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Introduction

Section 504 of the Rehabilitation Act of 1973, 29@794, (sometimes referred to as “504”) prohibits
discrimination against individuals with disabilgisolely on the basis of their disability. The pagg of this
manual is to inform School employees and parerasitaBection 504 and the School’s procedures to gomp
with the requirements for Section 504 as it relabgsroviding services to students. This manuadéots the
School’'s commitment to serve ALL children. The Sahexpects employees to be knowledgeable aboutdbcho
procedures governing Section 504 activities, gneegprocedures for resolving Section 504 complaartd
parent and student rights. If you have Sectiondi#stions, please contact the School 504 Coordionato
School 504 Specialist.

The 504 Coordinator is:

Allison Vandersteen
School Social Worker
Prevail Charter Academy
586-783-0173



Section 504 Background Information

What is Section 5047

The Rehabilitation Act of 1973, 29 USC 794, commaweferred to as “Section 504,” is a federal statbat
prohibits discrimination against persons on theshafstheir disability by institutions, such as Pag¢ Academy,
that receive financial federal assistance. It state

No otherwise qualified individual with a disability shall solely by reason of her or his disability, be excluded
from the participation in, be denied the benefits of, or be subjected to discrimination under any program or
activity recelving Federal financial assistance.

Section 504’s purpose is, among other things, sarasthat disabled students have educational appbtes
and benefits equal to those provided to non-disbstiedents. An eligible student under Section 50& student
who has a physical or mental impairment that sulbistity limits a major life activity. If a studems qualifies
under Section 504, Prevail Academy must providé sttcommodations, services and supports as are
necessary to ensure that the student has equalsaccservices, programs, and activities offereduryschools.

Does Section 504 differ from the ADA?

Section 504 protects students from discriminatinrhe basis of disability to the same extent aAthericans
with Disabilities Act (ADA). This manual uses orilye term “Section 504,” but the School acknowledbes
gualified students with disabilities have the samgkts under the ADA as under Section 504.

How does Section 504 differ from IDEA?

A student who qualifies for special education sgrgiunder the Individuals with Disabilities

Education Act (IDEA), 20 USC 1400, is a qualifiedabled student under Section 504. The conversegver,
is not true: a qualified disabled student undetti8e&04 might not qualified for receive specialiedtion
services and the protections of IDEA. In other vegpbme disabled students may qualify for accomtimta
under Section 504 that do not qualify for specthla@tion services under IDEA.

If a disabled student is receiving special educasiervices in accordance with IDEA, then the studen
adequately accommodated for the purposes of SeaflidnFor this reason, it is generally not necgssar
appropriate to provide a disabled student with @i&e 504 plan since compliance with IDEA is comaplie
with Section 504.

However, if a student is determined not to be blegunder IDEA, the evaluation team may want tostber
whether the student would, nevertheless, qualiffaimommodations under Section 504.

This manual will focus solely on Section 504. Anyegtions regarding IDEA should be directed to thectl
Education Department.



Key Differences between IDEA and Section 504

IDEA

Section 504

The student must have a disability that falls
within one or more specific categories of
qualifying conditions (i.e., autism, specific
learning disability, speech or language
impairment, emotional disturbance, traumatic
brain injury, visual impairment, hearing
impairment, deafness, mental retardation, de
blindness, multiple disabilities, orthopedic
impairment, and other health impairments).

The student must have a physical or mental impaitm
that substantially limits a major life activity ¢e,
walking, seeing, hearing, speaking, breathing niieagy,
working, reading, communicating, thinking,
concentrating, caring for oneself, and performing
manual tasks). A "major life activity" also inclesithe

abperation of a major bodily function, such as the

immune system, digestive, neurological, circulatory
reproductive systems.

The student’s disability must adversely affect
educational performance.

The student’s disability must prevent equal actess
benefit from the school’s programs or services.

Evaluation

Full comprehensive evaluation, including
psychological evaluation. Decision by
multidisciplinary team, including parent.

Evaluation using relevant information from a vayiet
sources. Decision by a group of knowledgeable pets

Parent consent required.

Parent notice required. Parent consent requiredibnl
student will undergo individualized standardizestitey.

Annual review of student’s IEP. Mandatory
reevaluation every three years.

“Periodic” reevaluation required, but no prescrilbeue
period. District is responsible to establish whesevals
will occur. (suggested annually)

Independent evaluation at School expense if
parents disagree with first evaluation.

No provision for independent evaluation at school’s
expense.

Dispute Resolution

School complaint

School complaint

State complaint

State complaint

Federal complaint

Federal complaint

Due process hearing by state appointed heat
officer within 45 days.

ipe process hearing by School appointed hearing

officer in compliance with school policy.




ldentifying Students for Section 504 Eligibility

What criteria are used to determine 504 eligibility?

For a student to qualify for Section 504 protectithe student must meet three crite(i:a mental or

physical impairment, (2) which substantially limits (3) one or more major life activities If the student has
an impairment that substantially limits a majoe léctivity, thempairment is a qualifying disability if it creates
a significant barrier to the student’s abilityaocess the same educational opportunities affdadadn-
disabledstudents. It is important ienderstand that all three criteria must be metredtwe student is eligible
for Section 504rotection. Additional detail on each of the theegeria follows.

Mental or physical impairment

This criterion includes any physiological disordercondition, cosmetic disfigurement, or anatomioat
affecting one or more body systems. Mental or pslaziical disorders are also covered. Section 504, i
contrast to IDEA, does not limit eligibility to spiéic diseases or categories of medical conditions.
Environmental, cultural and economic disadvantageshot covered unless the student who has amesét
characteristics also has a physical or mental immpgent.

Substantially limits

Section 504 does not specifically define the tesobStantially limits.” The basis for evaluatingstieriterion is
the impact the impairment has on one or more efidest’s major life activities. It is vital to undgand that for
a student to qualify for 504, the impairment magpose, to a “considerable” or “large degree,” athtion to
one or more major life activities. The 504 Team wansider the nature and severity of the disab#g well as
how long the disability is expected to last. Simipéywing a condition or disability does not autorceity

qualify a student for Section 504 protection. Thadition must present a barrier to the studentibtyaio
access the same educational opportunities asftbeded a non-disabled student, or a substantiataition
does not exist.

The 504 Team may not consider the ameliorativecteffef any mitigating measures taken to overcorae th
impairment, except corrective eyeglasses and colaiases.

Major life activities

Major life activities include, but are not limited, caring for oneself, performing manual tasksking,
hearing, seeing, speaking, breathing, learninglinga concentrating, thinking, communicating and kirtg.
Determining whether the impairment substantialtyits a student’s learning is often critical to ®ection 504
eligibility decision. In this regard, guidance frahe Office of Civil Rights (OCR) indicates thatyldefinition,
a person who is succeeding in regular educatios dotehave a disability which substantially lintie ability
to learn.” However, a student may be achieving ewsadally and still have a qualifying disabilityttie
physical or mental impairment substantially limatsother major life activity. For example, a studeith
asthma may be achieving academically, but stillityor 504 services due to a substantial limiatin
breathing.



The Section 504 Eligibility Determination Process

1. Physical or Mental Impairment

Any physical or mental impairment may result in
qualification under Section 504. Unlike IDEA, theme no
categories of qualifying disabilities. This stepthe 504
evaluation process relies heavily upon medicalfpisytc
diagnosis by qualified professionals.

Physical or Mental
Impairment

2. Major Life Activity

The identified physical or mental impairment mugtet a
major life activity: caring for oneself, performimganual
tasks, breathing, hearing, learning, seeing, spgaki
walking and working. Learning is most often detared to
be the major life activity affected by a student’s
impairment, but any limitation of a substantial ordjfe
activity could result in eligibility.

Impairmentin a
Major Life Activity

3. Substantially Limited

The impairment must substantially limit the majée |
activity and, thereby, create a significant barttethe
student’s ability to access the same educational
opportunities afforded to non-disabled students.

Not Eligible

Negligible Alild __ Moderate Substantial _Fxtreme

How is a Section 504 evaluation request made?

Any parent or guardian, teacher, counselor or aghbool
staff member who believes that a student needsostsp@r accommodation for a qualifying disabilignc
request a Section 504 evaluation. Please advigeetisen wanting an evaluation to use the Sectidn 50
Evaluation Referral form and forward it to the 502lam Leader (school principal or his/her designee).

Substantially
Limirted

What is the process for reviewing Section 504 eligiity?

When a 504 evaluation referral is received, thegypal of the school that serves the student weitedmine if a
504 evaluation will be conducted and document #wsibn on the bottom of the Section 504 Evaluation
Referral form. A decision to not conduct a 504 aatibn will be extremely rare and most likely beséd on
similar requests for the same disability area ia calendar year. If an evaluation will be condugctkd
principal will appoint a 504 Team to make this @ility determination. The 504 Team Leader (school
principal or his/her designee) will conduct a prefiary review to determine the nature of the sttiden
disability and what information is needed. If ti@5Team Leader (school principal or his/her desgne
determines that a meeting is needed, the 504 Telhm&et and conduct the eligibility determinatidrhe 504
Team may also contact the school 504 Speciala$s$est with this process.

The 504 Team must include individuals knowledgeableut the needs of the student and the evaludéitan
being reviewed. This team can include the pareatfijan of the student, teachers, counselors arat stinool
staff members, and staff members of community agenthe parent/guardian should be included in this
process whenever possible. The team's role isstewehe nature of the student's impairment andrdahe
how it affects educational access. If the teamrdetes that the impairment does substantially labajor



life function, the team will create a Section 50d4rPor the student that outlines their approprstelent
accommodations, services or other supports.

The 504 Team must investigate the specific conttentriggered the student review request. Inforomathat
might be considered includes (but is not limiteddgades, attendance reports, behavior plans,wa@guests,
cumulative file information, psychological evaluats, medical information, observations and starndedd
testing information. The 504 Team may administet ase other formal and informal measures as negessa
The team must obtain parent permission if it iedatned that individualized standardized testingdsessary.
The team must ensure that information obtained fatirsources is documented and carefully consideked
psychologist may be needed to assist in the evatuat

In the event that the 504 Team determines thadttigent is not eligible to receive a 504 Plan 564 Team
Leader is responsible for notifying the parent bynpleting the Parent Notice: Section 504 Eligiiibt Non-
Eligibility Determination form and providing it tihve parent, either in person or by mail, and Notite
Procedural Safeguards. A parent may contest tlerdetation through due process.

When is it not appropriate to offer a Section 504 ecommodation plan?

Eligibility under Section 504 is always decideddmaluating and determining that all three critam@ met. The
student must have a mental or physical impairniEmat mental or physical impairment must be subwstiyt
limiting. The impairment must substantially limm® or more major life activities. If any of theelrcriteria
are not met, the 504 Team should not create a td@#aPlan for the student.

Keep in mind that while a 504 Plan might not berappate, an informal general education intervampéan
may be appropriate. The 504 Team should consulMi#P8 “Good Teaching Practices” and “Effective
Teaching Practices” handbooks for informal intetiaars. In the event that the 504 Team determinaisttte
student is not eligible to receive a 504 Plan 504 Team Leader is responsible for notifying theepaiby
completing and mailing the Parent Notice: SectiO4 Eligibility or Non-Eligibility Determination fan
including Notice of Procedural Safeguards. For taldfal information, the 504 Team may want to alsosult
the “Pre-Referral Intervention Manual” (PRIM), pigbled by Hawthorne Educational Services, Inc.

Here are some of the common misuses of the 504 @@ process:

- A parent and/or doctor presents the school wdlsability diagnosis, and a 504 Plan is writtethaut first
determining if the disability causes substantiiitation of a major life activity.

- A student is placed on a 504 Plan solely tofyagisiighly competitive parent who wants specific
accommodations to help his or her child receiviadigyrades or test scores on standardized testsasuthe
SAT.

- A student fails to qualify for special educats®rvices under IDEA, and a 504 Plan is automaieatitten
without first qualifying him or her based on Sentf04 criteria.



Design and Implementation of a 504 Plan

Where will accommodations be provided for studentand what are some examples of possible
accommodations?

Section 504 requires that a student with a digglbke educated with non-disabled students to thamman
extent appropriate. As with IDEA, this is considkeslucating the student in the least restrictingrenment.
Implementation of most Section 504 plans occurbiwithe regular classroom. Accommodations geneealy
those minor adjustments to things like seatingreyganent, lesson presentation, assignments, andfatiets
of the learning experience that provide the studetht equal access to learning opportunities. Aanegle
could be moving the student to a position in tremrdhat best supports his or her ability to attend
schoolwork. Accommodations might involve the ussmécial visual aids, large print, or using video
recordings. Allowing a student additional time tomplete a specific kind of task is also an accomatiod.
Countless accommodations exist that can suppaudest’'s equal access to educational opportunitiésthe
job of the 504 Team to identify those accommodatithvat best support the access needs of a 508leligi
student. The 504 Team may also contact the scligbEpecialist for assistance with the accommodation
process.

How are 504 accommodations and related services donented and reviewed?

If the 504 Team determines that a student has l&ygug disability, the team’s second responsililis to
identify the student’s needs and services and/rramodations the student will receive. Documentatibthe
plan's detail is in the Section 504 Student Accomation Plan. This Plan provides a summary of
accommodations that a student needs in order t® &quwal access to the learning process, or to ptbgrams,
activities, and services. The original 504 Planuhoent will be kept in the student’s cumulative .fildso, the
504 Team Leader is responsible for sending a cofiyeostudent’s 504 Plan to the School 504 Cootdimat
the Student Services Center.

The 504 Team Leader is responsible for updatingtisehool screen to reflect that this studenbis a 504
eligible student.

A 504 Team should review the Section 504 StudewbAunodation Plan whenever a student moves to anothe
school or it appears that changes to the 504 P&aneeded. The purpose of a review is to add, actand/or
modify student accommodations as needed. Schaaltksshould identify when plans will be reviewed
(annually, bi-annually, monthly...)



Disciplining a 504 Disabled Student

What is the discipline process for a 504 disablediuglent?

Section 504 students are subject to the same iy action as a non-disabled student, providhed the
student’s behavior is not a manifestation of hib@rqualifying disability. A 504 Team must condact
manifestation determination whenever a studenibgest to out of school suspension for 10 conseelgchool
days or more. If the 504 Team concludes that tbkation is a manifestation of the student’s quatify
disability, the discipline process must end andsi Team should review the 504 Plan to deternfinkanges
are appropriate. If the violation is not a manggisin, the student is subject to the same dis@pjiaction that
any non-disabled student would receive for the saolation.

! Violation of the Student Code of Conduct !

v ’I/(_'__\_\-\\\
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UJ:LIPIII.H‘_‘
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shudeat.
L 4
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Long-Term Suspension/Expulsion
Short-Term Suspension {10 Days or Less) s Provide due procsss
e  TNotify parents of short-term suspension
+  Request long term suspension/expulsion heanng
* Hold a manifestation meeting within 10 days of the
incidznt J
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sjjm-;;:i If violation is not I vivlation s mam festation
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Must a school make a manifestation determination wén considering the long-term suspension or
expulsion of a student with a Section 504 Plan?

Generally, yes. While the regulations implementegtion 504 do not specifically discuss a “manétsh
determination,” they do require that a school catghn evaluation prior to imposing a “significahainge in
placement.” Long term suspension or expulsiomisiered a significant change in placement. Tidlfihe



evaluation requirements and to ensure that stu@eatsot disciplined because they have a disapddiyools
perform a “manifestation determination.” Similarduspension or expulsion of a student having abdity
under IDEA, a school must conduct a manifestateteginination for a Section 504 student when:

» The suspension or expulsion will be for more th@rcdnsecutive school days. Like IDEA, a
suspension/expulsion of more than 10 consecutiys danstitutes a significant change in placement
and requires schools to determine if the causbeobehavior is the disability identified in the dat’s
504 Plan.

» A series of suspensions that total more than 18 day also trigger the manifestation determination
requirement of Section 504. If cumulative suspemsiexpulsions for a student on a 504 Plan totakemor
than 10 days, it must be determined if a signifigdacement change has occurred. This is done on a
case by case basis. If a group of short suspensieates a pattern of exclusion, then this coriesta
change in placement and the school must conduetréfestation determination meeting before further
suspensions or expulsions occur. The Office ofIQights has identified some of the key factors in
determining patterns of exclusion: the length afhesuspension, the proximity of one suspension to
another, the nature of the behavior, and the sotadunt of time the student is excluded from school.

Who makes the manifestation determination for a stdent on a 504 Plan and what information is
included in this process?

The manifestation determination should be made %§4aTeam that consists of persons who have kn@sled
of the student and the meaning of the informati@t will be reviewed. When possible, the membeithet04
Team should be the same members who designeduttensts 504 Plan. School officials responsiblesicnool

disciplinary procedures, such as the school prai@p assistant superintendent, cannot make tlegrdetation.

However, such administrators may present pertisemtent information to the 504 Team.

The 504 Team must have available information tbhatpetent professionals would require when making a
manifestation determination. Such information miglstude information about the misconduct, attereasand
academic records, psychological evaluation dataavier plans, discipline records, the student's Blah,
information from the parents and staff observatidie information should be current enough to alffam
understanding of the behavior that is the subjetite@manifestation determination.

After reviewing the relevant information, the 50dam will next consider if the behavior is the résilthe
student’s disability. This inquiry is resolved bynsidering the relationship between the studensahility and
his or her behavior:

* Was the conduct caused by, or have a direct arstamutial relationship to the student's disability?

* Was the conduct the result of the Academy's failarienplement the 504 Plan?

If the 504 Team answers either question in theraftive, then the behavior is a manifestation efgtudent’s
disability and no disciplinary action can be talast the 10 days.

If the 504 Team determines that the behavior issnonifestation of the disability, the School nmrapose
whatever long term suspension or expulsion it wamplose under the same circumstances if a nonddab
student were the offender. The School has no diligéo continue to provide educational servicea &04
student during the period of a long term suspensia@xpulsion.

The 504 Team must conclude its work by completi@geation 504 Manifestation Determination form.



How does a school proceed with drug/alcohol violatns by a student on a Section 504 Plan?

A student who is currently engaged in the illegeg of drugs/alcohol is not considered a studet avit
disability when the school acts on the basis df tise. 29 USC 705(20)(C)(i). A student with a drigtof
drug/alcohol abuse who has been successfully rigladdxl, or is participating in a drug rehabilitatiprogram
and is not currently engaging in the illegal usemfgs, is covered by Section 504. Section 504 perm
disciplinary action pertaining to the use or posgesof illegal drugs/alcohol against a 504 studemd is
currently engaging in the illegal use of drugs/almdo the same extent such discipline is takemnagaon-
disabled students. 29 USC 705(20)(C)(iv).



504 Procedural Safeguards and Parent/Student Rights

Are schools required to provide parents with priornotice of a Section 504 eligibility meeting?

A parent/guardian must receive prior notice of eti®a 504 eligibility meeting. Parent consent i$ required
to conduct an eligibility determination. Howevearent consent must be obtained before administanyg
individualized standardized testing.

Must schools secure parental consent before conduag an initial eligibility meeting?

Schools should include parents in the evaluatiocgss and need to seek consent before performing an
evaluation. However, Section 504 does not reghiggoarent’s participation or consent to condusd4
eligibility meeting. It is, however, best practimeinclude the parents in such meeting. If apigieunable or
unwilling to attend, the school may hold the eliliifp or 504 plan meeting without the parent. T@ahool
principal or 504 Team Leader should consult widn sbhhool 504 Coordinator regarding unique parent
concerns.

Are schools required to provide parents with a lisof parent/student rights under Section 504 before
conducting an initial student review?

Yes. Prevail Academy is required to establish amolement procedural safeguards that include, amothey
things:
* Notice to the parent explaining any evaluationlacement decisions;
* An opportunity for parents to review relevant retr
* Animpartial hearing with opportunity for particifgan by the student’s parent or guardian with
representation by counsel;
* An appeal procedure to review the hearing decision.

These procedural safeguards have been addresseedbyng Section 504 evaluation procedures
and a set of forms that guide the evaluation tdaough the eligibility determination and placemprucess.

A notice concerning Parent’s Rights and Safeguandier Section 504 must be included with the Paxeiice:
Section 504 Evaluation form should be given togheent/guardian prior to the 504 evaluation meeting
Likewise, the Parent’s Rights and Safeguards uSdetion 504 must be included with the Parent Notice
Section 504 Eligibility or Non-Eligibility Determation.

Working with Parent Concerns, Complaints and Due Pocess Hearings

The best solutions to parent concerns occur acheol level. Therefore, the first step in resajvencomplaint
should involve the school principal or 504 Teamdsayavorking with the parent to a mutually accepgabl
resolution of the parent’s concern(s). If the can¢® cannot be resolved informally, the parent segk
formal resolution under the complaint process. ¥bauld advise the parent of the following steptha
complaint resolution process:

1. The parent should complete and submit a SectiorCaplaint Form to the school 504 Coordinator.

2. The school 504 Coordinator or designee will revieercomplaint and decide whether to seek to
mediate the dispute between the parent and schoefer the matter for an impartial due process
hearing. If requested by the parent, the schoolGfdrdinator will meet with the parent to hear the
parent’s concerns.



If a parent does not agree to mediation and hasestegd a due process hearing, the matter must be
referred for due process. Mediation may not bel tigeleny a parent the right to due process.

If the complaint asserts allegations of discrimimatthe complaint will be investigated as providsd
Academy policies and these procedures. If the tampchallenges a 504 Team determination
regarding eligibility, evaluation, or the conteffitioe 504 Plan, the complaint will be referred doie
process hearing.

A.

Compilaint.

The 504 Coordinator is designated to receive asolve complaints from any person who
believes that he/she may have been discriminataithstgn violation of this policy. Any person
who believes he/she has been discriminated againgilation of this policy should file a
written complaint with the 504 Coordinator withient(10) calendar days of the alleged
violation. The 504 Coordinator will then take floelowing action: First, cause an investigation
of the complaint to be commenced. Second, arrforge meeting to occur with the
complainant, which may include School staff wholarewledgeable of the facts and
circumstances of the particular complaint or wheehgarticular expertise that will assist in
resolving the complaint. Third, complete the irtigegtion of the complaint and provide, in
writing, a reply to the complainant. If the 504dCdinator determines that a violation has
occurred, he/she shall propose a fair resoluticlh@icomplaint and deliver the determination to
the complainant and the Chief Executive Officerl8mig Administrator.

In the event the complaint is against the Chiefdatige Officer/Building Administrator, a copy
of the determination shall be delivered to the ideg of the Board of Education.

The complainant may appeal the Civil Rights Coartbn's determination to the Chief Executive
Officer/Building Administrator, or, in the case @fcomplaint against the Chief Executive
Officer/Building Administrator, to the Presidenttbie Board, by so notifying the Chief

Executive Officer/Building Administrator or Boarad3ident in writing within the ten (10)
calendar days of the Civil Rights Coordinator'ssdeination. The Chief Executive
Officer/Building Administrator or Board Presidenagnconduct additional investigation of the
facts and circumstances surrounding the compldihe Board President may elect to secure the
services of an outside party to investigate thésfand circumstances surrounding any complaint
against the Chief Executive Officer/Building Adnstrator. The Chief Executive
Officer/Building Administrator, or Board Presidentthe case of a complaint against the Chief
Executive Officer/Building Administrator, shall &fh or reverse the 504 Coordinator's decision
and, if warranted, implement the Civil Rights Cdaedor's proposed resolution or modification
thereof. The Chief Executive Officer/Building Admstrator or Board President's decision shall
be final.

A complainant may always file a written complainitwthe Office for Civil Rights, Department
of Education, Washington, D.C. 20202.

Due Process.

If the complaint challenges a 504 Team determinatggarding the evaluation, eligibility or
content of a student's 504 Plan, the matter isneddor a due process hearing.

The school 504 Coordinator will promptly refer ttmmplaint for a due process hearing
conducted by an impartial hearing officer. The hrepofficer is selected by the school 504
Coordinator, must have knowledge of Section 504randt not be an employee of the school.



The school appointed hearing officer will schedaldue process hearing to occur as soon as
practicable for the parent and school. The panedtaa the school may be represented by legal
counsel at the hearing. The parent or attorney pnasent evidence and/or testimony supporting
the parent's challenge to the 504 Team determmatfldne school may respond by presenting
evidence and/or testimony to support the 504 Teat@rchination. The hearing officer will have
discretion and authority to permit or direct thking of testimony, presentation of evidence and
other matters to ensure an orderly proceeding. nigpoclusion of the hearing, the hearing
officer will render a written decision with findisgf fact and conclusions of law. The written
decision of the hearing officer will advise the g@atrthat he or she may also file a complaint with
the Office of Civil Rights (OCR) of the U.S. Depaent of Education.



School 504 Forms

Section 504 Evaluation/Placement Checklist
Purpose: Assists the 504 Team Leader in organizing and decimg the steps necessary to meet the legal
requirements for the Section 504 evaluation argikelity determination process.

Section 504 Evaluation Referral
Purpose:Requests that a student be evaluated to deterfrtime student has a qualifying disability.

Parent Notice: Section 504 Evaluation
Purpose:Informs parent(s) that a 504 Team will evaluatertbleild for possibly qualifying for a Section 504
disability.

Parent Invitation: Section 504 Meeting
Purpose: Invites parent(s) to a Section 504 meeting.

Section 504 Eligibility Determination Report

Purpose:Organizes and documents the steps that the 504 restfollow to determine whether a student is
eligible under Section 50&end a hard copy of this completed form to the Scleb504 Coordinator at the
Student Services Center regardless of qualificationutcome

Parent Notice: Section 504 Eligibility or Non-Eligbility Determination
Purpose:Informs parent(s) of the student’s Section 504ilality or non-eligibility.

Section 504 Student Accommodation Plan
Purpose:Organizes and documents the Section 504 AccomnuodBtan created by the 504
Team if the Team determines that the student lyasbfying disability.

Section 504 Manifestation Determination
Purpose:Organizes and documents the steps that the 504 reatifollow to determine the relationship
between the student’s disability and behavior.

Parent’s Rights and Safeguards under Section 504
Purpose:Informs the parent(s) of rights under Section 5U#s form must be sent with the Parent
Notice: Section 504 Evaluatiand Parent Notice: Section 504 Eligibility or Non-Elgity Determination.



Prevail Academy

SECTION 504 EVALUATION/PLACEMENT CHECKLIST

Student Name: Student #:

School: Grade:

1. The Team Leader receives Section 504 Evalu&tedarral

(Date)

2. The Team Leader determines whether or not a&&@Wiation will be conducted. Ifitis
determined that an evaluation will nmtcur, the Team Leader records this decisionydiacg
the rationale, on the bottom of the Section 504 E&atsoon Referral

(Date)

3. If it is determined that an evaluation will occtihe Team Leader is required to send Parent
Notice: Section 504 Evaluatiand Parent’s Rights and Safeqguards Under Sediiéin5
parent/guardian to advise of pending evaluation.

4. The Team Leader sends Parent Invitation: Se&lidnMeetingo parent/guardian.

(Date)

5. The Team Leader identifies members of 504 Td4ma.504 Team evaluates the child’s
reported impairment and completes the Section $igébity Determination Report

6. The Team Leader updates At School

7. The Team Leader provides Parent Notice: SectionEdigdbility or Non-Eligibility and
Parent’s Rights and Safeguards Under Section@@érent/guardian either in person or by mail.

8. If a_ Section 504 Student Accommodation Rtadeveloped, the Team Leader is responsible
for ensuring that all members of the 504 Team kecaicopy and the student’s teachers are
monitoring implementation of the Plan.

(Date)

9. The Team Leader schedules a review or reevatuafithe student if a request for review or
reevaluation is received or if new informationeseived that indicates a need for review or
reevaluation and a review period.

10. The Team Leader ensures that the Section b@ st Accommodation Plaa sent to the
new location if the student changes schools.

(Date)

(Date)

(Date)

(Date)

(Date)

(Date)
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Section 504 Referral and Consent Form

Student Name School
Date of Birth Grade Level

1. Please state the nature or cause of your concern(s)
A. Academic

B. Behavioral

C. Health - Major life activity that may be limited.@e Walking, hearing, speaking, breathing, learning
reading, thinking, concentrating, working, cariog bneself and /or performing manual tasks, etc.)

2. Please describe any interventions that have beendd at home or at school:

3. For School Staff: Please attached a copy of the student’s most rgcadés and/or standardized test
scores.
For Parents/ Guardian: Please attached any medical documentation, psygical evaluations or
other information that supports the student haamiysical or mental disability.

Signature of person making the referral Title Date of referral:

| have received a copy of Procedural Safeguardkgam consent to the evaluation of my child:

Signature: Relationship: Date of Consent:

(Parent /Guardian signature: Parent/ guardian must provide consent before a qualified school-based team may conduct an
evaluation of the child listed on this form)

For School Used Only

Actions Taken:
Notice sent to parents/ guardian (date)
504 officer written response to parent/ guardian denying request for@} evaluation (date)

(Attach letter to parent/guardian)
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PARENT NOTICE
SECTION 504 EVALUATION

Student Name: Student #:

School: Grade:

[ ] Initial Section 504 Evaluation [ ] Section 504 Reevaluation
Date:

To The Parent/Guardian of:

(Student Name)

As part of our efforts to help improve your childlassroom performance, an evaluation team hasfbe®ed
to determine if your child has a qualifying diségilnder Section 504 of the Rehabilitation Actebers of
the evaluation team will collect and review infotioa on your child's learning and behavior. Yohia's
teacher(s), school psychologist, and other stafhb@es may be involved in observations, assessraedts
other data collection activities.

Once the information has been collected, a meetilidpe scheduled. You will receive notice of teeting
and are encouraged to attend and participate idifteission and decision making process. If youezany
guestions, please contact me.

Section 504 provides you with specific rights canagy this evaluation process, which are desigoddep
you fully informed concerning decisions about yohild. These rights are summarized on the “PaseRights
and Safeguards under Section 504" document enclegledhis notice. If you did not find the docunten
concerning a parent’s rights or need another cplgase contact me.

504 Team Leader (school principal or his/her de=agn Telephone Number
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PARENT INVITATION
SECTION 504 MEETING

Student Name: Student #: Grade:
School: Date of Birth:
Date: [] Initial Section 504 Evaluation
[ ] Section 504 Reevaluation
Dear: [] Section 504 Accommodation Plan initial
Parent/Guardian [ ] Section 504 Accommaodation Plan Revision

You are invited to attend a meeting to discuss yhild regarding Section 504. The purpose of téeting is indicated above.

You are encouraged to attend this meeting. Theinteeill be held at:

Date: Time:

Location:

The school staff members listed below have been wmived in the education of your child. Each person i attend the meeting
or be represented by someone who is knowledgeablecait your child and the information that will be reviewed in the

meeting.

If you have any questions, please contact me at .

Signature of 504 Team Leader Date
(school principal or his/her designee)

504 Team Members:
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SECTION 504 ELIGIBILITY DETERMINATION REPORT

Student Name: Student #: Grade Level: Date:
School: [ 1 Initial Section 504 Evaluation [] Section 5@ Reevaluation
ELIGIBILITY : Based on the evaluation data gathered from a vaaty of sources, the Section 504 Team answered the

following questions to determine Section 504 eligiity.

1. [JYes[]No Does the student have a physical or mental impaitPi so, check the impairment. The Section 504
regulations define a “physical or mental impairniexst any physiological disorder or condition, coimdisfigurement or
anatomical loss affecting one or more of the follopbody systems:

] neurological[_] musculoskeletal,] special sense orgaris] respiratory[ | speech organ§.] cardiovasculad,_]
reproductive[ ] digestive[ ] genito-urinary[_] hemic and lymphatid,_] skin or endocrine,. Any mental or
psychological disorder such B mental retardatior], | organic brain syndromé.] emotional iliness_] mental
iliness,[] specific learning disabilities, ¢r] other. If “other”, then stafe: __|.

2. [ Yes[[]No Does the physical or mental impairment affect onmore major life activities? If so, which majdfel
activity or activities are affected? To fall withihe protection of Section 504, a student’s platsic mental impairment
must have a substantial limitation (permanent mpigrary) on one or more major life activitigs:] caring for oneself_]
performing manual taskg.] walking,[ ] standing[_] lifting, [ bending[_] seeing[_] hearing[ | eating,[ | speaking,
] breathing[ ] learning,[_] reading,[_] concentratingl_] thinking,[_] communicating, of_| working.

3. [Yes[[]No Does the physical or mental impairm&uBSTANTIALLY limit a major life activity? That is, as a result
of the physical or mental impairment, is the studwibstantially restricted as to the condition, nearor duration under
which the student can perform a particular maferdictivity as compared to the condition, mannedwation under which
the student of the same age/grade level in thergepepulation can perform that same major lifévéiyt?

4. Use the following questions ontg support the 504 Team’s determination of a audtit! limitation.
] On School outcome assessments, are student’s sidlikedly below average?

[] On grade reports, is there an overall patterroof grades (significantly below average D’s angF's

[] On group-administered standardized achievemets, i@ses student score below average?

[] Has student received disciplinary action for inampiate behavior?

[] Does student have special health care needs (atiedicallergy, etc.) during class activities, indihg lunch?
[ ] Does student have a pattern of excessive absandésr tardies?

[] Other

If all three questions were answered “Yes,” the stent is eligible for a free, appropriate public edgation under Section
504, and the Accommodation Plan should be developedf any answer is “No,” the student is not eligite.

(Optional)
4. Other  The 504 Team hBOT identified this student as eligible for a 504 Aostoodation Plan. However, they
recognize this student may be struggling and@issigthe following explanation:

SOURCES OF DATA: (Check the data obtained for the evaluation. Aldata obtained must be carefully considered.)

Grades Parent Report Classroentchier(s) Report

School Records Medical Reports ndividual Achievement Tests

Work Samples IEP (date) Groupnideement Test

Other Psycho-educational Evaluation (date)

TEAM OF Name Title Agree Disagree
EVALUATORS:

||
||
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** CONFIDENTIAL **

SECTION 504 STUDENT ACCOMMODATION PLAN

Student Name:

oobBch

Student #: Date of Birth:
Date 504 Plan Initiated:

Age:

Qualifying Disability

Date 504 Plan should be reviewed:

Year:

Area(s) of Need

Accommodation(s)

Person Responsible

Describe location of services, if other than thesstoom setting and the reason(s) necessary, atlaeyrelevant

information:

Participation of Eligible 504 Student in Standardizd Testing:

The student should take standardized testing under raatirétions, without any accommodations.
The student should NOfeike standardized testing under routine conditions andyiblelfor the following Standard

Accommodations

If the second line is checked, please identify whicstandard accommodations on the MPS Addendum to St&on

504 Student Accommodation Plan the team has seledtand attach.

My signature indicates that | have been informedi r&ceived notice of this Accommodation Plan anthfr
acknowledges that | am familiar with my respondilei pursuant to Section 504 of the Rehabilitatah of 1973.

Participant Signature

Position/Title

Date
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SECTION 504 MANIFESTATION DETERMINATION

Student Name: Student #:
School: Grade:

Date of Current 504 Plan:

Date of Manifestation Determination:

Describe the behavior or incident that is subjedtisciplinary action:

What relevant evaluation and diagnostic informatiescribes the student’s disability?

What accommodations or services are indicated ®cdihrent 504 Plan?

Check the following statements that the 504 Teaterdénes to be true:
Yes No

[1 [ The504 Team has reviewed and considered alleodliove information.

[0l [ The behavior subject to discipline was causedbydid it have a direct and substantial relatigmst, the student's
disability.

[l [ The behavior subject to discipline was the direstilt of the Academy's failure to implement thd Ban.

The boxes on the last two questions must be checkédo” in order for the behavior to not be a manifestation of the student's

disability. If either answer is checked “Yes,” thestudent’s behavior is a manifestation.

Check the following statement that the 504 Tearerdehes to be true:

The current behavior under considerat®m@ manifestation of the student’s disability.

The current behavior under considerat®MNOT a manifestation of the student’s disability.

504 Team Participants:




PREVAIL ACADEMY
PARENT’'S RIGHTS AND SAFEGUARDS UNDER SECTION 504

The Rehabilitation Act of 1973, 29 USC 794, comiyaeferred to as "Section 504," is a non-
discrimination statute enacted by the United St@@sgress. The purpose of the Act is to prohibit
discrimination and to assure that disabled studese educational opportunities and benefits eguilose
provided to non-disabled studefts.

An eligible student under Section 504 is a stugdrd has, or has a record of having, or is regaaged
having, a physical or mental impairment which sabsally limits one or more major life activitieach as
learning, concentrating, thinking, eating, selfegawalking, standing, lifting, bending, seeing, fiveg,
speaking, communicating, breathing, working, andgoming manual tasks. If a student has a physical
mental impairment which substantially limits onenoore major life activities, such student is eattto
receive a free appropriate public education.

Dual Eligibility: Some students will be eligible for education sexsiander both Section 504 and the
Individuals with Disabilities Education Act (IDEA)Students who are eligible under the IDEA haveynan
specific rights that are not available to studeviie are eligible solely under Section 502.ocedural
Safeguards available under the IDEA (due process procedunepdecents and children) prepared by the
Michigan Department of Education (MDE) is availablethe MDE website atww.michigan.gov/MDE or
through the Academy's Special Education Departmedtsets out the rights assured by the IDEA. thas
purpose of this Notice to set out the rights agssbseSection 504 to those disabled students whaotigqualify
under the IDEA.

The enabling regulations for Section 504 as setro84 C.F.R. Part 104 provide parents and/otldkg
students with the following rights:

1. You have the right to be informed by the Acagerhyour rights under Section 504. (The
purpose of this Notice form is to advise you ofsteights.) (34 C.F.R. 104.32)

2. Your child has the right to a free appropriaélic education designed to meet his/her
individual needs as appropriately as the needew{disabled students are met. (34 C.F.R. 104.33)

3. Your child has the right to free educational/ses except for those fees that are imposed on
non-disabled students or their parents. Insumedssanilar third parties are not relieved from aneowise valid
obligation to provide or pay for services provided disabled student. (34 C.F.R. 104.33)

4, Your child has a right to facilities, servicagd activities that are comparable to those peavid
for non-disabled students. (34 C.F.R. 104.34)

5. Your child has a right to placement in the teastrictive environment. (34 C.F.R. 104.34)

6. Your child has a right to an evaluation prmian initial Section 504 placement and any
subsequent significant change in placement. (84RC.104.35)

7. Testing and other evaluation procedures musgbom to the requirements (34 C.F.R. 104.35) as
to validation, administration, areas of evaluatietc, The Academy shall consider information frawariety
of sources, including aptitude and achievemens tésacher recommendations, physical conditionakand
cultural background, adaptive behavior, physicahedical reports, student grades, progress regaatent
observations, and anecdotal reports. (34 C.F.R35)

! Equal educational benefits and opportunities am¢snean the "same" benefits and/or opportunities.



8. Placement decisions must be made by a gropprebns, including persons knowledgeable
about your child, the meaning of the evaluatioragtite placement options, and the legal requiresrfenieast
restrictive environment and comparable faciliti€34 C.F.R. 104.35)

9. If eligible under Section 504, your child hasgit to periodic reevaluations, generally every
three years. (34 C.F.R. 104.36)

10. You have the right to examine relevant recof@# C.F.R. 104.36)

11. You have a right to notice of any action by icademy in regard to the identification,
evaluation, or placement of your child. (34 C.F1B4.36)

12. You have a right to an impartial hearing wihpect to the Academy's actions regarding your
child's identification, evaluation, or educatiopi&cement, with opportunity for parental participatin the
hearing and representation by an attorney. (34RC104.36)

13. If you wish to challenge the actions of theademy's 504 Committee in regard to your child's
identification, evaluation, and education placemgati should file a written request for a hearinghvwhe
Academy's Section 504 Compliance Officer. A heguinll be scheduled before an impartial hearingceif
and you will be notified in writing of the daterte, and place for the hearing.

14. If you disagree with the decision of the intjgduhearing officer, you have a right to review of
that decision by a court of competent jurisdictig@4 C.F.R. 104.36)

15. On Section 504 matters other than your chifliatification, evaluation, and placement, you
have a right to file a discrimination complaint wthe Academy's Compliance Officer, who will inugate the
allegations to the extent warranted by the natéitkeocomplaint in an effort to reach a prompt anditable
resolution.

16. You have the right to file a complaint witlet®ffice of Civil Rights.



Section 504 Frequently Asked Questions

The following questions are frequently asked bywvithlials regarding Section 504. The U.S. Departroén
Education Office of Civil Rights also has a Q & Aaliment which can be accessed at
http://www.ed.gov/print/about/offices/list/ocr/5@4f.html.

Q: Are all schools required to adhere to Section %
A: Yes. All schools that receive any federal fin@h assistance must comply with Section 504 of the
Rehabilitation Act of 1973.

Q: Are schools required to have a Section 504 Coartator?
A: Yes. All schools must designate, in writinggerson who coordinates 504 services and protections

Q: Are students who are covered under IDEA alwayslgible for Section 504 protection?
A: Yes.

Q: Are students who are covered under Section 504veays eligible for IDEA services?
A: No.

Q: Are schools responsible for referring studentsisspected of being eligible for Section 504?
A: Yes.

Q: Do schools have to evaluate students who are eefed for Section 5047

A: No. If the school does not suspect that thdestitiis a student with a disability, an evaluat®not required.
However, if the school refuses to perform an ew@unathe student’s parents must be informed af tthee
process rights to appeal.

Q: Do schools have to formally evaluate students fie determining eligibility or services?
A: Yes. Schools are required to evaluate a studeiare determining his/her eligibility for servicand before
deciding which services are appropriate.

Q: Must schools get permission from parents beforgetting students involved in Section 504 services?
A: Yes. Schools are required to seek informedmgateonsent before conducting an initial evaluatitf a
parent refuses consent for the school to perfoschaol based evaluation, the school is permittetinbt
required, to use due process procedures to ovah&lparent's refusal.

Q: Do schools have to develop an IEP for a studentho is 504 eligible only?
A: No. However, schools must develop an individa@ommodation plan for the student.

Q: Does a physician’s diagnosis of ADD/ADHD automatally result in a student being eligible for Secbn
5047

A: No. A physician’s diagnosis should be considess one piece of documentation when evaluatingltiie.
However, a physician’s diagnosis alone does natraatically result in eligibility for Section 504.

Q: Do schools have to reevaluate students who areaeiving Section 504 services and protections?
A: Yes. Schools are required to periodically eaédustudents. Unlike IDEA, which requires a reeaiin
every 3 years, Section 504 does not specify a pien®d.



Q: Do schools have to label a student with a clirst category before providing protections under Seabn
5047

A: No. Unlike IDEA, Section 504 does not requirspeecific label on a student before eligibilityu@ents
never have to have a specific disability but ordydito meet the functional definition of disabiléy defined in
Section 504.

Q: Do schools have to make all of their buildings@essible to students with disabilities?
A: No. Schools are required to makepalbgrams accessible for students with disabilities, notaildings.

Q: What can parents do if they are dissatisfied wit the way schools are serving students eligible for
Section 504 protections?

A: Parents can file a complaint with the U.S. Gdffor Civil Rights, file a complaint with the Acaug’s 504
Coordinator, request an impartial due process hggaor file suit in federal court.

Q: Can students served under Section 504 receivelaed services, such a physical therapy?
A: Yes. Schools must provide related servicesudents who are eligible for services under Sedioh The
only service that a student under Section 504keninder IDEA, may need is a related service.

Q: Is there any extra federal funding for schoolsa use to provide appropriate services under Section
5047
A: No. There are no federal or state funds asteatiaith serving Section 504 students.

Q: Is Section 504 age specific, like IDEA, which dy deals with students through the age of 217?
A: No. Students do not “age out” for Section 504/&es and protections.

Q: Can schools use any tests that they want whenauating students for Section 504 services?

A: No. While Section 504 is not specific about hmaevaluate students for services, it does redbae
schools obtain information from a variety of sowe@d requires that nondiscriminatory testing mesHze
used when students are evaluated using test insttism

Q: Are eligibility guidelines for Section 504 spedic?

A: No. The eligibility requirements for Section%@re rather vague. Basically, a student who rdisadility,
as defined in the act, is eligible for 504 servid¢le disability results in a substantial limitat in a basic life
activity.

Q: Where are most students who are eligible for Séon 504 services placed?
A: Most students who are eligible for Section 50 primarily served in general education classraoms

Q: Can students who are served under Section 504 b&pelled from school?

A: Yes. However, expulsion is considered a sigatfit change of placement and Section 504 requires a
evaluation before any significant change of plageimehe "evaluation” requirement may be met by wbs
"manifestation determination” which examines tHatrenship between the inappropriate behavior &wed t
disability.



