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BACKGROUND INFORMATION AND PROCEDURES FOR STAFF 

RELATING TO: 

POLICY 521 - STUDENT DISABILITY NONDISCRIMINATION 

 

 

I. DEFINITIONS 

 

 A. Individuals With Disability- any individual who (1) has a physical or mental 

impairment which substantially limits one or more of such person' s major life 

activities; (2) has a record of such impairment; or (3) is regarding as having such an 

impairment. 

 

 B. Physical or Mental Impairment - (1) any physiological disorder or condition, 

cosmetic disfigurement, or anatomical loss affecting one or more of the following 

body systems:  neurological; muscoloskeletal; special sense organs; respiratory; 

including speech organs; cardiovascular; reproductive; digestive; genito-urinary; 

hermic and lymphatic, slin; and endocrine; or (2) any mental or psychological 

disorder, such as mental retardation, organic brain syndrome, emotional or mental 

illness, and specific learning disabilities. 

 

 C. Major Life Activities - Functions such as caring for one' s self, performing manual 

tasks, walking, seeing, hearing, speaking, breathing, learning, and working.  

 

 D. Has a Record of Such an Impairment - Has a history of or has been classified as 

having a mental or physical impairment that substantially limits one or more major 

life activities.   

 

 E. Is Regarded as Having an Impairment - (1) Has a physical or mental impairment 

that does not substantially limit major life activities but is treated by a recipient as 

constituting such a limitation; (2) has a physical or mental impairment that 

substantially limits major life activities only as a result of the attitudes of others 

towards such impairment; or (3) has none of the impairments defined but is treated 

by a recipient as having such an impairment.  

 

 F. Identification of those who may be protected includes but is not limited to those 

individuals with: 

 

  1. mental or emotional illness 

  2. temporary disabilities 

  3. low vision 

  4. arthritis 

  5. eating disorders 

  6. total blindness/deafness 

  7. spina bifida 

  8. a need for catheterization 

  9. heart disease 

  10. high blood pressure 
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  11. cancer 

  12. previous special education services 

  13. allergy/asthma 

  14. poor hearing 

  15. ADHD 

  16. limp/paralysis/missing limb 

  17. obesity 

  18. stroke victims 

  19. diabetes 

  20. kidney or liver disease 

  21. epilepsy 

  22. in treatment for drug or alcohol addiction (unless they are currently using) 

 

II. WHEN TO CONSIDER EXISTENCE OF A DISABILITY AND POSSIBLE 504 

PROTECTION 

 

 A. When suspension or expulsion is being considered for any student.  

 

 B. When retention is being considered for any student.  

 

 C. When a student shows a pattern of not benefiting from the instruction being 

provided. 

 

 D. When a student is referred for evaluation, but it is determined not to do an 

evaluation under the IDEA. 

 

 E. When a student is evaluated and is found not to qualify for special education 

services under the IDEA. 

 

 F. When a student exhibits a chronic health condition. 

 

 G. When a student is identified as "at risk" or exhibits the potential for dropping out of 

school. 

 

 H. When substance abuse is an issue. 

 

 I.  When new building or remodeling is being considered.  

 

 J. When a parent frequently expresses a concern about a child' s performance.  

 

 K. When a disability of any kind is suspected. 
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III. 504 TEAM 

 

  1. The 504 Team will be appointed by the building principal.  Its recommended 

membership includes: 

 

   a. Principal/Designee 

   b. Two (2) Regular Education Teachers 

   c. One (1) Child Study Team Liaison/Special Education Teacher 

   d. Parent or Legal Guardian 

   e. One (1) Other Staff Member, such as: 

    (1.) School Nurse 

    (2.) Transportation Person 

    (4.) Assistant Principal 

    (5.) Athletic Director (if appropriate) 

 

IV. PARENT/STUDENT RIGHTS  

 

  Students with disabilities consistent with the definitions set forth in Section 504 of the 

Rehabilitation Act of 1973 are to be identified, evaluated, and provided with appropriate 

instruction and related services.   

 

 A. The student has the right to take part in and receive benefits from public education 

programs without discrimination because of his/her disabilities. 

 

 B. The school district will advise each person of his/her rights under federal law. 

 

 C. The parent and student will be notified with respect to identification, evaluation, or 

placement of the student. 

 

 D. 504 students are to be educated in facilities and receive services comparable to those 

provided to nondisabled students.  

 

 E. Placement decisions are to be made based upon a variety of information sources, 

and by a group of persons knowledgeable about the student, the evaluation data, and 

placement options. 

 

 F. A student with a disability, who is covered solely under Section 504, is entitled to 

more than mere “accommodations,” and that such students are entitled to a free 

appropriate public education that includes general education, special education, 

and/or related aids and services.  This includes the right to be educated with non-

disabled students to the maximum extent appropriate.  

 

 G. Students should receive special education and related services if he/she is found to 

be eligible under the Individuals with Disabilities Education Act (IDEA, Public Law 

101-476). 
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 H. Transportation is to be provided to and from an alternative placement setting at no 

greater cost than would be incurred if the student were placed in a program 

operated by the district. 

 

 I.  Parents are to be allowed to examine all relevant records relating to decisions 

regarding the student' s identification, evaluation, education program, and 

placement.  

 

 J. Parents are to be allowed to obtain copies of educational records.  

 

 K. Be aware that parents may request conciliation, mediation, or an impartial due 

process hearing related to decisions or actions regarding the student' s identification, 

evaluation, education program, or placement,  parents, guardians, and the student 

may take part in the hearing and be represented by an attorney, at their own 

expense.  Requests for due process hearings must be made in writing to the 

Superintendent of Schools.  

 

 L. If there is a disagreement between an individual and the school district in the 

interpretation of Section 504, a grievance may be filed. 

 

V. REPORTING/REFERRING PROCEDURES 

 

  A. Parent or school staff member refers student.  

 

 B. Referral taken to 504 Team. 

 

 C. Team designates which staff members to collect appropriate data: 

 

1. Health information assigned to school nurse. 

2. Academic records. 

3. Attendance records by principal/assistant principal/dean. 

4. Discipline records by assistant principal/dean of students. 

5. Anecdotal records by principal/counselor. 

6. Records of classroom interventions by counselor. 

   7. Observation (classroom/playground) by designated team member.  

   8. Parent information by school psychologist.  

   9. Medical records upon release of information form signed by parent.  

   10. Achievement tests by counselor. 

   11. Cum file review by school psychologist.  

   12. Formal evaluative data if needed by authorized agent as recommended by  

    team. 

 

 D. Collected data is returned to 504 Team. 
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1. Which include: (1) the 504 Coordinator; (2) administrator/designee; (3) one or 

more of the student’s teachers; (4) the parent/guardian; (5) the student, if 

appropriate; and (6) other staff knowledgeable of the student’s functioning and 

the meaning of the data (e.g., school psychologist or school nurse, if 

appropriate). 

 

2. Information on how the student functions in the school environment, as well as 

pertinent information from educational records (e.g., aptitude and achievement 

tests, report cards, medical, psychological, and other reports) should be 

reviewed and documented. 

 

3. Input from the student’s parent/guardian shall also be requested, presented and 

considered by the team and documented. 

 

4. The team then shall decide whether the information available is sufficient to 

determine if the student has a mental or physical impairment, has a record of 

such impairment, or is regarded as having an impairment which substantially 

limits a major life activity.  

 

 E. Team meets to determine whether the disability substantially limits one or more 

major life activities. 

 

  1. If team determines "No," parent may request a due process hearing (see 

Section V). 

 

  2. If team determines "Yes," regular or special education and related aids and 

services are identified; Accommodation Plan is advised. 

 

 F. Counselor, parent(s)/guardian(s), student, teacher(s), and other members of the 504 

Team as needed write the Accommodation Plan and implement it.  

 

 G. Possible accommodations include: 

 

  1. Physical arrangement of room: 

 

   a. Seating student near the teacher 

   b. Seating student near a positive role model 

   c. Standing near the student when giving directions or presenting lessons 

   d. Avoiding distracting stimuli (air conditioner, high traffic area, etc.) 

 

  2. Lesson preparation: 

 

   a. Pairing student to check work 

   b. Writing key points on the board 

   c. Providing peer tutoring 
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   d. Providing visual aides 

   e. Providing peer note-taker 

   f.  Making sure directions are understood 

   g. Including a variety of activities during each lesson 

   h. Breaking longer presentations into shorter segments 

   i.  Providing written outline 

   j.  Allowing student to tape record lessons 

   k. Having child review key points orally 

   l.  Teaching through multisensory modes 

   m. Using computer-assisted instruction 

 

  3. Assignments/worksheets 

 

   a. Giving extra time to complete tasks 

   b. Simplifying complex directions 

   c. Handing worksheets out 

   d. Reducing the reading level of the assignments 

   e. Requiring fewer correct responses to achieve grade 

   f.  Allowing student to tape record assignments/homework 

   g. Providing a structured routine in written form 

   h. Providing a study skills training/learning strategies 

   i.  Giving frequent short quizzes and avoiding long tests 

   j.  Shortening assignments; breaking work into smaller segments 

   k. Allowing typewritten or computer-printed assignments 

   l.  Using self-monitoring devices 

   m. Reducing homework assignments 

   n. Not grading handwriting 

 

  4. Test taking 

 

   a. Allowing open book exams 

   b. Giving exam orally 

   c. Giving take-home tests 

   d. Using more objective items (fewer essay responses) 

   e. Allowing student to give test answers on tape recorder 

   f.  Giving frequent short quizzes, not long exams 

   g. Allowing extra time for exam 

   h. Reading test item to student 

 

  5. Organization 

 

   a. Providing peer assistance with organizational skills 

   b. Assigning volunteer homework buddy 

   c. Allowing student to have an extra set of books at home 

   d. Sending daily/weekly progress reports home 
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   e. Developing parent/student/school contacts 

   f.  Identifying resource staff 

   g. Networking with other staff 

   h. Scheduling building team meetings 

   i.  Scheduling periodic parent/teacher meetings 

   j.  Maintaining ongoing communication with building principal 

  k. Developing a reward system for in-school work and homework 

completion 

   l.  Providing student with a homework assignment notebook 

 

  6. Behaviors 

 

   a. Praising specific behaviors 

   b. Using self-monitoring strategies 

   c. Giving extra privileges and rewards 

   d. Keeping classroom rules simple and clear 

   e. Making "prudent use" of negative consequences 

   f.  Allowing for short breaks between assignments 

   g. Cueing student to stay on task (nonverbal signal) 

   h. Marking student' s correct answers, not his mistakes 

   i.  Implementing a classroom behavior-management system 

   j.  Allowing student time out of seat to run errands, etc.  

   k. Ignoring inappropriate behaviors not drastically outside classroom limits 

   l.  Allowing legitimate movement 

   m. Contracting with the student 

   n. Increasing the immediacy of rewards 

   o. Implementing time-out procedures 

 

  7. Special considerations 

 

   a. Suggesting parenting program(s) 

   b. Monitoring student closely on field trip 

   c. In-servicing teacher(s) on child' s disability 

   d. Providing social skills group experiences 

   e. Developing intervention strategies for transitional periods (cafeteria, 

phy. ed, etc.) 

   f.  Alerting bus driver 

   g. Suggesting agency involvement 

   h. Identifying and communicating with appropriate agency personnel 

working with student 

   i.  Providing group/individual counseling 

   j.  Allowing student more time to pass in hall 

   k. Allowing increase in number of excused absences for health reasons 

   l.  Adjusting transportation/parking arrangements 

   m. Approving early dismissal for service agency appointments 
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  8. Student precautions 

 

   There may be a need to modify:  

 

   a. the classroom/building climate for health purposes, i.e.,  

 

    (1.) use an air purifier in classroom 

    (2.) control temperature 

    (3.) accommodate specific allergic reaction 

 

   b. classroom/building to accommodate equipment needs, i.e.,  

 

    (1.) plan for evacuation for wheelchair-bound students 

    (2.) schedule classes in accessible areas 

 

   c. building health/safety procedures, i.e.,  

 

    (1.) administer medication 

    (2.) apply universal precautions 

    (3.) accommodate special diets 

 

 H. Plan is reviewed as per date indicated on plan. 

 

VI. PROCEDURES FOR DUE PROCESS HEARINGS 

 

  A student, parent, or guardian, or the School District, may request an impartial hearing 

with regard to actions involving the identification, evaluation, or placement of a student 

pursuant to Section 504.  The procedures for such a hearing are as follows: 

 

 A. Request for a Section 504 hearing must be made to the Superintendent. 

 

 B. In each case for which a hearing has been requested, the Superintendent shall 

appoint an impartial individual to serve as the Hearing Officer.  

 

 C. The Hearing Office shall determine the procedures for the hearing and set timelines 

for same. 

 

 D. The parties have the right to representation, at their own expense, throughout the 

hearing process. 

 

 E. The Hearing Officer shall issue a written decision and submit the same to both 

parties. 
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VII. GRIEVANCE REPORTING PROCEDURES 

 

 If there is disagreement between an individual and the school district in the 

interpretation of Section 504, the district has established the following grievance 

procedure to resolve the dispute.  Grievances may be filed without fear of reprisal.  

 

 A. Any grievance must be in writing and signed by the person making the complaint.  

It should be filed with 504 Coordinator, Joe Krasselt,  Secondary Asst Principal,  131 

Ninth Avenue, Proctor,  MN 55810, 218-628-4926, jkrasselt@proctor.k12.mn.us.  

The 504 Coordinator will promptly attempt to resolve the matter among the affected 

parties.  If the 504 Coordinator is unable to resolve the grievance, he/she shall 

further investigate the matters of grievance and reply in writing within ten (10) days 

from the date the grievance was filed. 

 

 B. If the complainant wishes to appeal the decision of the local Section 504 

Coordinator, he/she may submit a signed statement of appeal to the Superintendent 

of Schools within five (5) school days after receipt of the Coordinator' s response.  

The Superintendent shall meet with all parties involved, formulate a conclusion, and 

respond in writing to the complainant within ten (10) school days.  

 

 C. If the complainant remains unsatisfied, he/she may appeal through a signed written 

statement to the Board of Education within five (5) school days of his/her receipt of 

the Superintendent' s response in Step B.  In an attempt to resolve the grievance, the 

Board of Education shall meet with the concerned parties and their representatives 

within forty (40) school days of the receipt of such an appeal.  A copy of the 

Board' s disposition of the appeal shall be sent to each concerned party within ten 

(10) school days of this meeting. 

 

 D. Individuals may file a complaint to:  Office for Civil Rights, Chicago Office, U.S. 

Department of Education, Citigroup Center, 500 W. Madison Street, Suite 1475, 

Chicago, IL 60661-4544, (312) 730-1560, Facsimile: (312) 730-1576, TDD: (800) 

877-8339. 

 

 

 


