
Online Instructions
Please follow these three easy 
steps to log in to PRESS:

1.	Go to www.iasb.com and click on 
the yellow Member Login button.

2.	Log in using your email address and 
password.
•	 If you do not know your password, 

do not create a new account; reset 
your password using your district 
email address.

•	 If you are still having difficulty 
logging in, please contact your 
District’s Superintendent or  
Administrative Assistant to make 
sure you are listed as an authorized 
user on the District Roster.

•	 If you continue to have difficulty 
logging in to www.iasb.com, please 
contact Kat Barone at kbarone@
iasb.com.

3.	Under My Account Links, click on 
PRESS Login.
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Please share this PRESS Update Memo with all board members and appropriate 
staff.

Two other important components of PRESS may be viewed and downloaded 
from PRESS Online: Committee Worksheets and the updated Policy Reference 
Manual (PRM) pages.

The Committee Worksheets, found by selecting a PRESS Issue at the top of the 
PRESS Online Table of Contents, show suggested changes to PRESS materials 
by striking out deleted words and underscoring new words. 

Updated PRM pages can be found in the IASB POLICY REFERECE MANUAL 
Table of Contents. For visual instruction about how to download PRM pages and 
use them to update your policy manual, please go to www.iasb.com/policy/ to 
view the PRESS video tutorial located under the header entitled: PRESS – Policy 
Reference Education Subscription Service. 

PRESS Bundles
Each bundle summarizes the global reasons for changes to all materials that are 
listed. 

Specific details about how each piece of material changed, e.g., legislation, 
administrative rules, PRESS Advisory Board feedback, quality assurance, five-
year review items, etc., are explained in numerical order in the Revisions to 
Policies, Administrative Procedures, and Exhibits table beginning on p. 5.

Please spend time reviewing the PRESS Online Committee Worksheets for 
these materials, which will provide further, more on-the-spot detailed explana-
tions in the footnotes, along with added comment boxes by the PRESS Editors 
when necessary.
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Veto Session Updates

In November 2019, the Illinois General Assembly returned 
to Springfield for the Fall Veto Session to consider a mix 
of veto overrides, new proposals, and unfinished business 
from the spring. What resulted were three major pieces of 
legislation that impact school boards and the PRM.

First, the Cannabis Regulation and Tax Act (CRTA), 410 
ILCS 705/, was amended by P.A. 101-593, a trailer bill re-
lated to the legalization of recreational cannabis, to clarify 
workplace drug testing and other issues, including protec-
tions for Illinois employers’ drug testing policies. It clarifies 
that the CRTA allows employers to maintain zero-tolerance 
drug-free workplace policies (there was concern because 
the Right to Privacy in the Workplace Act prohibits em-
ployers from disciplining employees for their use of lawful 
products off-the-clock). It also clarifies that employers may 
do reasonable and nondiscriminatory pre- and post-hiring 
and random drug tests for cannabis.

Second, Illinois provided a pro-labor response to the United 
States Supreme Court’s June 2018 Janus decision (finding that 
public employees cannot be compelled to pay fair share union 
dues) with legislation amending the following statutes:

1.	 �The Ill. Educational Labor Relations Act (IELRA), 115 
ILCS 5/, amended by P.A. 101-620, (a) expands union 
access to employees during the work day, (b) requires 
employers to establish email policies in an effort to 
prohibit the use of its email system by outside sources, 
(c) prohibits districts from disclosing certain personal 
information of employees, and (d) requires districts to 
provide unions notice of any third party requests for 
such information.

2.	 �The Freedom of Information Act, 5 ILCS 140/7.5, amend-
ed by P.A. 101-620, specifically exempts from disclosure 
the types of employee information now prohibited from 
disclosure under the IELRA.

Third, 10 ILCS 5/7-42 and 10 ILCS 5/17-15, amended by P.A. 
101-624, eff. 6-1-20, provide that beginning on the 15th day 
before a primary, general, or special election or on the day 
of any such election, any student who is eligible to vote is 
entitled to be absent for two hours during the school day to 
vote. Districts may specify the hours during which eligible 
students may be absent from their schools.

The following PRESS materials make up this important 
bundle: 

5:50, Drug- and Alcohol-Free Workplace; E-Cigarette, 
Tobacco, and Cannabis Prohibition

5:120-AP1, Statement of Economic Interests for Employees
5:150, Personnel Records
5:280, Duties and Qualifications
6:235, Access to Electronic Networks
7:70, Attendance and Truancy
7:90, Release During School Hours
8:30, Visitors to and Conduct on School Property
8:110, Public Suggestions and Concerns

PRESS Terminology
What are the meanings of the “AP” and “E” after 
certain policy numbers?

The PRESS Policy Reference Manual (PRM) is an 
encyclopedia of sample board policies, administrative 
procedures, and exhibits. They are all in numerical 
order for easy reference. PRESS recommends that local 
school districts maintain separate board policy and 
administrative procedure manuals to help distinguish 
for the board, staff, students, parents, and community 
members, the distinction between board documents 
and staff documents, board work, and staff work.

Policy. The board develops policies with input 
from various sources like district administrators, the 
board attorney, and PRESS materials. The board then 
formally adopts the policies, often after more than one 
consideration.

After adoption by the board, each policy should 
have an adoption date.

Administrative Procedures. Administrative procedures 
are developed by the superintendent, administrators, 
and/or other district staff members. The staff develops 
the procedures that guide implementation of the 
policies. Administrative procedures are not adopted 
by the board, which allows the superintendent and 
staff the flexibility they need to keep the procedures 
current. PRESS sample procedures are numbered to 
correspond with the policies that they implement for 
easy reference. For example, policy 6:190’s related 
administrative procedure is 6:190-AP.

It is important to remember that administrative 
procedures do not require formal board adoption 
and are not included in a board policy manual. 

Exhibits. Both board policies and administrative 
procedures may have related exhibits. Exhibits provide 
information and forms intended to be helpful to the 
understanding or implementation of either a board 
policy or administrative procedure, and they do not 
require formal board adoption. PRESS sample exhibits 
are numbered to correspond to the related board 
policy or administrative procedure. For example, board 
policy 2:70 has a related exhibit numbered 2:70-E. 
Administrative procedure 7:340-AP1 has a related 
exhibit numbered 7:340-AP1, E.

Exhibits labeled with an “E” may provide 
guidance for board work or staff work. Those 
providing guidance for board work should be 
dated for implementation by the board. Those 
providing guidance for the staff should be dated 
for implementation by the administrative staff.

Administrative procedures exhibits, always 
labeled with the “AP, E” format should be dated 
for implementation by the administrative staff.



Grant Accountability & Transparency Act

As part of its grant oversight function, the Ill. State Board of 
Education (ISBE) plans to conduct field testing in the area 
of travel expenses under federal and State grants during 
the 2020-2021 school year. In anticipation of this monitoring 
activity, the PRESS Editors have collaborated with ISBE’s 
Federal and State Monitoring Department to revise existing 
and develop new PRESS materials to ensure they reflect the 
policy and procedure requirements of the federal uniform 
guidance for grants and the Grant Accountability and 
Transparency Act (GATA). The PRESS Editors thank ISBE 
for its continuing collaboration on GATA-related issues.

The following PRESS materials are updated:

2:125, Board Member Compensation; Expenses
2:125-E1, Board Member Expense Reimbursement Form  

- REWRITTEN
2:125-E2, Board Member Estimated Expense Approval 

Form - REWRITTEN
4:60-AP4, Federal and State Award Procurement Procedures
5:60, Expenses
5:60-AP, Federal and State Grant Travel Expense Procedures 

- NEW
5:60-E1, Employee Expense Reimbursement Form  

- REWRITTEN
5:60-E2, Employee Estimated Expense Approval Form  

- REWRITTEN

Coordinating with Children’s Advocacy Centers

As noted in PRESS Issue 102, a new School Code provision 
created by Public Act 101-531, 105 ILCS 5/22-85 (final citation 
pending), requires that districts within a county served by 
an accredited Children’s Advocacy Center (CAC) coordi-
nate with the CAC when an alleged incident of sexual abuse 
is reported to DCFS. Following consultation with the CAC, 
we have created new 5:90-AP, Coordination with Children’s 
Advocacy Center, to assist districts with compliance. Districts 

are encouraged to contact their local CAC to customize this 
procedure prior to implementation.

The following PRESS materials are included in this bundle:

2:150-AP, Superintendent Committees
5:90-AP, Coordination with Children’s Advocacy Center 

- NEW

Miscellaneous 

The following PRESS materials are updated due to mis-
cellaneous legislative, administrative rule, clean-up, and/
or continuous review changes. These are also detailed in 
the Revisions to Policies, Administrative Procedures, and 
Exhibits Table in numerical order beginning on p. 5.

The following PRESS materials are included in this catch-
all bundle:

5:35, Compliance with the Fair Labor Standards Act
5:35-AP1, Fair Labor Standards Act Exemptions
5:210, Resignations
6:135, Accelerated Placement Program
6:135-AP, Accelerated Placement Program Procedures
6:280, Grading and Promotion
7:190-E2, Student Handbook Checklist

Five-Year Review Updates

PRESS Editors have a quality assurance goal to ensure that 
each piece of the 1000+ page IASB PRESS PRM is reviewed 
at least every five years. The PRM contains approximately 
175 policies and procedures. These are also detailed in the 
Revisions to Policies, Administrative Procedures, and 
Exhibits Table in numerical order beginning on p. 5.

The following PRESS materials are updated in response to 
five-year reviews:

2:160, Board Attorney
2:160-E, Checklist for Selecting a Board Attorney  

- REWRITTEN
4:50, Payment Procedures
4:170-AP6, E1, School Staff AED Notification Letter
6:120-AP1, Special Education Procedures Assuring the 

Implementation of Comprehensive Programming for 
Children with Disabilities

7:130, Student Rights and Responsibilities 
7:325, Student Fundraising Activities
7:325-E, Application and Procedures to Involve Students 

in Fundraising Activities
8:10, Connection with the Community
8:30-E1, Letter to Parent Regarding Visits to School by 

Child Sex Offenders
8:30-E2, Child Sex Offender’s Request for Permission to 

Visit School Property
8:80, Gifts to the District

Please also spend time reviewing the PRESS Online Committee 
Worksheets for these materials, which will provide further, more 
on-the-spot detailed explanations in the footnotes, along with 
added comment boxes by the PRESS Editors when necessary.
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Progress Report — The contents of this table frequently change.

Topics Our Response

Coronavirus COVID-19

The Novel Coronavirus (COVID-19) outbreak in China has since 
spread throughout parts of the world, including the United States. 
The Centers for Disease Control and Prevention has guidelines 
on planning, preparing, and responding to COVID-19 for US 
Childcare Programs and K-12 Schools, found here: www.cdc.gov/
coronavirus/2019-ncov/specific-groups/guidance-for-schools.html. The 
Ill. Dept. of Public Health also maintains a COVID-19 webpage, with 
a subpage dedicated to Schools Guidance, at: www.dph.illinois.gov/
topics-services/diseases-and-conditions/diseases-a-z-list /coronavirus/
schools-guidance.

Refer to PRESS policy 4:180, Pandemic 
Preparedness, and its administrative procedures.

Title IX Proposed Rules

The U.S. Dept. of Education proposed revised regulations 
implementing Title IX of the Education Amendments Act of 1972 
(Title IX) and accepted public comment on them through 1-31-19. 
Those comments are currently under review but there is no deadline 
by which the proposed regulations must be finalized.

No PRESS materials are affected at this time. We 
will monitor the situation and update materials 
when necessary.

Implementation Date Delayed for Amendments to 105 ILCS 5/14-
8.02f(c) 

In August 2019, 105 ILCS 5/14-8.02f(c), amended by P.A. 101-
515, required that no later than three (was five) days prior to an 
Individualized Education Program meeting, districts must provide 
parents/guardians with copies of all written material that will be 
considered during the meeting. During the veto session, 105 ILCS 
5/14-8.02f(c), amended by P.A. 101-598, delayed the implementation 
date to 7-1-20.

No PRESS materials are affected. Ill. Council of 
School Attorneys Special Education Procedures 
Assuring the Implementation of Comprehensive 
Programming for Children with Disabilities 
(Revised May 2015, published by ICSA) will be 
updated mid-2020.

Updated Asthma Medication Rules

105 ILCS 5/22-33, amended by P.A. 100-726, made changes that 
permit schools to establish a policy providing for the stocking and 
use of undesignated asthma medication. ISBE responded by updating 
the rules governing undesignated medications at 23 Ill.Admin.Code 
§1.540. See 44 Ill. Reg. 1929. 

No PRESS materials are affected.

Time Out/Seclusion/Restraint

In November 2019, ISBE issued emergency rules prohibiting the 
use of isolated time out and physical restraint. In December 2019, 
ISBE amended the emergency rules to allow the limited use of 
supine physical restraint. In February 2020, ISBE again amended the 
emergency rules to allow the limited use of isolated time out. The 
Special Education Committee of the Ill. Council of School Attorneys 
collaborated with ISBE on guidance regarding the emergency rules, 
at: www.isbe.net /Documents/Guidance-FAQs-Time-out-Restraint.pdf.

Permanent rules governing the use of time out, isolated time out, and 
restraint are pending via the administrative rulemaking process, and 
numerous bills related to time out, seclusion, and restraint are being 
considered by the General Assembly.

No PRESS materials are affected at this time. We 
will monitor the situation, collaborate with ISBE, 
and update materials when necessary.

https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/guidance-for-schools.html
https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/guidance-for-schools.html
http://www.dph.illinois.gov/topics-services/diseases-and-conditions/diseases-a-z-list/coronavirus/schools-guidance
http://www.dph.illinois.gov/topics-services/diseases-and-conditions/diseases-a-z-list/coronavirus/schools-guidance
http://www.dph.illinois.gov/topics-services/diseases-and-conditions/diseases-a-z-list/coronavirus/schools-guidance
http://www.isbe.net/Documents/Guidance-FAQs-Time-out-Restraint.pdf
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Topics Our Response

Transgender Task Force Report

On 1-10-20, the Affirming and Inclusive Schools Task Force delivered 
a report to the Governor detailing recommended procedures and 
best practices for K-12 schools to support transgender, nonbinary, 
and gender nonconforming students. The report is available online at: 
www2.illinois.gov/IISNews/21019-Affirming_and_Inclusive_Schools_
Task_Force_Report.pdf. ISBE non-regulatory guidance documents 
and resources are available here: www.isbe.net /supportallstudents.

No PRESS materials are affected at this time; 
please see footnote two of PRESS policy 7:10, 
Equal Educational Opportunities, for more 
information specific to this topic. We will monitor 
the situation, collaborate with ISBE, and update 
materials if necessary.

Progress Report — continued

Number and Title Revision Descriptions 
2:125, Board Member 
Compensation; Expenses

The policy, Legal References, and footnotes are updated in response to 
the Grant Accountability and Transparency Act (GATA), 30 ILCS 708/, 
and in anticipation of grant monitoring activity by the Ill. State Board of 
Education (ISBE) during the 2020-21 school year. A new subhead, Additional 
Requirements for Travel Expenses Charged to Federal and State Grants, is 
added. Continuous improvement updates and minor style changes are also 
made to the policy and footnotes.



2:125-E1, Board Member 
Expense Reimbursement Form

REWRITTEN. The exhibit is updated for the reasons discussed in 2:125, Board 
Member Compensation; Expenses, above. 

2:125-E2, Board Member 
Estimated Expense Approval 
Form

REWRITTEN. The exhibit is updated for the reasons discussed in 2:125, Board 
Member Compensation; Expenses, above. 

2:150-AP, Superintendent 
Committees

The procedure is updated to facilitate implementation of 105 ILCS 5/22-85 (final 
citation pending), added by P.A. 101-531, for the reasons discussed below in 
5:90-AP, Coordination with Children’s Advocacy Center.



2:160, Board Attorney The policy and footnotes are updated in response to a five-year review and 
PRESS Advisory Board (PAB) feedback. 

2:160-E, Checklist for 
Selecting a Board Attorney

REWRITTEN. The exhibit is updated for the reasons discussed in 2:160, Board 
Attorney, above. 

4:50, Payment Procedures The policy is unchanged. A footnote is updated in response to a five-year review. 
4:60-AP4, Federal and 
State Award Procurement 
Procedures

The procedure is updated in response to GATA and federal procurement 
regulations that address the purchase of recovered (recycled) materials. Minor 
style changes are also made to the procedure.



4:170-AP6, E1, School Staff 
AED Notification Letter

The procedure is updated in response to a five-year review. 

5:35, Compliance with the 
Fair Labor Standards Act

The policy is updated with minor style changes to align policy titles in the 
PRM. The footnotes are updated in response to:

1.	 �29 C.F.R. Part 541, amended at 84 Fed.Reg. 51230, raising the salary 
threshold for non-exempt employees under the Fair Labor Standards Act.

2.	 Continuous improvement updates.



Revisions to Policies, Administrative Procedures, and Exhibits

https://www2.illinois.gov/IISNews/21019-Affirming_and_Inclusive_Schools_Task_Force_Report.pdf
https://www2.illinois.gov/IISNews/21019-Affirming_and_Inclusive_Schools_Task_Force_Report.pdf
http://www.isbe.net/supportallstudents
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5:35-AP1, Fair Labor 
Standards Act Exemptions

The procedure is updated for the reasons discussed in 5:35, Compliance with 
the Fair Labor Standards Act, above. 

5:50, Drug- and Alcohol-
Free Workplace; E-Cigarette, 
Tobacco, and Cannabis 
Prohibition

The policy is unchanged. Footnotes seven and nine are updated in response to 
the Cannabis Regulation and Tax Act (CRTA), 410 ILCS 705/10-35(a)(8), amended 
by P.A 101-593. The law clarified several cannabis-legalization concerns that 
Illinois employers had, including discipline parameters for on and off-duty law 
enforcement officers. Footnote seven contains directions for boards that employ 
school resources officers (SROs) (as opposed to entering into contracts with local 
law enforcement agencies for SRO services) to consult their board attorneys 
regarding specific policy text that pertains to discipline of the SROs that the board 
employs. Other additions to the footnotes included reference to the Ill. Vehicle 
Code’s legal presumptions for when an individual is under the influence of 
tetrahydrocannabinol (THC). See 635 ILCS 5/11-501.2(b-5).



5:60, Expenses The policy, Legal References, and footnotes are updated for the reasons 
discussed in 2:125, Board Member Compensation; Expenses, above. 

5:60-AP, Federal and State 
Grant Travel Expense 
Procedures

NEW. The procedure is created for the reasons discussed in 2:125, Board 
Member Compensation; Expenses, above. 

5:60-E1, Employee Expense 
Reimbursement Form

REWRITTEN. The exhibit is updated for the reasons discussed in 2:125, Board 
Member Compensation; Expenses, above. 

5:60-E2, Employee Estimated 
Expense Approval Form

REWRITTEN. The exhibit is updated for the reasons discussed in 2:125, Board 
Member Compensation; Expenses, above. 

5:90-AP, Coordination with 
Children’s Advocacy Center

NEW. The procedure is created to facilitate implementation of 105 ILCS 5/22-85 
(final citation pending), added by P.A. 101-531, which requires districts within a 
county served by an accredited Children’s Advocacy Center (CAC) to coordinate 
with the CAC when investigating an alleged incident of sexual abuse.



5:120-AP1, Statement of 
Economic Interests for 
Employees

The procedure is updated and its footnote deleted in response to 5 ILCS 
420/4A-106.5, amended by P.A. 101-617, restoring February 1st as the annual 
date by which districts must provide to the county clerk a certified list of 
employees required to file a statement of economic interest. Minor style 
changes are also made to the procedure.



5:150, Personnel Records The Legal References are updated. The footnotes are updated in response to 
the Freedom of Information Act, 5 ILCS 140/7.5(oo), added by P.A. 101-620 
(final citation pending), exempting from disclosure specific types of personal 
information about employees that the Ill. Educational Labor Relations Act 
(IELRA), 115 ILCS 5/3(d), added by P.A. 101-620, now prohibits from being 
disclosed to third parties. A Cross Reference is also updated.



5:210, Resignations The policy is unchanged. Footnote two is updated in response to 105 ILCS 
5/24-14, amended by P.A. 101-531, and ISBE non-regulatory guidance on the 
application of 105 ILCS 5/24-14 to teacher resignations.



5:280, Duties and 
Qualifications

The Legal References and footnotes are updated in response to amended ISBE 
rules governing educator licensure and for continuous improvement. 

6:120-AP1, Special Education 
Procedures Assuring 
the Implementation of 
Comprehensive Programming 
for Children with Disabilities

The procedure is updated in response to a five-year review. 

Revisions to Policies, Administrative Procedures, and Exhibits — continued
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6:135, Accelerated Placement 
Program

The Legal References and footnotes are updated for continuous improvement 
and in response to amended ISBE rules implementing the Accelerated 
Placement Act, 105 ILCS 5/14A.



6:135-AP, Accelerated 
Placement Program 
Procedures

The procedure and footnotes are updated for the reasons discussed above in 
6:135, Accelerated Placement Program, above. 

6:235, Access to Electronic 
Networks

The policy is unchanged. The footnotes are updated for the reasons discussed 
in 8:110, Public Suggestions and Concerns, below. 

6:280, Grading and Promotion The policy and footnotes are updated in response to the ISBE discontinuing the 
Partnership for Assessment of Readiness for College and Careers (PARCC) as the 
State assessment and accountability measure back in 2019.



7:70, Attendance and Truancy The policy and Cross References are updated in response to the following laws:

1.	 �105 ILCS 5/26-2a, amended by P.A. 100-810, which amended valid causes 
for absences to include a student’s mental, emotional, or physical health or 
safety; and

2.	 �The Election Code, 10 ILCS 5/7-42 and 5/17-15, amended by P.A. 101-624, 
eff. 6-1-20, which created a valid cause for absence that applies to students 
who are eligible to vote. 

Other continuous improvement updates were made throughout the footnotes.



7:90, Release During School 
Hours

The policy, Legal References, and footnotes are updated in response to the 
Election Code, 10 ILCS 5/7-42 and 5/17-15, amended by P.A. 101-624, eff. 6-1-
20. The policy contains an optional subhead entitled Voting for unit and high 
school districts that addresses the release of students who are eligible to vote.



7:130, Student Rights and 
Responsibilities

The policy is unchanged. The footnotes are updated in response to U.S. Dept. 
of Education guidance on constitutionally protected prayer in public schools, 
and with minor continuous improvement changes after a five-year review.



7:190-E2, Student Handbook 
Checklist

The exhibit and footnotes are updated in response to numerous legislative 
amendments regarding required and recommended notices to students and 
parents/guardians and for continuous improvement.



7:325, Student Fundraising 
Activities

The policy is unchanged. Minor five-year review and continuous improvement 
updates are made to the footnotes. 

7:325-E, Application and 
Procedures to Involve 
Students in Fundraising 
Activities

The exhibit is updated with minor continuous improvement changes after a 
five-year review. 

8:10, Connection with the 
Community

The policy and footnotes are updated in response to a five-year review. Minor 
changes are made to align with present-day social medial platform usage 
patterns along with other changes for continuous improvement. 



8:30, Visitors to and Conduct 
on School Property

The policy, Legal References, and footnotes are updated in response to the 
IELRA, 115 ILCS 5/3(c), added by P.A. 101-620, requiring districts to allow union 
representatives to meet with employees during the work day, without loss of 
pay or leave time, for certain reasons. Other continuous improvement updates 
are also made to the footnotes.



Revisions to Policies, Administrative Procedures, and Exhibits — continued
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8:30-E1, Letter to Parent 
Regarding Visits to School by 
Child Sex Offenders

The exhibit is updated with minor continuous improvement changes after a 
five-year review. 

8:30-E2, Child Sex Offender’s 
Request for Permission to Visit 
School Property

The exhibit is updated with minor continuous improvement changes after a 
five-year review. 

8:80, Gifts to the District The policy is unchanged. The footnotes are updated in response to a five-year 
review. 

8:110, Public Suggestions and 
Concerns

The policy, Legal References, footnotes, and Cross References are updated in 
response to:

1.	 �Ill. Educational Labor Relations Act (IELRA), 115 ILCS 5/14(c-5), added by 
P.A. 101-620, requiring districts to establish email policies in an effort to 
prohibit thwe use of their email systems by third parties.

2.	 Continuous improvement and minor style updates.



Revisions to Policies, Administrative Procedures, and Exhibits — continued

PRESS Issue 103 Trivia
122 PRM pages • 227 footnotes • 28,668 words • 39 PRM materials
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