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Governance 
The Hingham Public Library incorporated on March 19, 1872 by a Special Act of the Massachusetts 

Legislature for the purpose of maintaining a public library in the Town of Hingham.  Following the 

enactment in 1965 of an amendment to the 1872 Special Act, management of the Library has been 

vested in a Board of Trustees consisting of (a) the members of the corporation (no fewer than nine 

nor more than eleven in number), (b) the Chairman of the Board of Selectmen, the Superintendent of 

Schools, and the Treasurer of the Town, as trustees ex officio, (c) three residents of Hingham 

appointed by the Board of Selectmen, and (d) two residents of Hingham appointed by the Moderator.  

The Board of Trustees annually elects a Chairman, Vice-Chairman, Chief Financial Officer, 

Treasurer and Secretary.  The Board also maintains a number of standing committees, to facilitate 

policy development and service delivery.  The Board of Trustees hires a qualified/certified Library 

Director to oversee the management, operation and development of the Library. 

 

Service Philosophy 
The mission and service philosophy of the Hingham Public Library is based on a view that places 

primary focus on the patron or user experience, in order to offer responsive and useful programs, 

materials and services delivered in an efficient and effective manner, with a goal to: 

 

 Provide materials and services to contribute to and enhance the personal enrichment, 

enjoyment, and educational endeavors of its patrons 

 Nurture personal growth, stimulate intellectual curiosity and encourage life-long learning 

 Encourage early childhood literacy 

 Enable individuals of all ages to explore their community and the world through cultural, 

artistic, historical and informational programs and displays 

 Provide service on equal terms to all individuals in the community and work toward the 

development of the individual as a citizen and by example the removal of ignorance, 

intolerance and indifference in the community 

 Be a community center and destination where residents of all ages can meet to exchange 

ideas, discuss issues and enjoy a non-partisan atmosphere 

 Offer a diverse collection of print, media and electronic materials that meet patrons’ 

recreational and educational needs by including both current titles and literary classics 

 

To guide our work with each other and the community we serve, we value and are dedicated to: 

 

 A well-trained, enthusiastic, and dedicated staff in a stimulating and collegial setting 

 Quality service 

 Respect for the individual, both staff members and the public 

 Teamwork and collaboration with community and governmental organizations to deliver the 

best possible services 

 Equal access to information 

 Responsible stewardship of taxpayer and philanthropic resources 

 Appropriate technology to extend, expand and enhance services for all patrons 

 Ongoing assessment of our services and methods to ensure responsiveness to the community 

 Active publicizing of our resources and services 

 A welcoming, inviting and safe building and grounds 
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Staffing Levels 
There are currently 12 full-time and 22 part-time staff at the Library Technician level and above, 7 

Pages who work part-time, and 11 College Aides who work seasonally during school breaks, 

resulting in a non-custodial FTE of 22.5, and an FTE of 25.0 including custodians.  Seven staff 

members are Massachusetts certified librarians holding an M.L.S. or M.L.I.S. degree, and two staff 

members are pursuing a library degree and are currently enrolled in an M.L.I.S. program.  

Additionally, 98 Volunteers contributed 5,372 hours last fiscal year, assisting staff in all library 

departments, providing Home Delivery Service, and working in the Bookstore. 

 

Site and Location 
The Hingham Public Library is an unusual, architecturally significant building designed by Carl 

Koch. In exterior and interior design, it pays homage to the historic Old Ship Church, which is the 

iconic building of the town, and is treasured by our users, thus making it important to preserve.  The 

Old Ship Church, built in 1681, is the oldest wooden church in continuous use for public worship in 

the United States, and is a National Historic Landmark. Library elements suggested by Old Ship, 

such as the steeple, roof, and Douglas Fir wooden trusses, were deliberately included in the original 

design. We know from recent patron surveys that the building is so beloved in the town that we 

believe indispensable community support will be greater if we propose making an existing great 

library even greater with a renovation, rather than a new building in a different location.  

 

We are also ideally situated near the center of town, on a state highway (228), and near the 

intersection of another state highway (3A), making our current location superbly sited for convenient 

access. We are located within a short walk for students from Hingham High School, and an MBTA 

bus stop is nearby in Hingham Center on Route 228, providing additional access by public 

transportation. Because we are in an ideal location to meet the needs of our townspeople and the 

surrounding communities, alternate locations were not considered. With over 230,000 visits last year 

alone, and the community’s love of the historic design of the building, we have concluded that that a 

renovation and possible expansion of the existing building to improve the current spaces, layout and 

design is the appropriate solution for our needs. 

 

Collection Analysis 
The Hingham Public Library has a diverse and extensive collection of materials, across a wide range 

of formats including books, magazines, CDs, DVDs, technology, artwork, eBooks and digital 

collections, designed to serve every age, educational level, and interest.  This collection is supported 

by a strong financial commitment that allows it to constantly follow and meet the ever changing 

needs of our users by actively seeking patron requests and comments, shifting funds to new formats 

when needed, and using a patron-driven approach for acquisitions. This is in fulfillment of our 

mission to offer patrons responsive services delivered in an efficient and effective manner while 

providing a diverse collection of print, media and electronic materials meeting patrons’ recreational 

and educational needs and interests, enhancing and encouraging personal enrichment, intellectual 

curiosity, life-long learning and early childhood literacy. 

 

Our Adult collection is fairly large, with approximately 72,000 nonfiction titles and 26,000 fiction 

titles, and a recent examination showed the content of both collections as well-balanced between 



Hingham Public Library Building Program  13
   
 

supply and demand (nonfiction titles in the 700’s, for example, account for 14% of the NF 

collection, and 13% of the NF circulation).  While the size of fiction’s current holdings are adequate 

for our needs, if not a little undersized, this balance of content does not carry over to the quantity of 

nonfiction, as the collection has traditionally been weeded only for condition and lack of space.  

Given the current demand and circulation trends, our nonfiction collection will continue to include 

content used by the community, but at a somewhat reduced collection size to be accomplished 

through a consistent weeding program based on demand and use. 

 

The demand for new materials is also high in comparison to the permanent collection, with 30% of 

the total circulation of physical books - over 48,000 items - coming from a small display area of 

nearly 4,000 new, bestseller and paperback books located near the Circulation Desk, driving home 

the need for more display shelving and an expansion of our Main Lobby and Browsing/New Books 

section to feature more of these popular offerings.  While most of our permanent collection 

circulates, some items are hard to reach and are not frequently used, adding to our concerns that 

shelving units are hard to access for some patrons, and generally unwelcoming or confusing for 

others. Given that our senior population is expected to continue to grow over the next twenty years, 

accessible shelving will be needed especially for specific collections such as Large Print, currently 

over 4,600 items, which is also expected to grow to meet an anticipated increased demand.  

 

Our digital collection usage is steadily increasing, and Overdrive eBooks and eAudio use has shown 

a 242% increase in the last five years, clearly showing a need to continually provide digital resources 

to meet this increasing demand.  The physical Audio/Visual collection of over 25,000 CDs, DVDs, 

and audiobooks, continues to see a high rate of circulation and demand for new titles, with a total 

circulation of over 116,000, indicating that while streaming services for movies and music are 

beginning to change the way we purchase materials, our extensive physical collection will continue 

to be in demand for the foreseeable future. 

 

The Children’s Department offers many of the same components as the adult department, and the 

collection of over 26,000 books and magazines is well balanced between size and use based 

primarily on age and reading level.  From picture books and early readers for our youngest readers, 

to chapter books and nonfiction for elementary school children, to age appropriate movies, music, 

audiobooks and video games in the Children’s Audio/Visual collection of nearly 4,000 items, our 

Children’s collections are well used, with a circulation of over 84,000 books and nearly 22,000 

Audio/Visual items last year, indicating a continued demand for these collections. 

 

Our Young Adult collection is subject to constantly changing trends, and currency and variety of the 

fiction collection is an important factor in maintaining this audience, while most if not all of the 

nonfiction collection may be converted into the Adult Department.  Current holdings of around 3,000 

books and magazines, and 700 Audio/Visual materials, fill the high demand for Young Adult 

content, evident in the circulation of 7,000 books and 2,500 Audio/Visual materials last year.  

Despite the health of the collection, however, both the Children’s and Young Adult Departments are 

in dire need of an overhaul in the way the materials are shelved and displayed, as the fractured nature 

of this area certainly has a negative impact on the overall use and exploration of the collection. 
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Budget 
The library is fortunate to receive strong, ongoing financial support from the Town, and generally 

receives incremental, annual increases that meet all state aid requirements.  The Trustees also 

provide additional annual funding through revenues raised from an endowment, bequests, memorial 

gifts, and a healthy annual fundraising campaign that supports library programs and materials 

expenditures.  

 

The only years in which waivers were requested, and granted, to meet state aid requirements were 

fiscal years 2010-2013, following the economic collapse of 2008.  Only two of these years, FY10 

and FY11, actually saw a decrease in the total appropriated municipal income over the prior year, at 

-1.48% and -1.0% respectively, with the following two fiscal years experiencing a growing budget 

with increased appropriated municipal income over the prior years, at 1.61% and .52%, just below 

the rate required to meet the municipal appropriated requirement.  Since then, the total appropriated 

municipal income has exceeded the state requirement by 8.24%, 3.36%, and 5.14%, with the last 

fiscal year’s total appropriated municipal income at $1,613,572, exceeding the required amount of 

$1,521,293 by $92,279 and demonstrating a more typical pattern of municipal support for the library. 

 

Brief History of Previous and Current Efforts for Making Capital 

Improvements 
 

The Hingham Public Library has consistently received considerable Town support for typical 

building and maintenance expenditures as well as more substantial capital improvements.  There are 

currently two full-time and two part-time custodial staff responsible for the daily upkeep, 

maintenance and cleanliness of the building, with a healthy building and maintenance budget 

allowing them to successfully address any day-to-day interior or exterior issues. 

 

Larger capital improvements include the installation of a security system in 2006, additional and 

improved parking lot lighting in 2007, roof repairs in 2008, installation of an automatic entry door in 

2013, replacement of the original 50 year-old boiler system in 2014, approved funds to replace the 

main lobby flooring in 2015 (currently encumbered), and recent Town Meeting approval of FY17 

capital funds to replace the leaky roof membrane and aging roof-top air handling units on the 

original library-side of the building. 

 

When the library absorbed the former Town offices, no grant money was received for the project, 

and 75% of the 6 million dollar cost was approved and funded by the Town, with the remaining 25% 

raised by the Trustees through endowment funds and a successful capital funding campaign.  And 

while the 1998- 2002 renovation was a great improvement, two very different and somewhat 

incompatible buildings were merged, resulting in a building that no longer meets the growing needs 

and expectations of our users and severely limits our ability to deliver modern library services.  

Library Trustees, administration, and staff have been in conversation with Town officials and 

residents about the need for capital improvements including more and larger meeting rooms; more 

study rooms, quiet work spaces, seating options, electrical outlets, internet connections, parking 

spaces, and restrooms; improved layout, lighting, signage, and flow throughout the building; and 

most importantly, a complete re-design of the Children’s Department to address concerns of safety 
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and security arising from lack of sightlines within the department, rooms that are fragmented or are 

considerably distant from one another, and a lack of adequate program and story time space.  

 

Discussions about pursuing a state construction grant through the Massachusetts Public Library 

Construction Program to address these needs have occurred at public and televised Town meetings 

such as the Board of Selectmen in October 2015; a Town Forum in November 2015; multiple articles 

in our local paper, The Hingham Journal, and online through Wicked Local; in discussions with the 

Town Administrator; in meetings with Trustees, staff and residents on the Long Range Planning 

Committee, the Library Futures Task Force, and the Library Building Needs Working Group; and on 

the library’s website and at staff service points when gathering data for surveys about library 

services and a building needs evaluation.  These surveys – “Ten Minutes to a Better Library,” given 

in 2014 in preparation for a new Long Range Plan, and a 2016 Building Evaluation Survey – played 

a fundamental part in the creation of this Building Program, which also reflects one of our primary 

goals in the Library’s Long Range Plan 2016 – 2020, which is the “Evaluation, redesign, and 

expansion of physical space to support offerings and to provide flexibility to accomplish them,” so 

that “By January 2017, the Library will have completed all necessary research and documentation in 

order to have an in-depth understanding of needed improvements to the physical building and to be 

eligible to submit an application for a Construction Grant through the Massachusetts Public Library 

Construction Program (MPLCP), which will greatly improve the patrons’ overall library experience, 

access to collections and diverse programs, and use of the physical space.”  The following section 

will describe more fully the needs identified in the course of these meetings, surveys, and 

discussions. 
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Facility Space Requirements/ Area Descriptions 
 

FUNCTIONAL AREA:   

Main Entrance Vestibule 
 

PRIMARY SERVICES/ FUNCTION: Main entrance to the building through which people enter 

and exit; area in which people may stand when waiting and looking out to parking lot for rides, 

particularly in inclement weather.  

 

OCCUPANCY: Patrons: 4-6   

 

FURNITURE AND EQUIPMENT:  Main entrance doors should have automatic door openers; 

flooring appropriate for wiping feet in inclement weather; ample windows for viewing outside; area 

to store shovels/salt supplies in the winter. 

 

ARCHITECTURAL OR OTHER CONSIDERATIONS: Area must have adequate space for 

strollers, double-strollers and wheelchairs to navigate; space for 4 to 6 people at a time to stand and 

wait for rides without impeding traffic flow; ample windows to see parking lot and good lighting. 

 

ADJACENCIES:  Vestibule should enter directly into the Main Lobby.  

 

NET SQ. FT.: 162.  Same as current. 
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FUNCTIONAL AREA:   

Main Lobby 
 

PRIMARY SERVICES/ FUNCTION: Main entrance to the building; people enter and exit, 

receive help and directional guidance from nearby staff desk; orients public to location of library 

departments, restrooms and meeting rooms within building; spot to meet up with others or wait for 

rides, browse art galleries, kiosk display, chairs and benches to sit, drop off books, use cell phone, 

wait for tutor, security gate; occasional location for library programs and functions for up to 90 

people, such as music concerts, annual volunteer luncheon, silent auctions and fundraising events. 

 

SEATING:  

 Lounge Chairs:  8-10 plus occasional tables 

 Other:  2-3 benches or similar seating 

 

COLLECTIONS: Display area needed for 2 shelving units, 5.5’ tall and 30” wide to house up to 

350 bestseller books, and 2 display tables approximately 7 feet long and 3 feet wide to display up to 

750 stacks of paperback books. A minimum of 42” is needed between display units for easy 

browsing. 

 

OCCUPANCY: Patrons: 20  Staff and Volunteers:  3 

 

FURNITURE AND EQUIPMENT:  8-10 lounge chairs; 2-3 benches; 2-3 occasional or coffee 

tables; 1 returns bin; 2 trash receptacles; digital signage screen with port connections; 2 display 

shelves for bestseller books; 2 display tables for bestseller paperbacks; 1 board to post notices & 

brochures; space for 1 wall-mounted visible AED; 1-2 self-checkout stations/kiosks. Furniture 

should be flexible and able to be moved/relocated.  Wireless access points throughout, with ample 

electrical outlets, especially near seating. 

 

ARCHITECTURAL CONSIDERATIONS: Area must accommodate moderate amounts of noise 

and talking, and have adequate space for strollers and wheelchairs, especially when navigating 

through security gates (think double strollers).  There should be plenty of open space for patrons to 

stand and congregate in the lobby, and there should also be ample seating for patrons to wait for 

rides, tutors and friends without affecting traffic flow.  Book displays should be located nearby for 

patrons to easily and quickly browse.  Returns bin should be located near the entrance so patrons can 

drop items off when they come in the doors, and self-checkout stations conveniently located nearby 

for self-service option. Excellent directional signage is necessary, plus a small amount of space for 

brochures and viewing important notices.  Areas should have sightlines to main circulation desk, 

restrooms, art galleries, elevator, staircase, bookstore/café, clock, book-drop, and signage.  Area 

requires good natural lighting; good overall lighting for public to read signage and notices.  Ample 

electrical outlets and data ports should be located in the seating areas.  Due to high foot traffic, this 

area should have durable/washable tile flooring for easy cleaning and maintenance as well as 

durable/washable fabric or leather-like seating materials. Area should be designed with flexibility of 

furniture and space use in mind to accommodate occasional library functions. 
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OTHER CONSIDERATIONS: A current deficiency in the existing building is that there are no 

staff service points or reception desks located near the main entrance, and patrons have to travel a 

distance before they reach a staff member.  In addition, the current circulation desk is facing away 

from the main doors with a structural post obstructing sightlines, creating both issues of security as 

well as customer service since no staff is near the entryway or can easily see the door.  A staff 

service point should be located within direct sightlines and in close proximity to the main entryway. 

 

ADJACENCIES:  This is a noisy area requiring special attention to acoustics, and should be located 

away from quiet areas.  Main entrance and lobby areas should be located in close proximity to main 

circulation desk and art galleries, and staff should be easy to locate and accessible to patrons who 

need directional assistance when they walk through the main doors, or when there are problems with 

security gate alarms.  Main entrance and lobby should be centrally located so that patrons can easily 

navigate to all parts of the building, especially service desks, meeting rooms, and bookstore/café, and 

should be adjacent to restrooms and a hydration station. 

 

NET SQ. FT.:  2,200+.  Current main lobby is approximately 2,000 sq. ft. 
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FUNCTIONAL AREA NAME:   

Art Galleries 
 

PRIMARY SERVICES/FUNCTION: Display for primarily wall art; currently the library’s two 

galleries serve as a focal point as patrons enter the library and are widely regarded as one of the best 

features of the current library design. 

 

SEATING: 2-3 benches or similar seating for sitting and viewing art; benches should be elderly 

friendly and not too low to the ground. 

 

OCCUPANCY: Patrons: 12-15 viewing (up to 30+ at reception) 

 

FURNITURE AND EQUIPMENT: Area for 1 banquet-style table to be set up when there is an art 

reception, stored when not in use. Wall art hanging system for each of the two galleries with 

removable wires and hooks. 

 

ARCHITECTURAL CONSIDERATIONS: Viewing should not interfere with traffic flow, 

especially when art reception is in progress; adequate space in gallery area to step back to 

accommodate viewing from a distance as well as up-close; requires track lighting/display lighting 

that is appropriate for an art gallery and adjustable in brightness as well as direction; ideally located 

in airy space with natural light from windows.  Should be located in a visible public area compatible 

with normal noise level from general conversations; however, acoustics should account for the fact 

that the noise level significantly increases during artist receptions.  Requires small storage area for 

extra wires and hanging equipment; tables at each gallery for signing/comment books, floral 

arrangements, and artist business cards.  Security cameras should be installed to cover entire gallery 

exhibits for security and theft prevention. 

 

ADJACENCIES: Should be visible from and located close to the main entrance and lobby in a 

public area. 

 

NET SQ. FT.: 900+.  Current gallery walls are 24’ and 48’ long.  Recommended minimum viewing 

space is 6’, ideally located within another larger open space for optimal use. 
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FUNCTIONAL AREA:    

Circulation Desk    
 

PRIMARY SERVICES/FUNCTION: First point of contact between public and staff for general 

assistance, directional questions, checking out, checking in, new patron registration, payment of 

fines, picking up reserved material, answering and transferring phone calls, helping patrons with 

PACs and self-checkout, printing, faxing, booking study rooms, running reports, access to brochures 

and AED/first-aid equipment.  

 

SEATING: 2-3 desk chairs for staff (not in way of staff standing to assist) 

 

COLLECTIONS: Shelving close to the circulation desk in order to retrieve patron holds and offer 

self-service, capacity to hold up to 500 books at a time. Shelves should not exceed 66” in height and 

books should be no lower than knee level for easy retrieval, ideally should be mobile for flexibility 

as reserves grow and shrink with seasonal usage.  

 

OCCUPANCY:  Patrons: 9 (12 if Ref/Circ) Staff and Volunteers: 3 (4 if Ref/Circ) 

 

FURNITURE AND EQUIPMENT: 1 mobile circulation desk with storage drawers; 2-3 staff 

chairs (3 chairs if combined Reference/Circulation); 2-3 book carts; shelving units for up to 500 

books; 1-2 self-checkout stations with room for another; nearby book returns bin; cash register; 3 

staff computers; 3 barcode scanners; 2 staff phones; 1 staff printer/scanner; 1 fax machine; 2-3 

public catalog computers nearby; cash register; increase computer, barcode scanner and staff phone 

by one if Ref/Circ desks are combined.  Ample data ports and electrical outlets required. 

 

ARCHITECTURAL CONSIDERATIONS: Noisy area requiring special attention to acoustics.  

Should be located away from quiet areas. Accommodate 2-3 staff members at a service desk and a 

line of 6 to 9 patrons in line at a time; circulation desk should be near holds shelf and rest rooms; 

near public catalog computers and self-checkout stations; good lighting required for reading reports 

and conducting business; natural lighting should not result in glare on computer screens; height of 

desk should be ergonomically correct for staff members and patrons of varying heights, including a 

lower section suitable for wheelchair use; patron line should not impede traffic flow through space; 

cooling and heating should be consistent and not affected by the opening of the main entrance doors 

in extreme weather conditions; cash register should be in a central but somewhat sheltered location 

from the public; nearby seating for patrons waiting for assistance; if Ref/Circ combined, seating area 

for Reference Librarian and patron to work together without intrusion. Should have carpet or hard 

rubber mats behind desk where staff stands to minimize fatigue. Desk should be mobile and have 

flexibility to adjust/move as needed. Must have clear sightlines and quick access to main entrance to 

greet incoming patrons and respond to security alarms. Space required for Garden Club flower 

arrangement, as well as trash, recycle and lost-and-found bins. Storage needed including locked 

cabinets and file drawers behind desk; storage for office supplies such as extra printing paper, 

envelopes, pens, first-aid kit, etc.; shelves behind desk for easy access to forms, library cards and 

frequently used items; area for 2-3 book carts out of the way of staff and patrons.  
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OTHER CONSIDERATIONS:  Combining the Reference and Circulation Desks is an option that 

should be explored, depending on adjacencies.  If combined, up to 4 staff members would need to be 

accommodated at the service desk, and there should additionally be a separate space for the Librarian 

to sit and work collaboratively with patrons using a computer. 

 

ADJACENCIES: Circulation desk should be located near main entrance for staff to greet and assist 

patrons; near Reference Librarian for easy patron referrals/assistance or perhaps a combined 

Circulation/Reference Desk; near Circulation Supervisor’s office/work area; away from quiet areas; 

close to collection to retrieve books for patrons, especially new book collection; near elevator to 

transport books and direct patrons to other areas of the library; Children’s Room easily accessible 

since parents often conduct business in both departments. Near holds shelf, self-checkout stations 

and check-in areas; should have good sightlines and be able to directly see main entrance, entire 

lobby and most of first floor. 

 

NET SQ. FT.: 545 / 700.  545 sq. feet for a Circulation Desk staffed by 3 employees; up to 700 sq. 

feet if Circulation and Reference services combined.   
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FUNCTIONAL AREA:    

Circulation Workroom    
 

PRIMARY SERVICES/FUNCTION: Primary staff area for handling the circulation of physical 

materials including returns, processing incoming and outgoing inter-library loan deliveries, 

processing holds and reports; receiving UPS deliveries and sorting mail; volunteers calling holds or 

checking in for daily assignments; back workroom and desk area for staff; main area for staff non-

public communications, location of staff mailboxes, timeclock, safe for daily cash deposits, storage 

of staff coats and bags. 

 

OCCUPANCY:  Staff: 6  Volunteers: 2-3 

 

FURNITURE AND EQUIPMENT: This area requires ample counter spaces for a work area and 5 

staff workstations equipped with computer, keyboard, barcode scanner, receipt printer, small file 

cabinet, phone, adjustable height chair, space for forms, pens/pencils, date due cards, elastics; 1 

additional chair, counter space and phone for volunteer workspace; 1 color printer/scanner/copier; 1 

fax machine; 1 laminator; staff mailboxes and bulletin boards; 1 timeclock and wall-mounted rack 

for timecards.  Small shelf area or desk space for storage of 10-12 large binders. 

 

ARCHITECTURAL CONSIDERATIONS: All staff work areas must be ergonomically designed 

to minimize repetitive injuries, especially to the hands and wrists.  Space should be designed to 

accommodate 5 large carts of returned materials being filled and prepared for shelving, as well as 

between 6-8 large carts of materials waiting to be checked in, with logical flow and separation 

between materials already checked in and those still needing to be checked in.  Counter space or 

small shelf area should be designated for storing 10-15 problem/damaged items and for 10-15 

personal items returned by patrons accidentally and awaiting pick-up.  Required open area near door 

for receiving and unpacking inter-library loan deliveries, and a nearby area for packing outgoing 

boxes of materials, with 2 carts for storing items to be packed.  A separate open space should also be 

available for placement of incoming UPS deliveries, up to 12 boxes/2 stacks at a time.  Ample 

storage required for frequently needed office supplies and reports; coat closet and secure storage for 

purses/bags and other personal items belonging to staff. 

 

ADJACENCIES: This area must be adjacent and have clear sightlines to the Circulation Desk; 

should be in close proximity to an exterior door not used by the public to facilitate receiving 

deliveries and staff retrieval of outdoor book drops; should be adjacent to a restroom for access to a 

sink to wash hands. 

 

NET SQ. FT.: 1,020. 
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FUNCTIONAL AREA:  

Browsing and New Books 
 

PRIMARY SERVICES/FUNCTION: Display and promotion of new books, in-demand titles, and 

space for rotating displays of the permanent collection.  Highly trafficked and popular browsing area. 

 

SEATING: 10-15 Lounge Chairs 

 

COLLECTIONS: 2,700 hardcover items are in high demand and often circulating; 6 double-sided 

shelves currently provide 360 linear feet of shelving.  Shelving must focus on display of materials; 

table/shelving/display units should be face-out whenever possible for promotion.  Shelving should 

not exceed 66” height and books should be shelved at knee-level and above for accessibility; new 

books should be easy to scan by patrons, preferably with room for multiple face-out displays, end-

cap displays, and extra space between currently crowded aisles to accommodate multiple browsers.  

 

OCCUPANCY:   Patrons: 15-20  

 

FURNITURE AND EQUIPMENT:  10-15 comfortable lounge seats with occasional tables, some 

arranged in groups to promote social engagements; bookshelves and areas for displays; 3-4 public 

catalog computers and accompanying table(s) – at least one should be wheelchair accessible.  Some 

seating should accommodate needs of older patrons; 1 bench with arms for patrons waiting for one 

another.  Wireless access points throughout, and ample electrical outlets, especially near seating. 

 

ARCHITECTURAL CONSIDERATIONS: Should be within view of the circulation desk and 

preferably, the main entrance.  This is a social area, so acoustics should accommodate a moderate 

amount of conversation and be distant from quiet study areas.  Since the books in this collection 

frequently circulate, the number of items on the shelves varies at any one time and the approximate 

number of items in the collection is not accurately reflective of what is on the shelf at any one time.  

Need more space to display new books face-out, and perhaps mobile shelving for flexibility.  Need 

to avoid current problem of patrons waiting to check out at the nearby circulation desk getting in the 

way of patrons wanting to browse, so there should be plenty of room for patrons to browse without 

bumping into one another.  Requires good overhead lighting; lighting to clearly illuminate and 

highlight book displays.  Heavily trafficked area so attention needs to be given to multiple browsers 

and aisle width, as well as traffic flow especially to and from the main entrance and circulation desk; 

lounge seating areas should be close by to encourage browsing/reading as well as moderate 

conversations.  Ample electrical outlets at all seating areas.  Requires storage space for 5-6 small 

carts of books to be reshelved that are browsable by patrons but do not interfere with traffic flow. 

 

OTHER CONSIDERATIONS: This is one of the most popular areas in the library and this 

collection is frequently and heavily circulated; some patrons only come to this section and the main 

desk before leaving again, so “impulse buying”, display of new materials, and location is crucial. 

 

ADJACENCIES: Close proximity to circulation desk, main entrance/lobby, lounge seating, and 

public catalog computers. 

 

NET SQ. FT.: 1,000+. 
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FUNCTIONAL AREA:   

Adult Fiction 
 

PRIMARY SERVICES/FUNCTION: Display and house the permanent adult fiction collection, 

including Fiction, Mysteries, Science Fiction, and Graphic Novels, Fantasy and Westerns.  

 

SEATING:  

 12-15 Lounge Chairs 

 6-8 Study Carrels 

 

COLLECTIONS: Current collection is approximately 28,000 books, housed on crowded shelves 

within units 66” in height and 21” base width with 36” aisles between 20 units, estimated at 3,192 

linear feet of shelving.  Projected collection size based upon expected demand and need for 

additional space to alleviate crowding is 3,640 linear feet. 

 

OCCUPANCY:   Patrons: 28 

 

FURNITURE AND EQUIPMENT: Shelving units at a lower/moderate height, no higher than 66” 

and preferably without bottom shelf usage, ideally mobile for flexibility in usage of spaces; 12-15 

lounge chairs with coffee or occasional tables, at varying heights to accommodate older patrons; 6-8 

study carrels and chairs; 3-4 public catalog computers, ideally integrated with stack end panels; 

display stands or end-caps for highlighting collection.  Wireless access points throughout, and ample 

electrical outlets, especially near seating. 

 

ARCHITECTURAL CONSIDERATIONS: Area for quiet conversations and reading, not 

completely quiet but low level noise.  Aisles must be at least 42” wide.  Logical distinctions should 

be made between FIC, MYS, SF, Fantasy, Westerns and GN; need clearly visible signage for easy 

and intuitive navigation of collection.  Combination of comfortable lounge seating and study carrels 

placed throughout room to encourage browsing and reading; include seating for older patrons with 

higher seats/sturdy arms; face-out display areas on all shelving to highlight items; eliminate bottom 

shelf; shelves should not exceed 66”; must have good lighting for reading, preferably natural lighting 

from windows, and task lighting on study carrels.  Requires internet ports and electrical outlets at 

each study carrel; abundant electrical outlets throughout room.  Area required for up to 6 carts of 

books needing to be re-shelved – patrons enjoy browsing recently returned material so preferably in 

a space for browsing that doesn’t interfere with traffic flow or browsing of shelves. 

 

OTHER CONSIDERATIONS: Eliminating storing books on the bottom shelves is highly desired.  

We currently have a number of older patrons who cannot retrieve books shelved on the bottom shelf, 

and there is a great need and demand to accommodate the needs of a growing senior population and 

those with mobility issues. 

 

ADJACENCIES: Should ideally be located near the Circulation Desk so staff can assist patrons in 

book selection and retrieval.  

 

NET SQ. FT.: 3,700. 
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FUNCTIONAL AREA:  

Adult Non-Fiction 
 

PRIMARY SERVICES/FUNCTION: Display and house the permanent, adult non-fiction 

collection (including NF, OV, FO, BIO); area for patrons to browse the collection and read. 

 

SEATING:  

 10-12 Lounge Chairs 

 4 Study Carrels 

 

COLLECTIONS: The collection currently has approx. 73,000 titles among all categories and 9,780 

linear feet of shelving, currently spaced 38” apart.  Ideally would like to lower the 7’ high shelves on 

12 double-sided 24’ long shelves, eliminate the use of the bottom shelf to make books easier to 

reach, and widen the aisles to a minimum of 42”.  Projected collection size is estimated to experience 

a reduction of 10-15% based on current usage trends and the need to weed out older and non-

circulating volumes, resulting in an estimated collection size of 65,000.  Shelving should include 

area to display NF books, and space for oversized books that do not fit on standard shelves. 

 

OCCUPANCY:   Patrons: 20+    

 

FURNITURE AND EQUIPMENT: Comfortable lounge chairs with mixed heights and materials 

appropriate for older patrons; coffee or occasional tables with lounge seating; study carrels located 

away from conversational areas; 2 public catalog computers, ideally integrated with stack end 

panels, including at least one with wheelchair accessibility; display stands or end-caps for 

highlighting collection; nearby staff service desk for easy assistance.  Wireless access points 

throughout, and ample electrical outlets, especially near seating. 

 

ARCHITECTURAL CONSIDERATIONS: Aisles must be at least 42” wide and arranged for 

logical progression through Dewey Decimal Classification for each NF section: NF, OV, FO and 

BIO, although shelves should allow for flexibility to adapt to other shelving and display methods 

such as BISAC or neighborhoods; shelves should be not exceed 66” in height and avoid bottom 

shelving; ideally shelves would be mobile for maximum adaptability and flexibility with regard to 

current and future space usage.  Generally quiet area with some level of conversation; distracting 

noises should be minimized in order for patrons to sit quietly and read, or have quiet conversations 

together.  A staff service point should be visible from this area for patron assistance in selecting and 

retrieving books.  Should have natural light from windows; table lamps for all carrels, bright 

overhead light for reading, good lighting in aisles when patrons are browsing a section of books.  

Ample electrical outlets at all seating areas and additional internet ports for study carrels; storage 

space for up to six book carts full with books needing to be re-shelved but that encourage patron 

browsing from the carts without impeding traffic flow or browsing of shelves. 

  

OTHER CONSIDERATIONS: Technology and seating needs are assuming this area is located 

separately but adjacent to the Reference Room; currently the Reference area, Internet computers, and 

work/study tables are located in the same room as the Adult Non-Fiction collection.  Also, the 

current non-fiction collection is located on two different floors due to space constraints, with 000-
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599 on the lower level and 600-999 on the upper level.  Ideally, this collection would be located 

within the same room to alleviate confusion and frustration for patrons. 

 

ADJACENCIES: Ideally close to the Reference Librarian for research assistance or if not, another 

staff point of some kind in the area for easy assistance.  Adjacent to Reference collection for research 

assistance and ease of retrieval of frequently used materials, as well as shared use of seating in both 

areas.  Adjacent to the Young Adult Room, since these patrons frequently use the adult non-fiction 

and Reference collections for research. 

 

NET SQ. FT.: 7,100. 
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FUNCTIONAL AREA:  

Large Print and Periodicals Room 

 

PRIMARY SERVICES/FUNCTION: Reading room for newspapers and periodicals; houses 

collection of large print materials.  Many patrons currently use this area for quiet reading/studying.  

Although these two areas do not necessarily have to be in the same room, proximity is desired. 

 

SEATING: 

 4 Tables with seating for 4 at each table 

 16-18 Lounge Chairs (Patrons love to sit and read quietly in this area.  Separate seating 

required so patrons don’t always have to sit next to someone on the couch). 

 

COLLECTIONS:  Current collections include approximately 4,500 large print books and 3,000 

magazines occupying 858 linear feet of shelving.  Given the current high demand and projected 

future 15% growth of the senior demographic in town, we anticipate this collection expanding to 

approximately 5,400 items.  Requires shelving for display of new large print books; shelving must be 

a moderate and reachable height not to exceed 66” with books stored from knees to shoulders – use 

of lower bottom shelves should be avoided since many patrons who use large print collection have 

difficulty bending/reaching.  Magazines should be displayed face-out only. 

 

OCCUPANCY:   Patrons: 30   

 

FURNITURE AND EQUIPMENT: 18-20 lounge chairs; occasional and coffee tables for a 

reading-room feel; include seating appropriate for older population and 4 tables for a workspace.  

Include space/table/desk and adjustable height chair appropriate for one low-vision viewing 

equipment/screen.  One long table or storage cabinet for home delivery volunteers who deliver 

primarily large print books to homebound patrons; includes storage for bags and books ready to be 

delivered, including 6 bins for delivery routes and an area for volunteer notes/clipboards/book bags 

not viewable to the public (in area that can be closed/stored away from public viewing for home-

delivery patron privacy but located adjacent to large print collection). 

 

ARCHITECTURAL CONSIDERATIONS: Generally a quiet area; should be distant from noisy 

areas but allow for quiet conversations.  Requires face-out display shelving for magazines, and 

bathroom nearby to wash hands after reading newspapers.  Tables should be nearby for patrons to 

spread out newspapers or work. Good overhead lighting; task lighting on tables; and natural light 

from windows are important features for reading room atmosphere, as this is a combination of 

comfortable seating and work-space areas.  Requires ample electrical outlets and data ports around 

seating areas, especially at work tables, and wireless access.  Aisles should be a minimum of 48” 

wide to allow for wheelchair access and easy navigation for older patrons with walkers; tables and 

chairs throughout to allow patrons to have a near place to put down books and other items. 

 

ADJACENCIES: Close proximity to adult Circulation Department, but with space enough for quiet 

reading.  Ideally not far from restrooms and an elevator. 

 

NET SQ. FT.: 2,100. 
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FUNCTIONAL AREA:  

Audio Visual 
 

PRIMARY SERVICES/FUNCTION: Display and house DVD, CD and Books on CD collection 

for the adult department.  Circulating technology equipment and loanable artwork is currently stored 

in AV.  Service desk for check out and assistance; possible service point for tech questions.  

 

SEATING:  

 6-8 Lounge Chairs 

 2-4 Stations with comfortable seating for viewing/listening/sampling collection 

 

COLLECTIONS: The current collection is approximately 25,000 items: 11,000 DVD’s, 10,000 

CD’s and 4,000 Books on CD in an estimated 2,166 linear feet of traditional and specialized 

shelving.  Both technology equipment and art collections are expanding and need secure storage. 

 

OCCUPANCY:   Patrons: 12-15  Staff and Volunteers: 1-2 

 

FURNITURE AND EQUIPMENT: Seating should include comfortable lounge chairs with 

occasional tables; staff desk should include a telephone, computer, printer, and storage for supplies; 

2-4 stations for viewing/listening of DVD’s and CD’s; recharging station for electronic devices; 

mounted television/monitor for digital signage or playing of titles from the collection; table for 2 

public catalog computers or integrated with stack-end panels; shelves should not exceed 5’, use of 

the bottom shelves to be avoided, and mobile shelving for flexibility is preferred; secure and locked 

storage area for technology equipment and loanable artwork; tech equipment will need secure 

recharging and prep area in non-public work area. 

 

ARCHITECTURAL CONSIDERATIONS: Music and movies are often played in the room to 

promote the collection, so attention must be given to keep sound from traveling through the library 

while still providing good acoustics within the room.  Good overhead lighting is needed, as well as 

clear sightlines for both service and security.  Wireless access and ample electrical outlets 

throughout the room is essential, additional Internet ports desirable.  Storage for up to 3 carts of 

material needing to be reshelved, ideally located where contents are browsable by patrons. 

 

OTHER CONSIDERATIONS: Although formats in this collection have changed over time, the 

collection remains in high demand.  Any space dedicated to this collection must be designed with 

change and flexibility in mind, as increased digital content may require some of this space to be 

repurposed.  The technology equipment and art collections are also expanding and will need room to 

grow.  A/V equipment as well as artwork has traditionally been loaned through this department, 

however, these collections can be relocated to another department if a staffed service point is not 

located within the room, but these storage requirements must be accounted for in the final plan. 

 

ADJACENCIES: Should be in close proximity to adult book collections, and near a staff service 

point or within sightlines of a service point for both service and security. 

 

NET SQ. FT.:  3,000. 
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FUNCTIONAL AREA:  

Reference Services  
 

PRIMARY SERVICES/FUNCTION: Reception point for staff to provide assistance to patrons in 

person and on the phone with general and historical research, locating and selecting materials, book 

recommendations and reader’s advisory, equipment help, one-to-one assistance accessing databases, 

eBook and audiobook instruction, and basic computer assistance.  Houses the Reference Collection; 

microfilm collection and reader; public scanning, printing and photocopying. 

 

SEATING:  

 2 Chairs for patrons waiting or conversing with desk staff 

 8 Tables with Seating for 2 

 10 Tables with Seating for 4 

 8 Lounge or Laptop Chairs 

 10-12 Study Carrels 

 6-8 Study Rooms with seating for 2-4 

 

COLLECTIONS: Approximately 200 reference books stored at the desk and 1 large filing cabinet 

of printed materials.  Collection currently houses approximately 5,000 reference books accessible to 

staff and public totalling 1,152 linear feet.  However, due to the increase of digital reference 

materials, it is expected this collection will decrease in size by approximately 50% to 2,500 items. 

 

OCCUPANCY:   Patrons: 50-60+   Staff and Volunteers: 1-2 

 

FURNITURE AND EQUIPMENT: Reference Desk should encourage collaborative work with 

patrons and include seating for up to 2 staff and 2 patrons at a time with access to or proximity to 

one shared computer and workspace with seating for patrons and staff working together; desk should 

be highly visible and approachable with clear signage.  2 computers, barcode scanners, and phones 

for desk staff; 1 scanner and 1 networked printer.  A bench or 2 extra chairs should be provided to 

accommodate waiting patrons.  4 catalog computers ideally integrated with stack end panels, 

including one to two with wheelchair accessibility; display stands or end-caps for highlighting 

collection; 1 legal file cabinet; 1 copy machine; 1 print station; 15-20 public computer stations; 1 

table for scanner/computer and microfilm reader and monitor; 1 table for low vision reading 

equipment.  Tables for study/working should be a mix of rectangular and round tables; perhaps 

privacy dividers on some tables.  Comfortable lounge or laptop chairs with mix appropriate for older 

patrons; coffee or occasional tables with lounge seating.  Wireless access; ample Internet ports and 

electrical outlets for up to 30 library owned computers throughout the area and additional ports and 

outlets for patrons usage at all tables, study carrels, study rooms and seating areas. 

 

ARCHITECTURAL CONSIDERATIONS: Special attention to acoustics is vital to this area.  

Reference is generally a very quiet part of the library and the desk area should accommodate semi-

private conversations while controlling conversation levels that might bother other patrons.  Patrons 

require space for private conversations with staff; waiting patrons should be out-of-earshot.  Natural 

lighting and good overhead lighting for reading; task lighting at all desks, tables, and work surfaces 

required; unobstructed sightlines into Historical Collection Rooms.  Staff should have locked file 
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drawers at desk to secure valuables when they leave the desk unattended to assist a patron; storage 

for supplies and files.  A combined Reference/Circulation desk should be explored for optimal 

service and use of space.  Appropriate storage and display for informational flyers, handouts, and 

packets for public. 

  

ADJACENCIES: This should be a quiet study area for reading, reflection, and research, and noise 

levels should be controlled; should be distant from noisy areas and excessive noise mitigated 

wherever possible.  Adjacent to Non-Fiction collection for research and shared use of seating in both 

areas desired, and directly adjacent to Reference Offices with clear sightlines from office to desk for 

private conversations with patrons or when additional help on the floor is needed.  Adjacent to 

Young Adult Room, since patrons from this area use adult Reference services and adult non-fiction 

collections for research and reports.  Close proximity to Circulation Desk, Historical Collection, and 

Technology Lab; ideally integrated with or located within close proximity to the main circulation 

desk; should have easy access to the Historical Collection and microfilm machine.  

 

NET SQ. FT.: 4,160. 
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FUNCTIONAL AREA:  

Historical Collection Rooms 
 

PRIMARY SERVICES/ FUNCTION: Reference area for use, display, and storage of local history, 

genealogical materials and other artifacts.  Historical Collections currently occupy two adjacent 

rooms, HC1 which is for public use and HC2 whose materials must be retrieved by staff. 

 

SEATING:  

 1 Table Seating for 2 

 1 Table Seating for 4 

 

COLLECTIONS: Shelving should be powder-coated steel; hold up to 4,000 books; several 

8’x8’x2’ depth art display systems for framed art work, photographs, etc.; 250’ x 1’x16” depth 

shelving for archival boxes of historical materials; 30’x1’x24” depth shelving for boxes of oversize 

historical materials; 400 sq. ft. 12’ depth shelving for books (HC1); 150 sq. ft. 12” depth shelving for 

books (HC2).  

 

OCCUPANCY:   Patrons: 6  Staff and Volunteers: 1 

 

FURNITURE AND EQUIPMENT: 1 table with 4 chairs; 1 table with 2 chairs; map file; file 

cabinet; microfilm storage unit.  If technology equipment in a nearby Reference department is not 

available, will also need access to 1 computer, 1 scanner, proximity to network printer, 1 phone, and 

1 microfilm reader/scanner and table.  

 

ARCHITECTURAL CONSIDERATIONS: Reference desk/staff should have clear visibility into 

area for theft prevention and assistance purposes; desk and chair for staff or Reference staff offices 

should be located nearby to work securely with historical materials.  Climate controlled; appropriate 

fire suppression system for historical materials; low light to no light for storage area; task lighting 

for tables; UV filtering on lights and UV filtering film or shades on windows; networked wiring, 

data ports, and electrical outlets.  Need secure place/storage for patrons’ belongings while using 

Historical Room since bags, backpacks, etc. are not allowed in historical collection rooms.  

 

OTHER CONSIDERATIONS: Currently there is not enough shelving and storage for the items in 

the Historical Collections, and thus many materials are piled high on the tops of shelves and not 

properly stored.  Local history is very important to the local community, and there are many requests 

to access the local history materials for research and reference so adequate storage is required. 

 

ADJACENCIES: Close proximity to Reference Department and Reference staff offices for 

processing historical materials and meeting with patrons.  Quiet area for reference and research, 

should be distant from noisy areas. 

 

NET SQ. FT.: 1,000 to 1,500.  Current rooms are approximately 768. 
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FUNCTIONAL AREA:  

Children’s Room (E and J) and Desk 
 

PRIMARY SERVICES/ FUNCTION: Provides services, reading recommendations, research 

assistance and programming to families with children from birth to age 12 in two distinct areas: E 

(infants and early readers) and Juvenile (J - elementary school aged children).  Houses collection of 

books, audio visual, circulating toy and technology collections, and reference materials for various 

age groups.  Additionally provides access to computers used primarily by children for research and 

homework assignments. 

 

SEATING:  

 12-14 Tables with seating for 4 (4 E Room, low age-appropriate for toddlers; 8-10 J 

Room) 

 20-22 Lounge Chairs (12 E Room, including chairs for cozy reading with parents; 8-10 J 

Room) 

 8 fun, low seating appropriate for toddlers and very young children in E Room 

 4 seats/low stools for smartboard use for young to elementary school aged children 

 Group Study Rooms   (J) No. Rooms_4-6___ No. Seats in Each__4____ 

 Tutoring Rooms  (J) No. Rooms__2-4___ No. Seats in Each_2_____ 

 

COLLECTIONS: Approximately 10,000 E books and 1,200 E videos and CDs, requires low 

shelving appropriate for pre-schoolers and their parents;  approx. 15,000 J books and 2,300 DVD’s, 

CD’s and video games, requires mixed type shelving for books, audio visual materials, parenting 

collections, and magazines; need shelving to display new books face out in both areas.  Shelving 

should be mobile to increase flexibility of use of space.  Currently, collections are distributed across 

3 distinct rooms with AV formats separated: E Room, J Room and Children’s AV; AV collection 

does not have to be separated out and might benefit from integration into age-appropriate spaces and 

collections.  Linear feet of shelving for all collections totals 3,186: 618 E Room, 1704 J Room, and 

864 Children’s AV Room. 

 

OCCUPANCY:   Patrons: 30-40 (E), 35-45 (J)   Staff and Volunteers: 2-3 

 

FURNITURE AND EQUIPMENT: E room furniture should be appropriate for preschool aged 

children up to grades 1 or 2 and their parents, and J room furniture should be appropriate for 

elementary aged school children from grades 2 or 3 until middle school and their parents.  In the E 

room, wide lounge seating or “chairs and a half” should encourage parents and children to read a 

book together and lounge seats should be for parents watching their children play or read.  4 small 

tables with 4 chairs for puzzles and books for little ones.  In the J room, tables for four should be 

appropriate for schoolwork and group projects, equipped with data ports and electrical outlets and/or 

recharging stations, and lounge seats for reading or parents waiting; access to 1 hydration station 

central to both E and J room areas.  Group study rooms should have whiteboards, flexible seating 

arrangements, data ports and electrical outlets.  Children’s Desk should be mobile for flexibility and 

have seating for two staff with three computers and ample storage, outlets and data ports, and have 

lower desk area for small children and handicap access; book drop bin near desk area; bulletin type 
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boards for notices and boards for children’s art gallery displays; cabinet for display of 3-D children’s 

artwork.  1 long table for construction toys and imaginative play.  Separate Children’s staff office 

located in close proximity to desk area.  Shelving should be low and mobile to increase sightlines 

and flexibility of spaces.  3 staff computers and barcode scanners; 2 telephones, 2 self-checkout 

stations; 5 Internet access computers; 2-3 public catalog computers, ideally integrated into ends of 

shelving stacks; 3-4 AWE/gaming computers; moveable interactive whiteboard/touchscreen monitor; 

monitor for digital display; 1 color copy machine and printer;1 scanner; wireless access points 

throughout; 4-6 touchscreen computer monitors embedded or attached to tables for apps and games 

that promote educational learning for target age groups; 1 large-screen interactive smartboard 

requiring wired Internet access. 

 

ARCHITECTURAL CONSIDERATIONS: Clear and unobstructed sightlines are extremely 

important throughout the spaces. Natural lighting from plentiful windows; good overhead lighting; 

task lighting at all tables; track lighting for art gallery displays.  Storage bins and coat storage for 

children in each room; cabinets for displaying 3D art such as sculptures, crafts and pottery; sizable 

closet or secure storage area for storing crafts and activity supplies.  E room should ideally be 

arranged to contain children and prevent toddlers from wandering off – this makes it easier for 

parents with multiple children – and contain out-of-the way area for parking strollers up to double-

wide.  A family restroom with changing table should be adjacent to the E room, as well as a small 

private room designed specifically to accommodate nursing mothers needing privacy equipped with 

a windowless door to close or privacy shades on windows, a small sink, electrical outlets, a small 

table and comfortable chair to accommodate the privacy and physical needs of nursing mothers.  

Ample space should be given to accommodate crowds at the Children’s Desk with nearby lounge 

seating for children or parents who are waiting; natural light from windows and cozy reading nooks 

are very important, as well as open space on the floor for toddler play and room for educational toys; 

doorways and security gates should accommodate wide strollers; E room should be distant from 

stairways.  J room should have plenty of space for children to work on group projects together.  

Removable carpet tiles ideal flooring material for ease of cleaning, maintenance and replacement.  

 

OTHER CONSIDERATIONS:  It is imperative that Staff at the Children’s Desk have clear 

sightlines to all areas, especially to entrances/exits, for the children’s safety and security – currently 

a concern to both parents and staff in the maze-like configuration of the department. 

 

ADJACENCIES: The Children’s room can become very busy and noisy, especially in the after 

school hours, and should be distant from quiet study areas.  Noise levels should be acoustically 

controlled and contained.  Activity Room for story times and Children’s activities should be adjacent 

to Children’s room.  Should also have custodial “slop-mop” storage closet or area nearby for quick 

response to various cleaning needs. 

 

NET SQ. FT.: 7,300 minimum.  Current spaces occupy approximately 5,200 sq. ft. 
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FUNCTIONAL AREA:  

Young Adult Room 
 

PRIMARY SERVICES/FUNCTION: Provides services, reading recommendations, research 

assistance and programming to Young Adults (YA) ages 12 to 17.  Houses collection of YA books, 

audio visual and reference materials.  Popular and well-used area for gathering, studying and 

collaboration on school projects; particularly in the after-school hours into early evening. 

 

SEATING:  

 8-10 Tables with seating for 4 

 2-4 Tables with seating for 6 

 10-12 Lounge and/or Laptop Chairs 

 4-6 Study Carrels 

 6-10 fun movable seating which can be used for programs 

 3-4 comfy couches/benches 

 6-8 Group Study Rooms with seating for 4 

 4-6 Tutoring Rooms with seating for 2 

 

COLLECTIONS: Approximately 3,500 books and magazines, 800 DVD’s and CD’s, require mixed 

shelving for multiple formats; current linear feet of shelving in YA is about 450’; shelving areas to 

display new books and materials face out are important.  Shelving should be mobile to increase 

flexibility of spaces, and 66” or lower to improve sightlines throughout area.  Integration of YA non-

fiction into adult collection should be explored to re-allocate shelving space to flexible space. 

 

OCCUPANCY:   Patrons: 65-75+    Staff and Volunteers: 1-2 

 

FURNITURE AND EQUIPMENT: Countertop area with 10-15 seats; long comfy benches; 10-12  

lounge or laptop chairs; group study and tutor rooms should have whiteboards, interactive monitors 

with Internet access, flexible seating arrangements, data ports and electrical outlets; 1-2 public 

catalog computers ideally integrated into end of shelving stacks; up to 10 moveable stools or flexible 

seating to relocate as needed.  Large area for face out shelving for new books and other displays. 2 

computers with Internet access or laptops available for in-house borrowing and use; wireless printer; 

scanner/copier; wireless access; hydration station; 1 digital signage; charging stations and ample 

electrical outlets required.  1 mobile desk or kiosk, chair, phone, computer, and printer for YA 

Librarian.  

 

ARCHITECTURAL CONSIDERATIONS: YA librarian should have sightlines from a service 

desk to this area.  Good overhead lighting, plentiful natural lighting from windows, and task lighting 

on tables is important.  Flexible seating and spaces are needed so that teens can rearrange furniture as 

needed for study groups or quiet reading.  Backpack and coat storage needed for students after 

school.  Removable carpet tiles ideal flooring material for ease of cleaning, maintenance and 

replacement.  Nearby closet for storage for vacuum and other supplies. 

 



Hingham Public Library Building Program  35
   
 

OTHER CONSIDERATIONS: This area is well-used and more seating and study rooms are 

needed, especially in the after school hours; seating is currently over 40 and not nearly enough after 

school.  The existing YA area is currently located within the Children’s Department but should be 

separated out.  

 

ADJACENCIES: This is a frequently noisy and active area and should be distant from quiet study 

areas; noise levels should be acoustically contained and controlled.  Should be within easily travelled 

proximity to Adult Non-Fiction collection since many of the young adults use this collection for 

research and reports.  Ideally close to café since eating and young adults go hand-in-hand; close 

proximity to Makerspace area is also ideal to encourage exploration, creation, and innovation. 

 

NET SQ. FT.: 4,600. 
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FUNCTIONAL AREA:  

Children’s Activity Room 
 

PRIMARY SERVICES/FUNCTION: Room for hosting story times, craft activities, clubs and 

children’s programming events; space also used for smaller adult programs/meetings when other 

meeting rooms are booked.  

 

SEATING:  

 5-6 Adjustable-height Tables with Seating for 6 that can be removed and stored away for 

flexible space use 

 40-50 Children’s Program Seats for children and parents that can be removed and stored 

away for flexible space use, ideally adjustable height 

 

OCCUPANCY:   Patrons: 60-80    Staff and Volunteers: 1-2 

 

FURNITURE AND EQUIPMENT: Up to 5-6 tables and 40-50 chairs that can be added or 

removed and secured in an adjacent storage area out of the way as needed to accommodate various 

numbers of patrons and room uses; flexible seating arrangements required; pull down retractable 

screen for presentations; mounted digital projector with accompanying speakers/sound system; 

mobile interactive touchscreen with Internet access; electrical outlets, data ports, and wireless 

access.  Kitchenette sink and storage cabinet for supplies should be located in adjacent storage 

area/kitchenette/prep-room that can be locked or sealed off as needed. 

 

ARCHITECTURAL CONSIDERATIONS: Good overhead lighting; ability to dim the lights and 

control light zones as needed for the program or activity.  Natural light from windows; shades to 

control amount of light; attached room with both storage and a kitchenette that can be secured but 

allows for easy access to the sink when needed.  Area outside room away from flow of traffic for 

stroller storage would be ideal for parents with young children; area must accommodate double-

strollers.  Flooring materials should be washable/durable/replaceable. 

 

ADJACENCIES: Noisy area should be distant from quiet study areas, room should be soundproof.  

Should be adjacent to the Children’s Room, and in close proximity to family bathrooms.  Should be 

a safe distance away from entrances and stairwells to prevent young children from running ahead 

into a dangerous situation when a crowded program is letting out. 

 

NET SQ. FT.:  800 for the Children’s Activity Room, up to 200 sq. ft. for an adjacent 

kitchenette/storage area. 
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FUNCTIONAL AREA:  

Makerspace 
 

PRIMARY SERVICES/ FUNCTION: Creative spaces that encourage innovation, exploration, and 

collaboration. 

 

SEATING:  

 2-3 Tables with Seating for 4 that are flexible/removable from the space 

 4-6 adjustable height stools/chairs  

 

OCCUPANCY:   Patrons: 10-12    Staff and Volunteers: 1-2 

 

FURNITURE AND EQUIPMENT: Movable but secure tables or workbenches and stools of 

different sizes/shapes depending upon equipment being used and activity being offered, which might 

include 3D printers, craft/art/activity tables, manufacturing equipment, audio/visual equipment, 

laptops, tools, sewing machines, computers, green screen, materials for electronics and robotics.  

Staff desk area with computer and large storage area; access to sink.  

 

ARCHITECTURAL CONSIDERATIONS: Bright overhead lighting for the makerspace and 

digital lab; controlled lighting options; additional spotlight/track lighting for recording as needed.  

Multiple data ports and electrical outlets are needed, especially due to the changing nature of 

technology and pieces that may be acquired in future.  This area must be designed with change and 

flexibility in mind, and built to accommodate changing technologies as well as changing uses of 

spaces; should have control of light and soundproofing for light/sound sensitive activities (e.g. 

recording). Each area should have a telephone and wireless access points, as well as a large locked 

closet or lockable storage area for storage of different size equipment and supplies when not in use.  

Clear staff sightlines required for safety and assistance.  Flooring should be washable, low-

maintenance and low-staining tile.  

 

OTHER CONSIDERATIONS: Special consideration should be given to safety in the design of 

these spaces, given the hands-on nature of activities within the space.  Flexibility to move furniture 

to accommodate changing uses of the space is important. 

 

ADJACENCIES: This will be a potentially very noisy area and should be soundproofed; ideally this 

area should be located away from quiet study spaces, and perhaps close to either the Young Adult 

Department or the Computer Room/Technology Lab. 

 

NET SQ. FT.: 500.  
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FUNCTIONAL AREA:  

Training Room/Class Room #1, #2 
 

PRIMARY SERVICES/FUNCTION: Digital Media Lab; technology one-on-one and classroom 

instruction; public computer use. 

 

SEATING:  

 25 workstations/available for presentations 

 

COLLECTIONS: Digital conversion equipment, including a VHS to DVD converter, vinyl to 

digital converter, scanner & Apple computer for digitizing photos, low-vision reading magnifier; 

needs long table and seating to sit with staff to learn how to use equipment, or to sit and work on 

conversions with personal materials. 

 

OCCUPANCY:   Patrons: 25   Staff and Volunteers: 2 

 

FURNITURE AND EQUIPMENT: 20 Internet workstations; 5 digital media workstations; 

overhead projector with screen on one end; 2 smartboards/interactive whiteboards or large touch 

screen monitors on the opposite end; integrated sound system; 1 staff telephone; 1 staff computer or 

laptop; 1 staff barcode scanner; 1 color printer; 1 scanner. 1 mobile desk or kiosk and drawers for 

storage for staff; equipment workspace and computer tables; room divider; lockable cabinet or closet 

for audio/visual, technology, and projector equipment; cabinet for loanable equipment; table/podium 

on each end for presentations.  

 

ARCHITECTURAL CONSIDERATIONS: Workstation should be flexible in order to re-arrange 

for different uses for classroom, presentation, or group organizations; room divider to use area for 

different functions at the same time; 5 fixed workstations for immovable/specialty equipment; ample 

electrical outlets and data ports well-spaced throughout the room; wireless access.  Lighting that can 

be turned on/off or dimmed in different locations in the room; only some windows, must have 

shades.  

 

ADJACENCIES: Should be located near Adult and Reference Services and in a highly visible 

public area to increase traffic and usage (currently in what appears to be a staff hallway that does not 

encourage foot-traffic and drop-ins).  Ideally directly adjacent to Technology Librarian Office.  May 

be occasionally noisy, space requires good control of noise and door that can be closed during 

presentations; should be away from very quiet areas of the library.  May be helpful to have in 

proximity to Young Adult or Makerspace areas to take advantage of natural interactions. 

 

NET SQ. FT.: 1,250: 500 for each “classroom”; 150 for storage; 100 for entry area/staff desk. 
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FUNCTIONAL AREA:  

Bookstore 
 

PRIMARY SERVICES/FUNCTION: To display and sell donated and used books on a daily basis. 

 

SEATING:  

 2-4 Lounge Chairs 

 

COLLECTIONS: Shelving for 3,000+ books; shelving required for both backroom storage area as 

well as in-store book displays. 

 

OCCUPANCY: Patrons: 10-12    Staff and Volunteers: 2-3 

 

FURNITURE AND EQUIPMENT: 1 desk for cash register, calculator, and credit card machine; 1 

desk chair; 1 table; 1 telephone; shelves; 1 book cart for transporting books from backroom storage 

area to shelves; 1 book cart for transporting books from donation area to shelves. 

 

ARCHITECTURAL CONSIDERATIONS: Area requires good lighting throughout and bright 

overhead lighting for reading book titles.  Requires a separate non-public “back-room” for receiving, 

sorting and storing inventory with room for 2 volunteers and shelving for inventory storage for 

bookstore; display and functional shelving for bookstore feel; area can be locked and closed if not 

staffed; adequate space for patron browsing; wheelchair accessible; chairs nearby for patron seating; 

area needs to be bigger than current space which is busy and very popular but woefully inadequate.  

Small closet or storage area in back room for volunteer coat etc., with lockable area for purses and 

other valuables. 

 

OTHER CONSIDERATIONS: The bookstore is a well-loved and well-used community resource, 

as well as an important and successful source of raising funds for the library. Location and 

atmosphere are important considerations for this space.  Combination of bookstore/café should also 

be considered, especially for shared use of seating. 

 

ADJACENCIES: Ideally visible from and located adjacent to the main entrance and café.  Normal 

noise level from conversations, distance from quiet study areas. 

 

NET SQ. FT.:  650 minimum.  Current space is approximately 200 sq. ft. 

 

 

 

 

 

 

 

 

 

 

 



Hingham Public Library Building Program  40
   
 

FUNCTIONAL AREA:   

Café 
 

PRIMARY SERVICES/FUNCTION: Sells food such as sandwiches and pastries, and beverages 

such as tea and coffee; provides seating for eating, relaxing and meeting with friends. 

 

SEATING: 

 8 Café-style Table seating for 2 

 4 Café-style Table seating for 4 

 6-8 Lounge Chairs  

 

OCCUPANCY:   Patrons: 20-25   Staff and Volunteers: 2-3 

 

FURNITURE AND EQUIPMENT: Café style tables and chairs, cozy seating areas/arrangements 

with coffee tables; service counter; 1 cash register and 1 credit card machine; 1 telephone; 

refrigerated case for prepared food display; counter for making coffee/beverages and storing napkins 

and cups; refrigerator for cold beverage storage; backroom appropriate for storage of food inventory 

and related products.  Seating for single patrons, or those who do not want to sit in a group.  

 

ARCHITECTURAL CONSIDERATIONS: Variable lighting appropriate for café setting, good 

lighting to read by.  Food storage and preparation area with double sink required; adjacent to 

restrooms; ample seating and wireless access points; seating should be out in the open and available 

for use at all times even if café is closed or not staffed.  Wireless access points; electric outlets and 

recharging stations desirable at all tables and seating areas.  Sound levels from normal conversations 

should be acoustically controlled and contained within café area.  Flooring should be 

washable/durable/easy to maintain, but should also promote a cozy café-like atmosphere.  Storage 

for games, such as chess and checkers. 

 

OTHER CONSIDERATIONS: Consider combining with bookstore for shared use of seating. 

 

ADJACENCIES: Should be in close proximity, if not integrated with the Bookstore, although 

majority of seating should be located outside lockable areas in the event that the bookstore or café is 

closed.  Fairly noisy area with normal conversations frequently occurring, should be located away 

from quiet study areas and near public restrooms. 

 

NET SQ. FT.: 1,400. 
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FUNCTIONAL AREA:  

Meeting Rooms and Auditorium 
 

PRIMARY SERVICES/FUNCTION: Meeting rooms are used to host library programs, author 

talks, movie nights, guitar and music concerts, and community meetings, and they accommodate 

functions of various sizes serving 10 to over 150+ people at a time.  Currently, the Library has 2 

meeting rooms in constant and high demand; maximum occupancy is 25 and 90, respectively.  Often 

our larger meeting room is filled to capacity with patrons turned away at the door for lack of room; 

additionally, patrons suffer from poor sightlines from thick columns throughout the room that 

obstruct the view.  There is a great need for more meeting rooms and a larger meeting room and/or 

auditorium for well-attended programs and events. 

 

SEATING: 

 Meeting Room Seating: from 10 up to 120-150, up to 300+ in auditorium; long  

tables that can be configured as needed for meeting room and event set-up 

 

OCCUPANCY:   Patrons: 10-300+   Staff and Volunteers: 1-2 

 

FURNITURE AND EQUIPMENT: Up to 150 chairs and 20 tables for meeting rooms; quality 

sound system and lighting for auditorium; digital rotatable overhead projectors in all meeting rooms 

and auditorium with automatic and retractable screens; podiums with easy access to electrical outlets 

and ports; whiteboards, wall mounted touch screen monitors and interactive boards in all meeting 

rooms; sound board and related audio equipment for auditorium; microphones and speaker systems 

for larger meeting rooms and auditorium; wireless access points in all rooms to guarantee a strong 

signal; ample electrical outlets; 1 telephone in each room; AED centrally located for quick retrieval 

from meeting rooms; kitchenette adjacent to the auditorium and full kitchen in one of the larger 

meeting rooms with double sink, countertop work space, oven, stovetop, microwave, refrigerator, 

dishwasher and cupboards/drawers for pan and utensil storage; local access community media feeds 

in all meeting rooms and auditorium as well as installed camera and equipment for filming programs 

and presentations internally.  All smaller meeting rooms should have small storage closet or cabinet 

to store equipment such as sound equipment, microphones, DVD players, cables, etc. as well as 

miscellaneous but frequently used or requested items; larger meeting rooms should additionally have 

larger storage areas for furniture and equipment storage. 

  

ARCHITECTURAL OR OTHER CONSIDERATIONS: Level of lighting should be adjustable 

in all rooms from dim to bright, and individual lights should be controllable to adjust to various light 

levels throughout room depending upon needs (zones).  Auditorium and large meeting room lights 

should be specialized to highlight performers as needed.  Ideally would have 4 to 5 meeting rooms of 

various sizes that accommodate small (10) to large groups (150) as well as an auditorium or similar 

flexible space that seats up to 300.  Meeting rooms should have access to automatic room darkening 

shades for movies and projected presentations; adjustable light levels from low to high and the 

ability to turn on targeted areas of lights throughout the room; natural but indirect light from 

windows during the daytime; flexible seating, table arrangements and use of room spaces to 

accommodate a varying number of program attendees and room set ups; access to a sink/kitchenette 

area to facilitate the storage and serving of food and beverages at programs in larger meeting rooms 



Hingham Public Library Building Program  42
   
 

and auditorium, and access to full kitchen area for educational and cooking programs; adjacent 

storage area for tables and chairs when not in use and for increased flexible uses of space.  

Auditorium should have quality sound system and lighting, acoustical tiles, handicap access to 

seating and stage, stadium seating – preferably flexible or movable to accommodate other uses of the 

space, digital projector, backstage access and storage space.  All rooms should be equipped with 

video and audio feeds for live streaming or recording of programs to share online.  Good temperature 

control desired. 

 

OTHER CONSIDERATIONS: Auditorium and some if not all meeting rooms should have access 

to outside entrance and restrooms with have the ability to close off and securely lock area to the rest 

of the library in order to facilitate usage when the library is closed. 

  

ADJACENCIES: Should be easily accessible from outside entrances and adjacent to walkways and 

general public traffic areas.  Should be located away from quiet areas, and all meeting rooms and 

auditorium should be designed to control and contain moderate to loud amounts of noise; auditorium 

especially should be designed with achieving optimal levels of acoustics both within for sound 

enhancement and without for noise reduction. 

 

NET SQ. FT.: 250 (room for 1-10); 625 (room for 10-25); 850 (room for 25-75); 1,600 (room for 

75-150); 3,100 (auditorium for 150-300). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Hingham Public Library Building Program  43
   
 

FUNCTIONAL AREA: 

Public Restrooms 
 

PRIMARY SERVICES/FUNCTION: Access to both men’s and women’s rooms should be 

conveniently located throughout the building with clear signage.  

 

OCCUPANCY:   Patrons:  Staff and Volunteers:  

 

FURNITURE AND EQUIPMENT: If single-use bathroom, a lock on the door that indicates 

“occupied” or “unoccupied” is desired; also 1 sink, 1 soap dispenser; 1 toilet; 1 hand dryer; 1 paper 

towel dispenser; 1 mirror; 1 trash receptacle, door hook for coat; small table or counter to put down 

purse/briefcase away from water areas; fold up diaper changing station.   

 

ARCHITECTURAL CONSIDERATIONS: Restrooms should not be located adjacent to patron 

browsing and seating areas unless some sort of privacy divider is provided.  Bathrooms should be 

soundproof and control and confine noise within the room. Hand dryers and flushing should be quiet 

and not audible outside of the bathroom areas. All restrooms should be equipped with changing 

tables, or a family restroom should be located on each floor to accommodate this need.  Restrooms 

should be wheelchair accessible.  Signage to restrooms should be clearly visible from areas of traffic 

throughout the library.  Staff should have access to non-public restrooms located within a staff area.  

Good overhead lighting; bright mirror lighting. 

 

OTHER CONSIDERATIONS: A number of the current restrooms lead directly into reading and 

browsing areas, creating awkward and uncomfortable situations for both those inside and outside the 

restroom.  Restrooms should be located in hallways or in other areas that afford some privacy.  

 

ADJACENCIES: Close proximity to every department; ideally located in hallways and open spaces 

but with privacy in mind; should be distant from seating and study areas; adjacent to water 

fountain/water hydration station. 

 

NET SQ. FT.: The library currently has 7 public bathrooms at 64 sq. ft. each that accommodate the 

nearly 1,000 people a day who visit the library.  More bathrooms are needed.  A private staff 

bathroom is also desired.  Consider adding more all-purpose bathrooms with gender-neutral signage 

(for example, family bathrooms for parents with younger children). 
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FUNCTIONAL AREA:  

Custodial Storage Closets 
 

PRIMARY SERVICES/FUNCTION: Storage of frequently used cleaning equipment; access to 

water and drains for changing cleaning water for mopping activities. 

 

FURNITURE AND EQUIPMENT: Each closet must lock and have access to water and drains; 

room for storage of mops, buckets, trash barrel, vacuums, and other commonly used custodial 

equipment for maintenance and cleaning. 

   
ARCHITECTURAL CONSIDERATIONS: Bright overhead lighting; ample storage for 

larger/bulky frequently used equipment, and shelves for cleaning supplies for easy access.  Could use 

more storage space less-frequently used items (such as paint, shelving and furniture) about the size 

of current custodial office/store room.   

 

OTHER CONSIDERATIONS: Need water supply and sink in Children’s area for clean-up; 

currently there is no custodial closet in the area. 

 

ADJACENCIES: Should be located on each floor and on each side of the building to facilitate 

frequent cleaning without having to move equipment through public areas. 

 

NET SQ. FT.: 150-200 sq. ft. is required for up to 4 custodial storage closets. 
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FUNCTIONAL AREA:   

Technical Services 
 

PRIMARY SERVICES/FUNCTION: Ordering, processing, cataloging, mending, and receiving 

new books and materials.  Activities are non-public and area is used by both staff and volunteers. 

 

COLLECTIONS: 9 shelves (3’ x 6’) – 6 for staff area and 3 for mending area totalling 54 linear 

feet; 18 moveable book carts. 

 

OCCUPANCY:  Staff and Volunteers: 3 staff, 5 volunteers 

 

FURNITURE AND EQUIPMENT: 3 staff desks and chairs; 3 computers, barcode scanners; 3 

telephones; 1 networked color copier/printer/scanner; 1 table approx. 5’ x 7’ and chairs seating at 

least 5; 18 book carts; 1 sink; 1 water cooler; 1 mini fridge; 1 microwave. 

 

ARCHITECTURAL CONSIDERATIONS: Storage is very important; requires storage closet near 

mending table area for book repair materials (with a minimum of shelving 3’x7’) and storage closet 

near staff for processing materials (with a minimum of shelving 3’x5’).  Place for staff coats, purses, 

etc., preferably an area to securely lock valuables.  Bright overhead lighting and natural lighting 

from windows since some staff work in this office area all day; requires good ventilation or air unit 

to keep room temperature constant; mending area for volunteers close to sink equipped with table 

and chairs for at least 5 and access to shelving and storage closet near staff work area; located in 

close proximity to elevator for transporting carts of books between floors. 

 

OTHER CONSIDERATIONS: The mending volunteers provide a valuable service by repairing 

books that would otherwise need replacement; oftentimes these activities are also important as social 

activities where menders chat and enjoy each other’s company.  Therefore, an area directly adjacent 

to but within sight of Technical Services would be ideal, or at least an area with some separation to 

encourage the social experience of volunteers without interfering or distracting staff from their work. 

 

ADJACENCIES: Should be adjacent to or within close proximity of Collection Development 

Librarian’s office since they work in close collaboration; should be located within a staff-only area 

since this is a non-public department with frequent conversation at normal noise levels; close 

proximity to elevator for frequent transport of books and deliveries of new purchases; ideally located 

not far from Circulation Services; works closely with volunteer menders. 

 

NET SQ. FT.: 950. 
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FUNCTIONAL AREA:  

Computer Services Room/Server Room 
 

FUNCTION: Centralized location for the Library’s IT services including main server, modems, 

cables, switches and firewall equipment. 

 

SEATING: 

 1 Table with Seating for 2 

 

OCCUPANCY:  Staff: 2  

 

FURNITURE AND EQUIPMENT:  1 Countertop or table workspace and 2 chairs; small storage 

space including shelving; small desk for computer; 2 telephones; 1 computer; 1 enclosed server rack 

with 6 rack mounted servers and monitor;1 rack KVM unit; 2 rack mounted UPS’s; existing switch 

rack; environmental monitor and room specific HVAC with adequate cooling and ventilation. 

 

ARCHITECTURAL CONSIDERATIONS: Bright overhead lighting; task lighting at desk; 1 

small storage unit with shelving. 

 

OTHER CONSIDERATIONS: This room must be well-ventilated and climate controlled to 

prevent overheating and maintain the equipment. 

 

NET SQ. FT.: 200. 
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FUNCTIONAL AREA:  

Staff Offices/Work Areas and Conference Area  
 

PRIMARY SERVICES/FUNCTION: Non-public area for staff to work behind the scenes; receive 

training; have staff meetings; conduct interviews and staff reviews; store and secure confidential 

files and paperwork; complete administrative functions. 

 

SEATING: 

 1 Table with Seating for 6-8 (conference room) 

 

OCCUPANCY:   Staff:  12 

 

FURNITURE AND EQUIPMENT: 6 separate staff offices located in a secure non-public staff area 

are required for the positions of Library Director, Assistant Director, Library Business 

Administrator, Technology Librarian, Collection Development Librarian, and Head Custodian.  Each 

office should be equipped with a desk and chair, file cabinet, bookshelf, computer, barcode scanner, 

telephone, printer/scanner, adequate electrical outlets and data ports, and storage space for office 

supplies and personal items such as a coat and bag.  Additional file cabinets, bookshelves and seating 

for visitors will be required for the Director, Assistant Director and Business Administrator, and 

extra space for book carts for the Collection Development Librarian.  1 networked copier/printer, 

laminator, and water cooler centrally located for shared use.  1 adjacent staff conference room with 

table and chairs that seats up to 8, and 1 mounted whiteboard/interactive touch screen in conference 

room.  Additionally, 3 departmental staff offices located in close proximity to the Children’s, 

Circulation, and Reference desks are required for supervisors/librarians in each department.  2 desks 

and related equipment are required for the Children’s and Reference staff offices. 

 

ARCHITECTURAL CONSIDERATIONS: Natural light from windows that open is very 

important for staff area offices, since these staff work in their offices all or most of the day; windows 

should be equipped with shades for light control.  Good overhead lighting; task lighting for desks. 

Acoustics are important and noise should be controlled and contained so that private conversations 

are not overheard.  Each office must be equipped with a lockable door that shuts for privacy, 

security, and storage of valuables as well as sensitive non-public information and records.  Library 

Director often meets with small groups of staff or Trustees in office; requires table that seats up to 6 

if not adjacent to or in close proximity to staff conference room, as well as seating for two visitors at 

desk.  Library Director and Business Administrator require extra space for growing volume of 

records that must be maintained.  Offices should have individual temperature controls adjustable to 

staff comfort levels.  Departmental staff offices in Children’s, Circulation and Reference should have 

doors that shut but with windows for easy viewing of services areas to be able to respond to desk 

areas when assistance is required. 

 

OTHER CONSIDERATIONS: 

The Business Administrator has a part-time administrative assistant whose workspace should be 

located in close proximity to the Business Administrator, and who requires a desk with lockable 

drawers, computer, and phone.  The assistant does not require a private office but does need a 

personal workspace with dedicated computer access to the Town’s network. 
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ADJACENCIES: Staff area offices should be away and secure from public spaces; ideally located 

adjacent to or in close proximity to staff conference room and shared copier/printer.  Library 

Director and Assistant Director offices should be adjacent, and in close proximity to Library 

Business Administrator.  Head Custodian office should be in close proximity to custodial storage 

area, electrical and boiler rooms, however, acoustics should be at a normal office level to 

accommodate administrative work, phone and in-person communications (often building 

maintenance areas are louder than normal due to operation of equipment).  Collection Development 

Librarian ideally located in close proximity to Technical Services department, since they work in 

close collaboration, and in close proximity to Reference Services, since this Librarian works in both 

departments and may staff the Reference Desk part of the day.  Technology Librarian’s office should 

be adjacent to the Training Room.  Departmental staff offices in Children’s, Circulation, and 

Reference should be located adjacent to their respective service desks. 

 

NET SQ. FT.: Director: 400; Assistant Director: 200; Library Business Administrator: 300; 

Collection Development Librarian: 150; Technology Librarian: 150; Head Custodian: 125; 

Circulation Office: 125; Children’s Office: 250; Reference Office: 250; conference room: 175. 
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FUNCTIONAL AREA:  

Staff Lunchroom, Private Room, and Restroom 
 

PRIMARY SERVICES/FUNCTION: Staff areas for resting, meal breaks, and storing personal 

belongings in a secure manner.  Private area to accommodate needs of nursing mothers on staff, 

although a central space for patrons who are nursing mothers might serve staff needs. 

 

SEATING: 

 1-2 Tables with Seating up to 12 

 3-4 Lounge Chairs or couch to accommodate if a staff member needs to lie down 

 

OCCUPANCY:   Staff: 12 

 

FURNITURE AND EQUIPMENT: Lunchroom seating for up to 12 staff at a time; 1 telephone; 1 

full size refrigerator; 1 small dishwasher; 1 full size sink; 1 water cooler; 2 microwaves; 1 coffee 

maker; 1 toaster oven; 1 large coat rack; lockers for approximately 30 staff; kitchenette shelving area 

for plates, utensils, etc.  Small private room designed specifically to accommodate nursing mothers 

needing privacy equipped with a door without windows to close or privacy shades on windows, a 

small sink, electrical outlets, a small table and comfortable chair to accommodate the privacy and 

physical needs of nursing mothers, although this room could be centrally located for the use of both 

staff and patrons, as described in the Children’s functional area description.  Restroom be either 

unisex or both men and ladies room should be located in staff areas and should be equipped with a 

lock on the door that indicates “occupied” or “unoccupied”; also for each: 1 sink, 1 soap dispenser; 1 

toilet; 1 hand dryer; 1 paper towel dispenser; 1 mirror; 1 trash receptacle, door hook for coat; small 

table or counter to put down purse/briefcase away from water areas.   

 

ARCHITECTURAL CONSIDERATIONS: Natural lighting from windows important in 

lunchroom with shades for controlling light and privacy; good overhead lighting.  Adequate 

electrical outlets for kitchen equipment, and a door that can shut to control acoustics and moderate 

levels of conversations.  Lock is desired on door if not in secure non-public area.  Closet for coats, 

boots, umbrellas, bags; lockers that can be secured for personal valuables; storage for daily used 

kitchen items such as plates, utensils, and glassware, as well as larger items such as punchbowls, 

water pitchers, and serving platters.  Lunchroom should be well equipped with large bulletin boards 

for display of notices and communications as well as labor and employment related posters. 

 

OTHER CONSIDERATIONS: This room should be private and free from public intrusion.  

Additionally, the staff lunchroom should have secured access, to prevent theft of personal 

belongings, especially when staff are not in the room. 

 

ADJACENCIES: This area should be secured and private from public areas; adjacent to staff only 

bathroom and staff only areas. 

 

NET SQ. FT.: 512. Same as current.  Bathrooms are 64 each; Private Room for nursing is 64. 
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FUNCTIONAL AREA:  

Building Maintenance Workroom 
 

PRIMARY SERVICES/ FUNCTION: Support area for day-to-day maintenance of the library and 

storage area for inventory of supplies, tools, and equipment.  Often serves as the “base of operations” 

for custodial activities and building maintenance. 

 

OCCUPANCY:   Staff: 2 

 

FURNITURE AND EQUIPMENT: 1 desk and chair; 1 computer; 1 telephone; 1 walkie-talkie; 1 

file cabinet; storage wardrobe for foul weather gear and boots; at least 12-15 large industrial strength 

shelving units for inventory and supplies (paint, ceiling tiles, light fixtures, cleaning supplies, 

equipment, etc.); storage unit for hand tools.  

 

ARCHITECTURAL CONSIDERATIONS: Bright overhead lighting is essential; must have ample 

electrical outlets and access to Internet ports.  Noisy area; attention to soundproofing is required to 

prevent noise from infiltrating staff and public areas.  Washable and durable tile flooring preferred.  

Storage space is critical: multifunctional storage needed for larger pieces of equipment and lighting 

fixtures; ample sized lockers for custodial staff; storage space for less-frequently used items (paint, 

shelving, furniture, etc.). 

 

OTHER CONSIDERATIONS: Head Custodian meets with vendors and needs an office with a 

dedicated desk, computer and phone for paperwork and organization.  An office in close proximity 

to this area is preferred for ease of access; however, given the typical loud acoustics from nearby 

machinery, any office space must be soundproofed appropriately for safe use.  Nearby or adjacent 

restroom for custodians ideally with a shower/wash area in the custodian’s bathroom for clean-up 

from chemical spills or messy toilet malfunctions, etc.  Ideally would have a washer/dryer set-up for 

clean-up after snow removal, chemical spills, drain or toilet malfunction, also would be used to clean 

Children’s plush toys, etc.   

 

ADJACENCIES: Must be in staff only area due to safety and security of infrastructure; should be in 

close proximity to outside door for ease of access by maintenance vendors and repair workers 

bringing in parts/equipment/tools, etc.  Should be located away from public areas of the building. 

 

NET SQ. FT.:  350-400 minimum.  Current space of 256 sq.ft. is inadequate for storage of supplies, 

which overflow into hallways, mechanical and electrical spaces. 
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FUNCTIONAL AREA:  

General Storage  
 

PRIMARY SERVICES/FUNCTION: Centralized location to store inventory of equipment and 

office supplies.  

 

FURNITURE AND EQUIPMENT:  6-8 tall shelving units for storage of inventory of office 

supplies and misc.; up to 2 large lockable units for secure storage of employee files; smaller open 

space for storage of miscellaneous items. 

 

ARCHITECTURAL CONSIDERATIONS: Bright overhead lighting. Need multiple shelves for 

storing smaller items, and larger areas for storing less frequently used larger items and file boxes that 

must be maintained.  For storage only; no windows required; requires ability to lock doors and 

secure access. 

 

OTHER CONSIDERATIONS: Closet space and storage areas are at capacity throughout the 

library.  Dedicated spaces for additional storage are greatly needed in all areas and departments of 

the library.  

 

ADJACENCIES: Main general storage area should be located within staff areas, in close proximity 

to office of Business Administrator, who orders supplies and controls inventory. 

 

NET SQ. FT.: 700.  500 minimum for centralized, general storage; 200 minimum for Children’s 

storage.  Current storage area for general non-maintenance supplies and inventory is 160-175 sq. ft., 

and is not nearly enough.  
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Other Considerations 
 

Acoustics 
The acoustics in the building are important to patrons enjoyment of the spaces, and feedback from a 

patron building survey (as well as patron and staff comments) indicates a need for designated use 

areas for quiet individual reading, research and study, separate and at a distance from collaborative 

or group work, social gatherings and conversations, which should be acoustically contained in areas 

with expected greater noise levels.  Individual and group study rooms should be soundproof, and 

ideally not adjacent to one another.  Also, the noise from the HVAC systems in meeting rooms 

should be minimized to not interfere with a program in session; currently, it can be a distraction, yet 

turning them off would result in poor room temperature in rooms that can be too hot or too cold. 

 

 

Natural Light and Windows 
Patrons have repeatedly expressed their appreciation and enjoyment of natural light from the many 

windows currently in the library, and the bright, open spaces throughout the building.  Maintaining 

an open-feel with plenty of windows and natural light is very important to the patrons (and staff!), 

and is among the best-loved features in the current design.  Improvements would include some 

windows that can open, at least for staff when necessary or desired, particularly in staff offices, and 

the replacement of the single-paned windows throughout the Library that are original to the 1960’s 

Library and former Town Offices buildings with new energy efficient windows. 

 

 

Lighting and Signage 
Although natural, daytime lighting is appreciated, once the sun sets, the spaces are poorly lit and the 

current lighting is dim and insufficient in multiple areas, often generating complaints from patrons 

who are straining to read and having difficulty doing their work, especially in the Reference Room.  

Improvements would include installing energy efficient lighting appropriate for various work, study 

and reading spaces throughout the building.  In addition, the signage throughout the building is 

confusing and not user-friendly, making wayfinding and navigation a problem for many patrons 

which in turn impedes retrieval and discovery of new materials.  Lighting and signage should be 

addressed throughout the building with a strong focus on improving user experience. 

 

 

Other Safety and Security Measures 
Of primary concern in our current building is the safety and security of children, since the Children’s 

Department is spread out and chopped up into rooms that are not remotely close to staff or within 

staff sightlines.  There is also an open staircase along a somewhat narrow corridor that children must 

pass to access the story time room, and this being so close to the E-room has resulted in numerous 

complaints from parents.  Additionally, heating units along the lower wall in the E-room can get very 

hot and are within easy reach of small children (although chairs have been placed in front of these 

currently to help prevent access).  There is also an outside entrance that leads directly into the 

Children’s Department, and although the Children’s desk is located adjacent to the door, when staff 

steps away to help a parent or child, the desk and entrance may be unattended leading to further 

safety concerns.  Suggested changes to the Children’s spaces are recommended to meet guidelines 



Hingham Public Library Building Program  53
   
 

proposed in Massachusetts Library Association Standards for Public Library Services to Children in 

Massachusetts (2012).  Additionally, current security monitors throughout the building have blind 

spots that should be addressed, and exterior cameras should be installed for additional security. 

 

 

Restrooms 
The current seven individual restrooms are inadequate for the nearly 1,000 visitors that come to the 

Library each day, and more public restrooms, as well as staff restrooms, are in demand.  Placement 

of restrooms also deserves consideration, as many are currently located within areas where people 

are reading and studying right outside the door, creating awkward situations. 

 

 

Parking 
Lack of adequate parking is by far the #1 patron complaint.  On a daily basis, patrons complain they 

cannot find a parking space at some point in the day, and a number of patrons, including older 

patrons, patrons with young children, and those with limited mobility, have later reported they tried 

to visit the library but couldn’t find a parking space so they left without coming in.  The need for 

additional parking to accommodate demand is absolutely one of our top priorities.  Currently, there 

are 100 parking spaces (9 of these are curbside on adjacent Leavitt Street); based on one spot for 

every 400 square feet of building, an estimated 171-177 total parking spaces will be needed. 

 

 

Atmosphere 
Despite the clear need for physical improvements, patrons are very satisfied with the current friendly 

and welcoming atmosphere of the Library, with staff mentioned repeatedly in our surveys as being 

top-notch and greatly responsible for creating this open and relaxed atmosphere.  Yet there is a great 

need to update the aging furniture and décor, and to add more meeting spaces to further create 

opportunities for all ages to participate in lectures, classes, programs and author talks.  Patrons love 

to visit and spend time at the library, and have a desire for an atmosphere that encourages sitting and 

reading in a cozy chair, having a snack or cup of coffee in the café, browsing the art galleries, 

relaxing in the outdoor courtyard, or engaging in life-long learning.  The atmosphere of the library as 

a destination or place for people to go and spend time is an important one to preserve and encourage. 

 

 

Flexibility of Floor Plan 
Any future redesign of the library must take into account the considerable changes libraries have 

experienced in the last 15-20 years, and that are expected to continue into the future.  Flexibility of 

floor plans, spaces, furniture, shelving, and current uses are crucial to give staff the necessary tools 

to nimbly respond to the changing needs, wants, and expectations of our patrons.  While we cannot 

foresee every change that is to come, flexibility that is built into the design of the library will greatly 

expand our abilities to provide innovative and adaptable models for modern library services. 

 

 



Hingham Public Library Building Program  54
   
 

Appropriate Proximities 
A key component of any potential redesign primarily involves the location, proximities, and spaces 

within the Children’s Department.  This is one of the driving forces behind our need to make 

improvements to the building, with a goal to greatly improve services to children and families and to 

address issues of security and safety within the existing design.  The E and J rooms should be more 

centrally located and more accessible to other spaces within the building, including the story time 

and program rooms; spaces should be expanded and updated; improved sightlines, and a vastly 

improved physical layout that is safe, flexible, and conducive to various activities is required.  

Additionally, the YA room should be in close proximity to the Reference Department and separate 

from the Children’s Department, as recommended in Standards for Public Library Service to Young 

Adults in Massachusetts by the Massachusetts Library Association (2010).  Currently the YA space 

is located within the Children’s area, has poor sightlines, and due to recent popular improvements in 

design and décor, is now overcrowded with not nearly enough space to meet demand. 

 

Exterior Features 
At the time of the last renovation of the Library, there existed a small playground adjacent to the 

parking lot, owned by a local organization, “Kids in Action,” who operated out of the Town Hall that 

was located next to the Library (and that subsequently became part of the Library).  A request for a 

playground was a frequent request from patrons in the building evaluation survey, and many patrons 

recalled the old playground and expressed their desire for a new one.  This desire has also been heard 

over the years by many of the staff, and in response to repeated patron requests, and to truly help 

make the library a destination for families with young children, space for a small playground area 

should be incorporated into the design of exterior features of the Library.  Additionally, a few picnic 

tables should be provided near the playground area, and benches should be provided near the 

entrance, preferably in sheltered spots as well as open spots, to accommodate patrons waiting for 

rides, waiting for the doors to open, waiting for Elder Services transportation, or using laptops to 

access the wireless network. 
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Adjacency 
 

O = adjacent,   X = separate “negative adjacency” 
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Estimating Building Size 

 
The total net or assignable space for specialized areas that are programmed for use by staff and the 

public recommended in this building program is 54,596 square feet. 

 

In order to calculate the non-assigned or unassigned square feet of the building, 25% - 30% of the 

assignable space is calculated and added to this net assignable space, totaling a proposed 

recommended building size of a minimum of 68,245 to 70,975 gross square feet. 

 

Spreadsheet of Facility Space Requirements 
 

 

Functional Area Est. Square 

Footage 

Functional Area Est. Square 

Footage 

    

Main Lobby 2,200 Meeting Room – 1-10 people 250 

Art Galleries 900 Meeting Room – 10-25 people 625 

Circulation Workroom 1,020 Meeting Room – 25-75 people 850 

Browsing/New Books 915 Meeting Room – 75-150 people  1,600 

Adult Fiction 3,700 Auditorium – 150-300 people 3,100 

Adult Non-Fiction 7,100 Technical Services 950 

Large Print/Periodicals 2,100 Server Room 200 

Audio Visual 3,000 Staff Offices (6) 1,350 

Reference Services 4,160 Staff Conference Room 175 

Historical Collections 2,500 Department Office – Ref. 250 

Children’s Room (E&J) 7,300 Department Office – Ch./YA 250 

Young Adult Room 4,600 Department Office – Circ. 125 

Children’s Activity Room 1,000 Staff Lunchroom 512 

Makerspace 500 Nursing/Private Room 64 

Training Rooms 1,250   

Bookstore 650 Total Assignable Space: 54,596 

Café 1,400 Total Non-Assignable Space: 13,649 – 16,379 

  Total Building Size: 68,245 – 70,975 

 

 

 


