
                                                                                      

__________________________________________________________ 

 

Phoenixville Public Library Handbook for Employees / September 2011 1999  

SECTION I - INTRODUCTION                                                                                       

1.1 FOREWORD 

This handbook is a general guide to the Phoenixville Public Library's (hereafter Library) 

employment policies and guidelines.  It does not constitute a contract between the Library and its 

employees.  The Library may unilaterally enhance, modify, or eliminate any policy, procedure, or 

benefit described in this handbook at any time.  All Library procedures found in the Handbook for 

Employees, including those associated with Library Policies, must be reviewed by the employee and an 

acknowledgement form must be signed and submitted to the Executive Director.  The handbook is the 

property of the Library and is to be returned upon completion of employment.   

Updated June 12, 2013 

 

 

 

 

1.2 DIRECTOR'S MESSAGE 

 
We hope that you find your employment here at the Phoenixville Public Library enjoyable and 

rewarding. The success that the Library enjoys today is based largely upon the efforts, contributions, 

commitment and dedication of its valued staff members, the Phoenixville Area School District, the 

Library Board of Trustees, and the Library Foundation Board of Directors, and The Friends of the 

Library.   

 

A Handbook for Employees provides general information about employment policies, practices, 

procedures, and benefits.  It gives a fairly complete picture of what the Library has to offer you through 

employment with us and what you can offer the Library in return.  Please read this handbook carefully 

and keep it on hand for future reference.  Its format allows for the addition of new and updated 

information, as it becomes available. 

 

We hope that you will not only enjoy your work and your colleagues at the Phoenixville Public Library,  

but will also realize a sense of achievement and participation in providing the community with a 

valuable resource for lifelong educational endeavors, as well as, an exciting and active time at the 

Phoenixville Public Library. 

 

 

 

Lara E. Lorenzi 

Director 

Updated June 25, 2013 
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1.3 Employee Acknowledgement Form 
I acknowledge that I have received a copy of the Phoenixville Public Library Handbook for Employees 

(“The Handbook”). I understand that this Handbook has been provided to me for informational purposed 

only and I acknowledge that should I have any questions regarding this handbook, its policies, 

procedures or guidelines, I should consult the Executive Director of the Library. 

 

I have entered into my new employment with the Phoenixville Public Library voluntarily and 

acknowledge that there is no specified length of employment with the Library. Employment at the 

Library is “at will” and the Library or I may terminate the employment relationship with or without 

cause, with or without notice, as long as there is no violation of applicable federal or state law. 

 

Since the information, policies, guidelines, and benefits described in the Employee Handbook are 

subject to change, I acknowledge that the Library may unilaterally enhance, modify or eliminate any 

policy, procedure, or benefit described in this Handbook. All such changes will be communicated 

through official notices and I understand that revised information may supersede, modify or eliminate 

existing policies.  Only the Phoenixville Public Library Board of Trustees has the authority to adopt any 

revisions to the policies in this Handbook. 

 

I acknowledge that this handbook is neither a contract of employment nor a legal document. I have 

received the Handbook and understand that it is my responsibility to read and comply with the policies 

contained within this Handbook and any revisions made to it. I understand that the Handbook is property 

of the Library and is to be returned upon completion of employment. 

 

 

 

Employee’s Name (printed):_______________________________ 

 

 

Employee’s Signature:___________________________________ 

 

 

Date:__________________________________________ 
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1.4 MISSION STATEMENT 

The mission of the Phoenixville Public Library is to provide access to information and services 

that address the educational, cultural and recreational needs of the community the Library serves. 

 

1.5 BRIEF HISTORY 
The Public Library of Phoenixville began its existence in 1896 when a group of prominent 

citizens took advantage of a law passed by Pennsylvania legislators making it legal for school districts to 

own and operate public libraries. At that time, there were no libraries affiliated with the public schools. 

The School Directors agreed to foster a public library, which was called the Public Library of the 

Phoenixville School District. A small collection of books donated from the Young Men’s Literary Union 

founded by Reverend Joseph F. Jannison in the mid 1850’s, which was a private subscription Library, 

formed the core collection of the new Library. Prior to the establishment of the Literary Union, a 

community library was formed in 1843 called the Phoenixville Library Company. The Company 

eventually merged with the Literary Union and the Public Library of the Phoenixville School District.  

In 1901, the Library trustees contacted Andrew Carnegie, famed steel magnate and 

philanthropist, who was then actively engaged in bestowing Library buildings on worthy communities in 

the United States and Scotland. Carnegie agreed to supply a town library and sent architect’s plans along 

with $20,000. The school Directors purchased a lot of land at Second Avenue and Main Streets. The 

new Library building comprised of Avondale Stone and Indiana Limestone with a high covered ceiling 

was opened to a grateful public in September 1902. Miss Elmira W. Pennypacker was appointed as the 

first Director in the new Public Library building.  

In the 1920’s, the basement, originally meant for storage, was refurbished as the Children’s 

Library with its own access. The upper level of the Library was remodeled at a later date.  

In the 1950’s, the School District was enlarged to include the adjacent townships of Schuylkill 

and East Pikeland, becoming the Phoenixville Area School District. Funds from these townships were 

included in the support of the Library and residents of the entire school district received free library 

service. Other area residents paid a modest $5.00 per family to use the Library.  

Beginning in the 1960’s, the State Library of Pennsylvania provided funding to the Library. This 

money was tied to an incentive plan which required the Library to hire a professional librarian and 

expand its collection to 1.5 books per capita.  

In 1978, the Library joined the Chester County Library System. This is a federated system 

comprised of 17 libraries. The 1978 contract with Chester County provided $1 per capita annually from 

the official service area that provides close to $25,000 worth of financial support for the Library. The 

county contract opened the Library to provide free service for all who live, work, own property or attend 

school within the county.  

In 1987 an addition to the Library was constructed to increase the size of the library adding room 

to enhance the size of the library collection, offer space for additional seating and to provide 

handicapped access to the building. This addition also included new circulation desk areas, office space, 

and a Community Room available for programs and exhibits.  

Library automation was established in the mid 1990’s with the addition of a self-contained 

computerized card catalogue. The Internet and CD-ROMs were introduced as new search tools for  
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1.5 BRIEF HISTORY CONT. 

access to information. In 1999, the Library came on-line with the Chester County Library System and 

also established a website.  

Renovations of the Children’s Library occurred in 2000-2001, providing a new Technical 

Processing Department, two Public Computer Centers, a Literacy Education Center/Meeting Room, a 

Friends of The Library Book Center and exterior French drain and water vapor barrier. This addition 

was made possible through individual contributions, a Pennsylvania State Keystone Grant, public, 

private, and foundation donations. 

The Library underwent a $1.2 million renovation in the Spring of 2012 wherein it expanded its 

computer center and children’s library. It also set aside space for a defined Young Adult space and 

placed new furniture throughout the building. A new roof was also placed on the original building, storm 

windows were installed and a new floor was placed in the children’s library. The renovation was 

complete by the Fall of the same year. 

Since 1902, the collection has grown to approximately 69,000 items. Circulation of the collection 

has more than doubled from the 1970’s to the present day, making the Phoenixville Public Library the 

third largest circulating collection in the Chester County Library System. The Library’s children’s 

program has grown to be the second largest in the Library System. Carnegie’s goal was to provide 

information access, through libraries, for the intellectual and educational development of citizens 

through libraries. Phoenixville Public Library Trustees have continued to support this goal for more than 

100 years. 

Updated June 20, 2013 

 

1.6 LIBRARY SERVICE AREA 

The immediate Service Area of the Phoenixville Public Library consists of the following 

municipalities listed below. These municipalities and their population based on the 2010 census 

currently represent local support of the Library provided through the Phoenixville Area School District 

and the Chester County Library System. Updated June 20, 2013 

 

 
 MUNICIPALITY 

 
 POPULATION 

 
 AREA 

(SQ. MILE) 

 
MUNICIPAL 
MILEAGE 

 
Borough of Phoenixville 

 
16,440 

 
3.51 

 
40.04 

 
Township of East Pikeland 

 
          7,079 

 
       9 

 
37.49 

 
Township of Schuylkill 

 
8,516 

 
9.44 

 
39.35 

 
Township of Charlestown 

 
5,671 

 
12.6 

 
26.7 

 
     Total: 

 
         37,706 

 
34.55 

 
143.58 
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SECTION II___________________________________________________________ 

GENERAL LIBRARY POLICIES 

 

2.1 EMPLOYMENT CLASSIFICATIONS 
             It is the intent of the Phoenixville Public Library to clarify the definitions of 

employment classifications so that employees understand their employment status and 

benefit eligibility. These classifications do not guarantee employment for any specified 

period of time. Accordingly, the right to terminate the employment relationship at-will at 

any time is retained by both the employee and the Library. 

The Fair Labor Standards Act (FLSA) defines two categories of employment that 

are used to ensure fair payment of employees for hours worked.  All employees are 

assigned to one of the two categories.  Eligibility for overtime pay depends upon the 

category to which the employee is assigned.  Each employee is designated as either 

NONEXEMPT or EXEMPT from federal and state wage and hour laws. An employee’s 

EXEMPT or NONEXEMPT classification may be changed only upon written notification 

by the Library. 

 

Exempt employee: Is an employee who is not subject to the overtime 

compensation requirements of the Fair Labor Standards Act (FLSA). They are expected 

to complete their work in whatever time it takes. Department Heads may, however, work 

flexible scheduling based on the nature and intensity of extra work compared to the 

regular duties. A flexible work schedule needs prior approval of the Library Director.  

 

Nonexempt employee: Is an employee who is subject to the overtime 

compensation requirements of the Fair Labor Standards Act (FLSA).  Generally 

nonexempt employees must be compensated at 1 ½ times their regular hourly rate of pay 

or granted 1 ½ hours of compensatory time off for each hour worked after 40 hours in 

one week. 

 

At the Library there are additional classifications of employment within the above 

categories that are used to describe working arrangements and benefits eligibility.    

These are defined as: 

Full-time Employee: An employee who works a full time schedule at the library. 

A full time work schedule is at least thirty-five (35) hours a week. A full-time employee 

is eligible for all employee benefits offered by the Library. Such benefits include: 

holidays, vacation leave, sick leave and medical benefits.  

 

Part-time Employee: an employee who are routinely scheduled to work less than 

thirty-five (35) hours each week. Hourly rates of pay are established upon employment 

and the employee may be eligible for some benefits (see "Benefits"). Part time employees 

who work 500 hours or more per year will be enrolled in the Phoenixville Area School 

District’s pension plan. 

Regular employee: An employee who maintains continuous employment status 

and its part of the Library’s ongoing workforce. 
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Temporary Employee: An employee who we hired on a temporary or seasonal 

basis for a specific period of time or for a specific purpose and is not part of the Library’s 

ongoing workforce. Temporary/seasonal employees may work full-time or part-time and 

fill positions scheduled to exist for a limited period of time.  Generally, temporary 

employees do not receive benefits. 

 

Non-Employee Designations: 

Contractor: Is an individual who enters into a binding written employment 

agreement with the Library to perform a specific service or services. Contractors exercise 

direction and control over their own time, the place, and manner in which they provide 

the agreed upon service. Contractors are paid as a vendor of the library and these 

payments are not subject to employer withholdings or employer taxes. Contractors are 

responsible for their own tax liabilities. Contractors are not eligible for benefits. 

 

 Volunteer: A volunteer is defined as any individual who performs a service for 

the Library without compensation. A Library employee may not volunteer to perform 

duties that are the same as or similar to the duties that the employee performs as a Library 

employee. Under no circumstances shall a volunteer be considered an employee or 

independent contractor of the Library. A volunteer shall not receive wages, salary, 

benefits or any other compensation or consideration for the performance of his or her 

duties. The role of the volunteer is to assist but not to replace or assume the 

responsibilities or authority of any Library employee. They may undertake activities that 

are in support and at the direction of Library employees. Volunteers will follow all 

policies, procedures and guidelines concerning the conduct of Library employees. No 

volunteer shall be permitted to access, review, disclose, or use confidential information or 

participate in conversations in which confidential information is discussed. 

 

Requirements for Employment:  
All employees and non-employees are required to complete the following background 

checks:  

 Pennsylvania State Police Request for Criminal Records Check (Act 34). Applies 

to individuals hired as of January 1, 1986. 

 Department of Public Welfare Child Abuse History Clearance (Act 151). 

 Federal Criminal History Record Information (CHRI) in a manner prescribed by 

the Department of Education 

Act 114 of 2006 specifies that all applicants for employment in libraries, public and 

schools including employees of independent contractors, but excluding employees who 

do not have direct contact with children undergo background checks. All who work in 

libraries are subject to these background checks due to our association with the 

Pennsylvania Department of Education and as a component unit of the Phoenixville Area 

School District. For more in-depth info about the background checks see Background 

Checks. 

Updated 7-2-13 
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2.2 EQUAL OPPORTUNITY 
The Library is an equal opportunity employer.  All employment related decisions 

are made without regard to race, religion, mental or physical disability, gender, sexual 

orientation, ethnicity or national origin, age, marital status, military service, or veteran 

status. 

Updated 6-24-13 

 

2.3 NATURE OF EMPLOYMENT 
Employment with the Library is “at will”  under Pennsylvania law, which means 

that your employment with the Phoenixville Public Library is a voluntary one and is 

subject to termination by either the employee or the Library at will, with or without 

cause, and with or without notice, at any time. (See also "Voluntary Resignation") 

Updated 6-22-13 

   

2.4 BACKGROUND CHECKS (under construction) 
 

2.5 ORIENTATION 

Employee orientation is offered to introduce new staff members to the Library 

and its staff, to complete governmental and internal forms (employment packet), and to 

provide thorough information about basic policies, procedures, and benefits (if 

applicable). Employee orientation is usually conducted on the first day of employment by 

the employee’s direct supervisor.   

Updated 6-22-13 

 

2.6 INTRODUCTORY PERIOD 
All new employees are hired to work on an introductory basis during the first 

ninety (90) days of their employment with the Library. The Library may, at its discretion, 

decrease or extend this introductory period. The purpose of this introductory period is for 

the employee and the Library to evaluate whether employment with the Library appears 

to be mutually beneficial. If at any time during this introductory period the employee or 

the Library decides that the employee is not fulfilling the needs of the position, either 

party may end the employment relationship. Eligibility for personal leave, sick leave, and 

vacation leave begins when the introductory period is complete. Updated 6-22-13 
 


