Heotaga Al I I N

Academies’

WILLOW CHARTER
ACADEMY

Section 504 Procedures

Created: December 2011
OCR reviewed 2011
Updated 2014, July 2015, July 2016




National ¥
Heritage y &N 1 =

Academies

Table of Contents

o g 10X T =T o o 1= 0 =T 1 4
e Ao To [0 Lo} A To] o IO PP P PP PPPRT PP 5
Section 504 Background INTOIMaTION ..o 6
WRNAL IS SECHON 5047 ...ttt b et b et bbbt b et bbbt eb s ne st ebebestebennes 6
Does Section 504 differ from the ADA? ... ettt e 6
How does Section 504 differ from IDEAT ...t s 6
Key Differences between IDEA and SECON 504 ..........ccooi ettt st sneeneens 7
Identifying Students for Section 504 EligiDility ........couoiiii e 8
What criteria are used to determine 504 eligibility?.........ccvooiiieeii i 8
How is a Section 504 evaluation reqUEST MAE?.......cci e e e e e ste e e sre e s e e sreesraesraesanesnneens 9
What is the process for reviewing a Section 504 referral? ... 9
What is a Section 504 Student Accommodation Plan? ... 13

Will every student who is determined to have a disability under Section 504 have a Section 504 Student

Pt od0) o ¢ g0 o F=u 0] o TN o F= o TSR 13
Design and Implementation of a Section 504 Student Accommodation Plan............ccecevvvieceneneeceneneenns 14
Where will accommodations be provided and what are some examples of possible accommodations?.... 14
How are 504 accommodations and related services documented and reviewed? ...........ccccvveveveneneenenne. 14
Disciplining a Section 504 Student with a Disability .........ccouiiiiii e 15
What is the discipline process for a Section 504 Student with a Disability?..........cccoovvevevenierceceneeeere e 15

Must a school make a manifestation determination when considering a long-term suspension or expulsion

of a student with @ SECtioN 504 PIANT ........c.couiiiiiiie e 16
Who makes the manifestation determination and what information is included in this process? ................. 16
How does a school proceed with drug/alcohol violations by a student on a Section 504 Plan?................... 17
504 Procedural Safeguards and Parent/Student RIGNTS ...t 17
Are schools required to provide parents with prior notice of a Section 504 eligibility meeting?.................... 17
Must schools secure parental consent before conducting an initial eligibility meeting?.........ccccceeevvveeeennene 17

Are schools required to provide parents with a list of parent/student rights under Section 504 before

conducting an iNItial STUAENT FEVIEW? .....c.viiueeeeiiceeeeeseete sttt s te ettt e s te e s esaesteesa e sesteessessesseensessesseensensens 18
Bullying and Harassment of Students with DisSabilitieS........cccooiiiiiiiiiiiiii e 18
Addressing Parent Concerns and COMPIAINTS .....ooiiiiiiiiiiiiii e e e e e 19

Page 1 of 84




National ¥ '
Heritagezl-_-IA 1 I

Academies

Section 504 / Title 1l COMPIAINTS / GIIEVANCES .......cccveeieeiieiiecieeseesteesee s e see e steste e e teeteeteesteesseesreesseesseesens 19
Step 1. Voluntary Informal RESOIULION ........coouiiiiii e e e e e e e e eeeeeenes 19
Step 2: Formal Complaint OF GIEVAINCE ........c..uuiiiiiiiieeeiieii ittt e e e e e e e s ne e s 20
Step 3: Formal Complaint / Grievance Investigation Procedure...............ccoviviiiiiiiiieeeeeeeiiiene e eee e 20
Step 4: Formal Complaint / Grievance APPeal PrOCESS........cccvririerieriiieeseseee e eee e sae e eseesaesees 20

DUE PrOCESS HEAING ..ouveeeeieeiieeeiese ettt sttt et sttt ettt e st e st e e st e testeeseensessesssensesseessessesseansansesseenss essesseensensens 21

Filing @ Complaint With OCR .......cc.oiiiieie ettt s e st b e s e sesteessesbestesseessessesssensesseesseens 21

General ACCOMMOUTALIONS .......uiiiiiiiii ettt e et e e e e e et e e e e e e e e s e e et e e e e e e e n e e e e e e e e e e annnrnnees 22

o NV o] el =T ] ez LS (= U= To T ST PRP 22

OrganizatioNal STrATEGIES .......ceeiiiririeiete ettt b e et b ettt eb e sb e b e s b e b et e st eseebesbesbenbennene eebentens 22

Lo eV To = LIRS 1 = L=To [ =T OO USRI 22

e T a1 Vi TS = 1 (=T [ S 22

EVAIUALION METNOUS ...ttt b e s e e e bt e s s 23
1= 0 1= 24
ATTRITTEIS .ttt e oo et e e et e s 25
N1 1 0] 1= TP PPPPPPPPPPRPPR 26
Attention Deficit Disorder (ADD) and Attention Deficit Hyperactive Disorder (ADHD)...........cccccoouee. 27
[T 0T ] F= T 1010} o [ 29
L= 1o (o =] PP PSPPPTPPPN 30
LOTCT T o] = | I = 1 P 31
Chronic Infectious Diseases (i.e. Acquired Immune Deficiency Syndrome (AIDS) ........cccoovvvvvineennn. 32
L3S 1ol T o] (01 1< TP 33
Deaf/Hearing IMP@ITTMENT ........oiiiiiiiiiiii et e e e e e e e e e e e e e e s r et e e e e e s aannnrereaaeeas 34
DHBDEBIES ... e et a e s 35
Drugs @nd AlCORNOL ... 36
EMOtIONAI IMPAITMENT. .....eiiiiie et e e e e e e e e e e e e s st e e e e e e e e e e bbb e e eeaeeeas 37
[y ot 0] o] (=TT T4 = T T (=S £ 38
[ o117 03O PT PP PPPTPPPP 39
Learning DiISADIILY ........ccoiiiiiiiii e e e e e e et e e 40
[ TU ] (] 0 1= PP PP PP PPPPPPPP 41
Physical IMPairment ..........coooiiiiii e, 42
Student with Special Health Care Needs ...........ooo o 43
=T aa] o Lo L= U1 Y TS o] = o 44

Page 2 of 84




National ¥
Heritagem 1 I

Academies

o181 =] 1 ES RIS} Y] [0 1 10 o T PP 45

LI U L F= LT To = = V1 1 1 2P 46
TUDEICUIOSIS ...ttt e e e et e et e e e e e e e et e e e e e e e r e e e e e e e e e s e nnnnee s 47
VI U e I Lo g] o= UL 4= L SO O PP PPPRPPPPPPPPPPRPPN 48
Weight: Diagnosis of Obesity, Anorexia, and BUlimia ............coouuiiiiiiiiiiiciien e 49
Principal and Team Leader (Designee) Section 504 t0 DO LiSt .....ccccouiiiiiiiiiiiiiiiiiiiiiiieee e 50
General Roles and ReSPONSIDIIILIES ......c.oiieieiicece et s sb e st b e s aeese e s e 50
Steps to take for Section 504 Initial REFEITAL..........ccvieieeee e e 50
Steps to take with a Section 504 Annual Review or Transition or Change in Program..........cc.cceccevvveeeiennnne 51
Steps to take with a Section 504 Re-Evaluation (3 YEAIS) ......cccciririeriiieiere ettt 52
Steps to take with Section 504 Discipline (Pattern of Removal, Manifestation Determination) .................... 52
Steps to take when student enrolls with Section 504 Student Accommodation Plan............cccccceeeviveevennnne 53
S To] pToTo] IS0 o T o o 3PP PP PP 54
Section 504 Evaluation / Placement ChECKIIST ..........cooiiiiiiiiiiiiice e e 56
Section 504 Evaluation Referral FOIM.. ...t 57
Section 504 INFOrMAtION REVIEW .........uiiiiiiiiiiiiii et r e e e e e e e e e e e e s s arnr e e e e e e e e e aane 58
Parent Consent for Section 504 EVAIUALION...........cuuiiiiiiiiiiei ettt 63
Parent Invitation t0 Section 504 MeEETING ........couuuiiiiii i e e e e e e e e e et e e e e e eeeeeeeeraaaaas 65
Section 504 Eligibility Determination REPOIT .........cuuiiiiiiiiiiiiii e e e e e e e e aaae 66
Parent Notice: Section 504 Eligibility or Non-Eligibility Determination ............ccccccciieiiii e vvveeiiiie e, 69
Section 504 Manifestation DetermMINATION .............uuiiiiiie oo e e e e e e s br e e e e e e aane 72
Pattern of RemMOVal WOTKSNEEL .........oo et e e e e e 73
Notice of Parent/Student Rights and Procedural Safeguards under Section 504 .............cccccevveeeiiiiiiiinnnee. 75
Release of Confidential Information and RECOITS ............uiiiiiiiiiiiiiiii e 77
o107 AN odote] g g gTeTo F=Y i o] 0 £SO PRR 78
Section 504 ComPlaint FOIM .. ..ottt e et a bt re e e e e e e eeeeaeeaaees 80
Section 504 Frequently Asked QUESTIONS ........cuuiiiiiii i e et e e e e e e et e e e e e e e eereeeenaaanes 82

Page 3 of 84




National ¥
Heritagem 1 - I
Academies

ACKNOWLEDGEMENTS

WILLOW CHARTER ACADEMY would like to express appreciation to Newaygo County Regional Educational
Service Agency who granted permission to borrow some of the materials/forms in this Manual.

WILLOW CHARTER ACADEMY would also like to acknowledge the use of materials from many additional
resources including Oakland ISD, Kent ISD, Mesa Public Schools in Arizona, and LaPointe & Butler, P.C.

Page 4 of 84




National .
Heritage I

Academies

INTRODUCTION

Section 504 of the Rehabilitation Act of 1973, 29 USC 794, (sometimes referred to as “504”) prohibits
discrimination against individuals with disabilities solely on the basis of their disability. The purpose of
this manual is to inform School employees and parents about Section 504 and the School’s
procedures to comply with the requirements for Section 504 as it relates to providing services to
students. This manual reflects the School’'s commitment to serve ALL children. The School expects
employees to be knowledgeable about School procedures governing Section 504 activities, grievance
procedures for resolving Section 504 complaints, and parent and student rights. If you have Section
504 questions, please contact the School 504 Coordinator or designated 504 Team Leader.

The School 504 Coordinator is:

Building Principal

WILLOW CHARTER ACADEMY
1818 NE Evangeline Thruway
Lafayette, LA 70501
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Section 504 Background Information

What is Section 5047

The Rehabilitation Act of 1973, 29 USC 794, commonly referred to as “Section 504,” is a federal statute that
prohibits discrimination against persons on the basis of their disability by institutions, such as WILLOW
CHARTER ACADEMY, that receive financial federal assistance. It states:

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
receiving Federal financial assistance.

Section 504’s purpose is, among other things, to assure that students with a disability have educational
opportunities and benefits equal to those provided to non-disabled students. An eligible student under Section
504 is a student who has a physical or mental impairment that substantially limits a major life activity, has a
record of such impairment, or is regarded as having an impairment. If a student qualifies under Section 504,
WILLOW CHARTER ACADEMY must provide such accommodations, services and supports as are necessary
to ensure that the student has equal access to the services, programs, and activities offered by our school.

Does Section 504 differ from the ADA?

Section 504 protects students from discrimination on the basis of disability to the same extent as the
Americans with Disabilities Act (ADA). This manual uses only the term “Section 504,” but the School
acknowledges that qualified students with disabilities have similar rights under the ADA to those under Section
504.

How does Section 504 differ from IDEA?

A student who qualifies for special education services under the Individuals with Disabilities Education Act
(IDEA), 20 USC 1400, is a qualified student with a disability under Section 504. The converse, however, is not
true: a qualified student with a disability under Section 504 is not necessarily eligible for services under the
IDEA. In other words, some students with a disability may qualify for accommodations under Section 504 that
do not qualify for special education services under IDEA. If a student is determined eligible under Section 504,
he/she is entitled to receive a free appropriate public education, which typically is provided by a Section 504
Student Accommodation Plan. This plan may include regular and special education, as determined necessary
for the student, even if they do not qualify for services under the IDEA.

If a student with a disability is receiving special education services in accordance with IDEA, then the student is
adequately accommodated for the purposes of Section 504. For this reason, it is generally not necessary or
appropriate to provide a student with a disability eligible under IDEA with a Section 504 Student
Accommodation Plan since compliance with IDEA is compliance with Section 504.

However, if a student is determined not to be eligible under IDEA, the evaluation team may want to consider
whether the student would, nevertheless, qualify for accommodations under Section 504.

This manual will focus solely on Section 504 as it applies to students with disabilities. Employees, parents,
and others may also be covered by Section 504, and questions regarding the application of 504 to employment
situations or other areas where an individual is seeking a “reasonable accommodation” should contact the
principal or administrator over special education. Any questions regarding IDEA should be directed to the
Special Education Department.
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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, deaf
blindness, multiple disabilities, orthopedic
impairment, and other health impairments).

The student must have a physical or mental impairment
that substantially limits a major life activity (e.g.,
walking, seeing, hearing, speaking, breathing, learning,
working, reading, communicating, thinking,
concentrating, caring for oneself, and performing
manual tasks). A "major life activity" also includes the
operation of a major bodily function, such as the
immune system, digestive, neurological, circulatory, or
reproductive systems.

The student’s disability must adversely affect
educational performance.

The disability must “substantially limit” one or more
major life activities.

Evaluation

Full and individual evaluation, including various
mandated evaluators depending on suspected
disability/eligibility area, as required by IDEA
and state regulations. A team, including the
parent, will review evaluation data and
determine eligibility under special education.

Evaluation using relevant information from a variety of
sources. Decision by a team of knowledgeable persons.
Team includes the parent(s), classroom teacher, etc.

Parent consent required for initial. Notice
provided and consent sought for reevaluations.

Parent notice of evaluation required. Parent consent
required for initial evaluations.

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

Annual review of plan required, or more frequently if
needed. Reevaluation required every three years or
prior to any “significant change in placement.”

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
hearing officer, regarding identification,
evaluation, educational placement or the
provision of a free appropriate public education,
within timelines set by the IDEA.

Due process hearing by School appointed hearing
officer (who must be impartial) in compliance with
school policy. Hearing available regarding
identification, evaluation, or placement.
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Identifying Students for Section 504 Eligibility

What criteria are used to determine 504 eligibility?

A student may qualify for Section 504 protection under three criteria: (1) the student has a mental or
physical impairment, that substantially limits one or more major life activities; (2) the student has a
record of such an impairment; or (3) the student is regarded as having such an impairment. Students
who have arecord of such an impairment or who are regarded as having such an impairment qualify
for the protections of Section 504 even though they do not require a Section 504 Student
Accommodation Plan.

If the student (1) has a physical or mental impairment, (2) that substantially limits, (3) one or more
major life activities, he or she will be eligible under Section 504. This does not mean, however, that all
students who are eligible require a Section 504 Student Accommodation Plan. It is important to understand
that all three criteria must be met before the student is eligible for Section 504 protection. Additional detail on
each of the three criteria follows.

Physical or Mental impairment

This criterion includes any physiological disorder or condition, cosmetic disfigurement, or anatomical loss
affecting one or more body systems. Mental or psychological disorders are also covered. Section 504, in
contrast to IDEA, does not limit eligibility to specific categories of disabling conditions. Environmental, cultural,
and economic disadvantages are not covered unless the student who has any of these characteristics also has
a physical or mental impairment.

Substantially limits

Section 504 does not specifically define the term “substantially limits.” The basis for evaluating this criterion is
the impact the impairment has on one or more of a student’s major life activities. The 504 Team will consider
the nature and severity of the disability as well as how long the disability is expected to last. Simply having a
condition or impairment does not automatically qualify a student for Section 504 protection. Instead, the
condition must restrict the individual in the conditions, manner, or duration under which they can perform
the major life activity such that they would be unable or significantly limited in ability to perform the major life
activity compared to most people.

Although “substantially limits” is not defined in the law, the 504 Team should use the following principles to
make a disability determination under Section 504:

- Adisability is present if the student’s physical or mental impairment “substantially limits” the ability of
the student to perform a major life activity as compared to the average student in the general population
(e.g., if it regularly takes a student with a mental impairment 3 hours to finish a type of homework
assignment that takes other students only 1 hour to complete).

- Animpairment may be substantially limiting even if it does not prevent, significantly restrict, or severely
restrict the individual from performing the activity.

- Animpairment may be substantially limiting but is considered minor or temporary / transitory if the
duration lasts or is expected to last fewer than 6 months.

Indicators of a substantial limitation could include the following, if, as compared to most students, the

student in question demonstrates: a consistent need for more time; a consistent need for testing
accommodations; frequent behaviors associated with identified physical/mental impairment that interfere with
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school performance; significant difficulty with planning, organization, and execution of activities and
assignments; chronic absences or tardiness related to a physical or mental impairment; classroom
interventions do not alleviate difficulties; or a steady decline in academic performance.

With the exception of corrective eyeglasses and contact lenses, the 504 Team may not consider the
ameliorative effects of any mitigating measures taken to overcome the impairment, such as medication,
equipment, hearing aids, or assistive technology. The Team must make the eligibility determination based on
the disability, without considering what may already be in place to help the student overcome the effects of the
disability.

Major life activities

Major life activities include, but are not limited to, caring for oneself, performing manual tasks, walking, hearing,
seeing, speaking, breathing, learning, reading, concentrating, thinking, communicating and working.
Determining whether the impairment substantially limits a student’s learning is often critical to the Section 504
eligibility decision, however major life activities include activities other than learning. Therefore, a student may
be achieving academically and still have a qualifying disability if the physical or mental impairment substantially
limits another major life activity. For example, a student with asthma may be achieving academically, but still
gualifies as eligible under Section 504 due to a substantial limitation in breathing.

How is a Section 504 evaluation request made?

Any parent or guardian, teacher, counselor, or other school staff member who believes that a student needs
supports or accommodation for a qualifying disability can request a Section 504 evaluation. Please advise the
person wanting an evaluation to use the Section 504 Evaluation Referral form and forward it to the 504 Team
Leader. [See Form B]. Upon receipt, the school must determine if it will conduct the evaluation within 10
school days and provide the parent with Notice.

504 Request/Referral

What is the process for reviewing a Section 504 referral? ‘
When a 504 evaluation request or referral is received, the Principal will Principal receives
appoint a 504 Team Leader. The 504 Team Leader will determine the request/referral

composition of the 504 Team. The 504 Team must investigate the specific
concern that triggered the student review request. The 504 Team must

include individuals knowledgeable about the student and the Assign a 504 Team Leader
interpretation of evaluation data. This team can include the ‘
parent/guardian of the student, teachers, counselors and other school

staff members, and staff members of community agencies as agreed Assigns 504 Team

upon by the parent. The parent/guardian should be included in this
process whenever possible. The parent/guardian must be provided with a
meaningful opportunity to provide input even if they are not in attendance Conducts Section 504
at this meeting. Information Review

The 504 Team must review a variety of information. The information
that might be considered includes (but is not limited to): grades, Determine Outcome of
attendance reports, behavior plans, review requests, cumulative file Referral (Form C)
information, psychological evaluations, medical information, observations,
standardized testing such as aptitude and achievement tests, teacher
recommendations, physical condition, social or cultural background, and Provide Notice to parent &
adaptive behavior. seek consent for Evaluation if
appropriate (Form C, D, K)
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The outcome of the 504 Team’s decision to evaluate must be documented on the bottom of the Section 504
Information Review form. [See Form C] and provided to the parent within 10 school days of receipt of the
reguest for evaluation. Possible outcomes include the following:

= A disability/impairment is not suspected
o No further evaluation at this time
= A disability/impairment is suspected
o0 Evaluate student for possible 504 Eligibility (complete Parent Consent for Section 504
Evaluation [See Form D])
o0 No additional evaluation data is needed; develop a Section 504 Student Accommodation Plan
[Form H].
= Section 504 Student Accommodation Plan on file
0 Review current Section 504 Student Accommodation Plan [Form H].

The decision to not conduct a 504 evaluation occurs only when the school has no reason to suspect that the
student has a disability under Section 504.

If the decision is to conduct a 504 evaluation, the 504 Team may administer and use other formal and informal
measures as necessary. The list of needed evaluations must be identified, and Parental consent must be
obtained, prior to initiating an initial evaluation under Section 504 (Form D). The team must ensure that
information obtained from all sources is documented and carefully considered. A psychologist may be needed
to assist in the evaluation. The school must complete the evaluation and convene an eligibility
determination meeting within 30 school days. If the student is eligible, a plan must be developed.

The team's task is to determine eligibility based on the Section 504 definition of disability (i.e., does the student
have a mental or physical impairment that substantially limits one or more major life activities).

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

- A parent and/or doctor presents the school with a diagnosis of an impairment, and a Section 504 Student
Accommodation Plan is written without first conducting an evaluation (including information from a variety
of sources) or determining if the impairment causes substantial limitation of a major life activity.

- A student is placed on a 504 Plan solely to satisfy a highly competitive parent who wants specific
accommaodations to help his or her child receive higher grades or test scores on standardized tests, such
as the SAT.

- A student fails to qualify for special education services under IDEA, and a Section 504 Student
Accommodation Plan is automatically written without first qualifying him or her based on Section 504
criteria.

What if the Team determines that the student is not suspected of having a
disability/impairment under Section 504?

If after completing a Section 504 Information Review (Form C), the 504 Team determines that there is no
evidence to suspect a disability, the team needs to complete the recommendation section noting “No further
evaluation at this time”.
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What if the Team determines that the student is suspected of having a disability/impairment
under Section 504?

If after completing a Section 504 Information Review, the 504 Team determines that there is evidence to
suspect a disability, the team has two options to select from:

1. If the team has sufficient data to determine eligibility, indicate this on the Section 504 Information
Review [Form C], under the section entitled Recommendation of 504 Team - “No additional evaluation
data is needed. Develop a 504 Plan”

2. If further evaluation is needed, indicate this on the Section 504 Information Review [Form C], under
the section entitted Recommendation of 504 Team - “A disability/impairment is suspected; evaluate the
student for possible 504 Eligibility”, complete Parent Consent for 504 Evaluation [Form D], and provide
a copy of the Notice of Parent/Student Rights and Procedural Safeguards under Section 504 [Form K].

What if the Team determines that the Student is not eligible under Section 504?

In the event that the 504 Team determines that the student does not meet the definition of disability under
Section 504, the 504 Team Leader is responsible for notifying the parent by completing the Parent Notice:
Section 504 Eligibility or Non-Eligibility Determination Form (Form G) and providing it to the parent, either in
person or by mail, and Notice of Parent/Student Rights and Procedural Safeguards under Section 504 (Form
K). A parent may contest the determination by requesting a due process hearing, filing a complaint with the
Office of Civil Rights, or through court proceedings.

What if the Team determines that the Student is eligible under Section 504?

If the team determines that the impairment substantially limits one or more major life activities and therefore
the student is eligible under 504, the Team Leader is responsible for:

1. Notifying the parent of the determination of eligibility using the Section 504 Eligibility Determination
Report [Form F],

2. Providing notice using the Parent Notice: Section 504 Eligibility or Non-eligibility Determination Form
[Form G]

3. Providing a copy of the Notice of Parent / Student Rights and Procedural Safeguards under Section
504. [Form K].

The team will then need to determine whether the student also requires a Section 504 Student Accommodation
Plan. A Section 504 Student Accommodation Plan provides the student with a free appropriate public
education (FAPE), which is defined as regular or special education and related aids and services designed to
meet the student’s individual educational needs as adequately as the needs of students without disabilities are
met. This is generally done through a Section 504 Student Accommodation Plan, but may include more than
just “accommaodations.” However, not all students eligible under Section 504 will need a Section 504 Student
Accommodation Plan. These students, however, remain eligible for Section 504’s protections against
discrimination.

Examples of discrimination under Section 504 include: excluding a student with a disability from activities in
which non-disabled students participate; providing a student with a disability with services that are different
from the services non-disabled students receive unless the services are necessary because of the
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student’s disability; and/or subjecting a student with a disability to limitations that are not imposed on non-
disabled students. In other words, the school must provide necessary accommodations or adjustments to the
general education program to provide a student with a disability with an opportunity to participate in the least
restrictive environment. Here are some examples of circumstances that could be considered
discrimination based on disability:

- Refusing to provide occupational or physical therapy to a Section 504 student who needs it for
educational purposes solely because the student is not IDEA eligible;

- Not providing accommodations for a student with a disability who tries out for an extracurricular activity
(e.g., elementary chorus) that meets before or after school,

- Only providing summer school or after-school care for non-disabled students;

- Requiring the parent of a student with a physical or mental impairment to provide transportation to field
trips or to accompany the student on a field trip when transportation is provided to non-disabled
students or when parental participation is not required for non-disabled students;

- Providing a shortened school day for students with disabilities because of transportation issues;

- Segregating students with a disabilities in basements, portable classrooms, or separate wings of the
school; or

- Falling to provide an interpreter for a parent with a hearing impairment or limited English language for
school-initiated activities, such as a 504 meetings and parent/teacher conferences.

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, there are no categories of
qualifying disabilities. This step in the 504 evaluation process
relies heavily upon medical, psychiatric or psychological
diagnosis by qualified professionals.

2. Major Life Activity

The identified physical or mental impairment must affect a major
life activity, including but not limited caring for oneself, performing
manual tasks, walking, hearing, seeing, speaking, breathing,
learning, reading, concentrating, thinking, communicating and
working, or the operation of a major bodily function. A substantial
limitation of any major life activity could result in eligibility.

3. Substantially Limited

The impairment must substantially limit the major life activity,
which means the student is restricted as to the condition, manner
or duration under which the student can perform the major life
activity as compared to the condition, manner or duration under
which a student of the same age/grade in the general population
could perform the same major life activity.
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What is a Section 504 Student Accommodation Plan?

The Section 504 Student Accommodation Plan [Form H] documents the specific accommodations and
supports that the student needs to ensure that the individual needs of the student are met as adequately
as the needs of non-disabled students. The Section 504 Student Accommodation Plan should be designed
to provide appropriate supports (e.g., to “level the playing field”) needed by the student to address his/her
disability, not to provide all of the supports needed to maximize the student’s potential. The need for
accommodations should be documented in the student’s records.

The 504 Team should make an individual determination of the student’s educational needs and the
accommodations required. A Section 504 Student Accommodation Plan must be implemented in the least
restrictive environment.

Will every student who is determined to have a disability under Section 504 have a Section 504
Student Accommodation Plan?

No. When the 504 Team is considering whether a student has a disability under Section 504, the team cannot
consider any mitigating measures (i.e., medication, assistive devices such as hearing aids, or other individual
supports) used by the student. The one exception is for ordinary eyeglasses or contact lenses. In some
cases, a student may not need a Section 504 Student Accommodation Plan if the mitigating measures allow
the student to access his/her education. If the team determines that an eligible student require
accommodations and/or related aids or services, a Section 504 Student Accommodation Plan will be written. If
the team determines that a student does not require any accommodations and/or related aids or services, the
meeting minutes should state that no aids or services are needed at this time. The student is still protected
by Section 504 from discrimination based on his/her disability and retains the protection of Section
504. If the mitigating measure is removed or is no longer effective, the Team should reconvene and determine
if a Section 504 Student Accommodation Plan is how required.

In addition, keep in mind that while a Section 504 Student Accommodation Plan might not be necessary, an
informal general education intervention plan may be appropriate. In the event that the 504 Team determines
that the student is not eligible to receive a Section 504 Student Accommodation Plan, the 504 Team Leader is
responsible for notifying the parent by completing and mailing the Parent Notice: Section 504 Eligibility or Non-
eligibility Determination form (Form G) including Notice of Parent / Student Rights and Procedural Safeguards
Under Section 504 (Form K).
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Design and Implementation of a Section 504 Student Accommodation Plan

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

Section 504 requires that a student with a disability be educated with non-disabled students to the maximum
extent appropriate. As with IDEA, this is considered educating the student in the least restrictive environment.
Therefore, implementation of most Section 504 Student Accommodation Plans should occur within the regular
classroom. Accommodations generally are those adjustments to things like seating arrangement, lesson
presentation, assignments, and other facets of the learning experience that provide the student with equal
access to learning opportunities. An example could be moving the student to a position in the room that best
supports his or her ability to attend to schoolwork. Accommaodations might involve the use of special visual
aids, large print, or using video recordings. Allowing a student additional time to complete a specific kind of
task is also an accommodation. Countless accommodations exist that can support a student’s equal access to
educational opportunities. The bottom line, however, is that the student must be provided a FAPE (Free
Appropriate Public Education), which may include regular or special education or other services and supports.
It is the job of the 504 Team to identify those accommodations and supports that address the needs of a 504
eligible student and provide the student with FAPE. Once these supports have been identified, the 504 Team
will identify the placement in which the student will receive these services. The 504 Team may also contact
the 504 Team Leader for assistance with the accommaodation process.

How are 504 accommodations and related services documented and reviewed?

If the 504 Team determines that a student has a qualifying disability, the team’s second responsibility is to
identify what is necessary for the student to receive a FAPE, i.e., the regular or special education and related
aids and services designed to meet the student’s individual educational needs as adequately as the needs of
non-disabled students are met. Documentation of the plan's detail is in the Section 504 Student
Accommodation Plan. [Form H]. This Plan provides a summary of accommodations that a student needs, the
student’s placement, as well as the aids, services or modifications necessary for the student to receive a
FAPE. The original Section 504 Student Accommodation Plan document will be kept in the student’s 504 file,
located within the student’s cumulative file. Also, the 504 Team Leader is responsible for sending a copy of the
Section 504 Student Accommodation Plan to the parent (along with Notice of Parent / Students Rights and
Procedural Safeguards under Section 504 [Form K] and to the School 504 Coordinator (Building Principal).
Parental consent is required for initial placement under Section 504. The initial placement and Section 504
Student Accommodation Plan is then implemented following receipt of parent consent to implement the
Section 504 Student Accommodation Plan.

The 504 Team Leader is responsible for updating the AtSchool screen to reflect that this student is now a
504 eligible student. Include all required data in all 504 related fields.

A 504 Team shall review the Section 504 Student Accommodation Plan:
e Annually

¢ When changes to the plan are needed
e Prior to a significant chance in placement
e When a student with a Section 504 Student Accommodation Plan transfers into the School

The purpose of a review is to add, subtract and/or modify student accommodations or other services or aids as
needed. In addition, a reevaluation is required before a significant change in placement. A significant change
in placement includes a long term suspension or expulsion, or a pattern of removal, and can be satisfied by
completing a Section 504 Manifestation Determination (Form 1).
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Disciplining a Section 504 Student with a Disability

What is the discipline process for a Section 504 Student with a Disability?

Long term suspension (more than 10 consecutive days), or more than 10 cumulative days in a school year
which result in a pattern of removal) or expulsion of a student constitutes a significant change in placement.
As such, a reevaluation is required before a Section 504 student is long term suspended or expelled.
This reevaluation requirement is fulfilled by completing a Section 504 Manifestation Determination (Form
). Section 504 students are subject to the same disciplinary action as a non-disabled student, provided that
the student’s behavior is hot a manifestation of his or her qualifying disability. A 504 Team must conduct a
manifestation determination whenever a student is subject to out-of-school suspension for 10 consecutive
school days or more, or a series of shorter suspensions that total more than 10 days in the aggregate that
create a pattern of removal constituting a significant change in placement. If the 504 Team concludes that the
violation is a manifestation of the student’s qualifying disability, the discipline process must end and the student
returns immediately back to school (to their prior placement). In addition, the 504 Team should review the
Section 504 Student Accommodation Plan to determine if changes are needed. If the violation is not a
manifestation of the child’s qualifying disability, the student is subject to the same disciplinary action that any
non-disabled student would receive for the same violation.

‘ Violation of the Student Code of Conduct ’

Is the student currently
identified under Section 504?

S

Follow school discipline
procedures for non-disabled

student
YES:
Does the violation warrant a “

suspension from school?

Short-Term Long-Term Suspension or Expulsion

YES - Provide due process

e Notify parents of long-term suspension or expulsion
and provide copy of 504 Procedural Safeguards

- Request long-term suspension/expulsion hearing

e Hold a manifestation determination within 10 days of
the incident or upon determination of pattern of

Suspension

(10 days or less)

removal.
’ e Share results with the Board

removal?

‘ Is there a pattern of

[ no [ ve J— commieramon )

If violation IS NOT a
manifestation of disability:

If violation IS a
manifestation of disability:

A

Follow school long-term
suspension/expulsion
procedures for non
disabled students

Return student to
school, No further
disciplinary action

Review 504 Student
Accommodation

Plan to determine if
changes are needed.
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Must a school make a manifestation determination when considering a long-term suspension
or expulsion of a student with a Section 504 Plan?

Yes. While the regulations implementing Section 504 do not specifically discuss a “manifestation
determination,” they do require that a school complete an evaluation prior to imposing a “significant change in
placement.” Long term suspension or expulsion is considered a significant change in placement. To fulfill the
evaluation requirements and to ensure that students are not disciplined because they have a disability, the
School is required to conduct a Section 504 Manifestation Determination [Form 1]. Similar to suspension or
expulsion of a student having a disability under IDEA, a school must conduct a manifestation determination for
a Section 504 student whenever the discipline will result in a significant change in placement. A “significant
change in placement” occurs when:

e The suspension or expulsion will be for more than 10 consecutive school days. Like IDEA, a
suspension/expulsion of more than 10 consecutive days constitutes a significant change in placement
and requires schools to determine if the cause of the behavior is the disability identified in the student’s
Section 504 Student Accommodation Plan or if the cause of the behavior is caused by the school's
failure to implement the Section 504 Student Accommodation Plan.

e A series of suspensions that total more than 10 cumulative days in a school year may also trigger the
manifestation determination requirement of Section 504. If cumulative suspensions/expulsions for a
student on a Section 504 Accommodation Plan total more than 10 school days, it must be determined if
a significant placement change has occurred. This is done on a case by case basis. If a group of short
suspensions creates a pattern of exclusion, then this constitutes a change in placement and the
school must conduct a manifestation determination meeting before further suspensions or expulsions
occur. The Office of Civil Rights has identified some of the key factors in determining patterns of
exclusion: the length of each suspension, the proximity of one suspension to another, the nature of the
behavior, and the total amount of time the student is excluded from school. Schools should use the
Pattern of Removal Worksheet for Students with Disabilities to track removals during the school year.
[Form J].

Who makes the manifestation determination for a student on a Section 504 Student
Accommodation Plan and what information is included in this process?

The manifestation determination should be made by a 504 Team that consists of persons who are
knowledgeable about the student, the meaning of the evaluation data, and the placement options. The
parent/guardian must be given a meaningful opportunity to provide input. When possible, the members of the
504 Team should be the same members who designed the Section 504 Student Accommodation Plan.
School officials responsible for school disciplinary procedures, such as the school principal or dean,
cannot make the determination alone. However, such administrators may be members of the 504 Team
and may present pertinent student information to the 504 Team.

The 504 Team must have available information that competent professionals would require when making a
manifestation determination. Such information might include information about the misconduct, attendance and
academic records, psychological evaluation data, behavior plans, medical information, discipline records, the
student's Section 504 Student Accommodation Plan, information from the parents and staff observations. The
information should be current enough to afford an understanding of the behavior that is the subject of the
manifestation determination.

After reviewing the relevant information, the 504 Team will next consider if the behavior is a manifestation of
the student’s disability. This inquiry is resolved by answering the following questions:
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e Was the conduct caused by, or does the behavior have a direct and substantial relationship to the
student's disability?

e Was the conduct the result of the School's failure to implement the Section 504 Student
Accommodation Plan?

If the 504 Team answers either question in the affirmative, then the behavior is a manifestation of the student’s
disability and no disciplinary action can be taken past the 10 days. Itis recommended, however, that the 504
Team review the student's current educational placement to determine whether the student is receiving an
appropriate instructional program and related aids and services and whether behavioral intervention strategies
should be implemented for the student. In addition, subject to procedural safeguards, changes in the student’s
placement may be made, if appropriate.

If the 504 Team determines that the behavior is not a manifestation of the disability, the School may impose
whatever long term suspension or expulsion it would impose under the same circumstances if a non-disabled
student were the offender. The School has no obligation to continue to provide educational services to a 504
student during the period of a long term suspension or expulsion, unless the school provides such services to
non-disabled students who are long-termed suspended or expelled consistent with state requirements.

The 504 Team must conclude its work by completing a Section 504 Manifestation Determination [Form [], and
the parent/guardian must be given notice of the results of the manifestation determination and the Notice of
Parent/Student Rights and Procedural Safeguards under Section 504 [Form K] available to challenge them.

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

A student who is currently engaged in the illegal use of drugs/alcohol is not considered a student with a
disability when the school acts on the basis of that use. 29 USC 705(20)(C)(i). A student with a history of
drug/alcohol abuse who has been successfully rehabilitated, or is participating in a drug rehabilitation program
and is not currently engaging in the illegal use of drugs, is covered by Section 504. Section 504 permits
disciplinary action pertaining to the use or possession of illegal drugs/alcohol against a 504 student who is
currently engaging in the illegal use of drugs/alcohol to the same extent such discipline is taken against non-
disabled students. 29 USC 705(20)(C)(iv).

504 Procedural Safeguards and Parent/Student Rights

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

A parent/guardian must receive prior notice of a Section 504 eligibility meeting. Parent consent is not required
to conduct an eligibility determination. However, parental consent is required prior to initial evaluation under
Section 504.

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

Schools should include parents in the evaluation process and need consent before performing an initial
evaluation. However, Section 504 does not require the parent’s participation or consent to conduct a 504
eligibility meeting. It is, however, best practice to include the parents in such meeting. If a parent is unable or
unwilling to attend, the school may hold the eligibility or 504 plan meeting without the parent. Parents must be
given meaningful opportunity to provide input. The 504 Team Leader should consult with the School 504
Coordinator regarding unique parent concerns.
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Are schools required to provide parents with a list of parent/student rights under Section 504
before conducting an initial student review?

Yes. WILLOW CHARTER ACADEMY is required to establish and implement procedural safeguards that
include, among other things:

¢ Notice to the parent explaining any identification, evaluation or placement decisions;

e An opportunity for parents to review relevant records;

e An impartial hearing with opportunity for participation by the student’s parent or guardian and
representation by counsel;

o An appeal procedure to review the hearing decision.

A notice concerning Parent’s Rights and Procedural Safeguards under Section 504 must be included with the
Parent Notice: Section 504 Evaluation [Form D] and should be given to the parent/guardian prior to the 504
evaluation meeting. Likewise, the Parent/Student Rights and Procedural Safeguards under Section 504 [Form
K] must be included with the Parent Notice: Section 504 Eligibility or Non-Eligibility Determination [Form G].

Bullying and Harassment of Students with Disabilities
Bullying and/or harassment of students with disabilities that is based on his/her disability is strictly prohibited.

Bullying is characterized by aggression used within a relationship where the aggressor(s) has more real or
perceived power than the target, and the aggression is repeated, or has the potential to be repeated over time.
Bullying can involve overt physical behavior or verbal, emotional, or social behaviors (e.g., excluding someone
from social activities, making threats, withdrawing attention, destroying someone’s reputation) and can range
from blatant aggression to far more subtle and covert behaviors. Cyberbullying or bullying through electronic
technology (e.g., cell phones and computers), can include offensive text messages or e-mail rumors.

Harassment under Section 504 is defined as intimidation or abusive behavior toward a student based on
disability that creates a hostile environment by interfering with or denying a student’s participation in or receipt
of benefits, services or opportunities in the School’s program. . Harassment does not have to include intent to
harm, be directed at a specific target or involve repeated incidents. Harassing conduct may take many forms,
including verbal acts and name-calling, graphic and written statements, or other conduct that may be physically
threatening, harmful or humiliating. Harassment creates a hostile environment when the conduct is sufficiently
severe, pervasive or persistent so as to interfere with or limit a student’s ability to participate in or benefit from
the services, activities, or opportunities offered by a school. Harassment is considered to have occurred when
such conduct:

1. Has the purpose or effect of creating an intimidating, hostile or offensive academic environment.

2. Has the purpose or effect of substantially or unreasonably interfering with a student’s academic
performance. Or

3. Otherwise adversely affects an individual’'s academic opportunities.

If, at any time, a person believes that he/she has been subjected to bullying or harassment or a person sees or
suspects that another person is being bullied or harassed, the person should report such behavior using the
Complaint process that immediately follows this section. The school provides assurance that it strictly prohibits
School employees and/or others from intimidating, threatening, coercing or discriminating against any
individual for the purpose of interfering with any right or privileged secured by Section 504 or Title Il because
an individual has made a complaint, testified, assisted, or participated in any manner in an investigation,
proceeding or hearing under Section 504 or Title II.
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ADDRESSING: PARENT CONCERNS, COMPLAINTS, GRIEVANCES AND DUE PROCESS HEARINGS
REGARDING SECTION 504 AND TITLE Il

This process is not appropriate for addressing general complaints. Please refer to the School’'s Parent and
Student Handbook or applicable board policy for complaint procedures for all non-Section-504 complaints.

The best solutions to grievances, complaints or parent concerns occur at the School level. Therefore, the
parties may agree to resolve the complaint informally. This process, described in Step 1 below must be
voluntary. If the parties choose to engage in voluntary informal dispute resolution, the first step in resolving a
complaint should involve the Section 504 Coordinator (Building Principal) or his/her designee working with the
grievant, complainant or parent to a mutually acceptable resolution of the concern(s). The Section 504
Coordinator at the School is the Building Principal. Should the Section 504 Coordinator designate another
School official to handle any aspect of this procedure, the Section 504 Coordinator will maintain ultimate
responsibility for oversight of the process. If the concern(s) cannot be resolved informally, or if the
complainant is unwilling to pursue voluntary dispute resolution, then the resolution would proceed under the
complaint/grievance procedure located (Step 2 below). The Section 504 Coordinator (or designee) should
advise the grievant, complainant or parent of the following steps in the complaint process.

WILLOW CHARTER ACADEMY will take steps to prevent the recurrence of any discrimination and will take
steps to correct its discriminatory effects on a complainant and others.

In addition, WILLOW CHARTER ACADEMY prohibits retaliation and expressly prohibits the School, or others
from intimidating, threatening, coercing, or discriminating against any individual for the purpose of interfering
with any right or privilege secured by Section 504 or Title Il or because an individual has made a complaint,
testified, assisted or participated in any manner in an investigation, proceeding, or hearing under those laws or
these procedures.

SECTION 504 / TITLE Il COMPLAINTS / GRIEVANCES

Step 1: Voluntary Informal Resolution

A person who believes that he or she has been discriminated against by the School or a School employee or
agent in violation of Section 504 or Title 1l of the ADA is encouraged, but is not required, to discuss the matter
informally with the School 504 Coordinator (or the Section 504 Coordinator’'s designee).

A. If the aggrieved party is a student, parent of a student, or visitor of the school, the grievant should
contact the School 504 Coordinator or designee to attempt to resolve the complaint.

B. If the School 504 Coordinator is the subject of the complaint, the grievant should contact the NHA
Director of School Quality (DSQ) to attempt to resolve the complaint. To obtain the contact
information for the DSQ, please contact the Parent Relations Department at 877-223-6402 or 616-
222-1700.

C. If the aggrieved party is an employee of the school and/or NHA, the grievant should follow the NHA
complaint process and procedures contained in the Employee Handbook.

The person investigating the complaint shall provide his or her findings in writing to both the person who
alleged the violation and the person who is the subject of the complaint within 10 business days
following receipt of the complaint. Either party may terminate the voluntary informal resolution process at any
time.
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Step 2: Formal Complaint or Grievance

If the informal Step 1 process does not resolve the matter, or if the grievant does not wish to use the informal
procedures under Step 1, a written complaint (Form N can be used for this purpose), signed and dated by the
grievant, must be submitted to the School 504 Coordinator within 180 calendar days of the alleged violation,

specifying:

The name and contact information of both the grievant and grieved party;
Name and contact information of any witnesses;

The facts of the incident or action complained about;

The date of the incident or action giving rise to the complaint;

The type of discrimination alleged to have occurred;

Any other evidence as deemed appropriate by the grievant; and

The specific resolution sought.

Nooak~owhRE

Step 3: Formal Complaint / Grievance Investigation Procedure

The School 504 Coordinator, designee, or in the event that the 504 Coordinator is the subject of the complaint,
the DSQ or designee will conduct an investigation. The investigator will take the following action:

1. Commence an investigation which, absent unusual circumstances, the investigation will be
concluded within 30 business days (excluding holiday breaks) of receipt of the complaint. During
the investigation, witnesses will be interviewed by the investigator and the complainant may present
written information or other evidence. Any witness testimony or information obtained from the
complainant will be considered by the investigator.

2. Upon completion of the investigation, the investigator will provide his/her written findings to the
complainant, aggrieved party and the school’'s DSQ. If a violation of Section 504 or Title Il is found,
the findings will state the action(s) necessary to remedy discrimination and the prevent recurrence.
The Section 504 Coordinator (or designee) will be responsible for carrying out any needed remedial
action. These findings must be issued in writing within the 30 business day timeframe of the
investigation.

Step 4: Formal Complaint / Grievance Appeal Process

The complainant may appeal the investigator's determination to the DSQ, by notifying the 504 Coordinator
in writing within ten (10) calendar days of the issuance of the investigator's written findings. If the DSQ or
their designee investigated the original complaint, then the complainant’'s appeal will be directed to the NHA
Director of Special Education. Absent unusual circumstances, the appeal investigation and findings will be
concluded within 30 business days (excluding holiday breaks) of receipt of the request for appeal by the
complainant.

The individual conducting the appeal investigation may seek or consider additional information related to the
facts and circumstances surrounding the complaint, and may elect to secure the services of an outside party to
conduct the appeal and shall affirm, modify, or reverse the original findings and/or resolution. The decision on
appeal shall be final. The complainant may pursue remedies with a court of competent jurisdiction or file a
complaint with OCR if that option is available with OCR.
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DUE PROCESS HEARING

If the complaint involves the identification, the evaluation, the content of a student’s Section 504 Student
Accommodation Plan, or the placement of a student, the matter is best resolved through an informal meeting
involving the complainant and the School 504 Coordinator and others as appropriate. If the matter cannot be
resolved, in addition to, or as an alternative to filing a grievance or complaint, or if the complainant does not
wish to pursue informal resolution, then the complainant may choose to request a due process hearing using
the procedures set forth below.

1.

A request for a due process hearing must be made in writing to the school’'s 504 Coordinator. As
part of the written request, the complainant must provide the facts underlying the complaint and a
proposed resolution of the due process complaint.
a. The School 504 Coordinator will promptly refer the due process hearing request to the NHA
Director of Special Education.

b. The NHA Director of Special Education or designee will appoint an impartial hearing officer.
i. The individual conducting the hearing must be impartial, have knowledge of Section
504, and may not be an employee of the School or NHA.

c. The appointed hearing officer will schedule a due process hearing to occur as soon as
practicable for the parent and School, but in any event, absent agreement of the parties, not
later than 30 calendar days after the hearing request is received by the School 504
Coordinator.

i. The parent and/or the School may be represented by legal counsel at the hearing.

ii. The parent or attorney may present evidence and/or testimony supporting the
challenge to the 504 Team’s determination.

iii. The School may respond by presenting evidence and/or testimony related to the
allegations in the due process hearing request.

iv. The hearing officer will have discretion and authority to permit or direct the taking of
testimony, presentation of evidence and other matters to ensure an orderly
proceeding.

d. Upon conclusion of the hearing, the hearing officer will render a written decision with
findings of fact and conclusions of law within 30 calendar days of the completion of the due
process hearing. Copies of the hearing officer’s decision will be provided to the
complainant, School 504 Coordinator, and Director of Special Education. The decision of
the hearing officer will be final.

e. An aggrieved party may pursue appropriate remedies in a court of competent jurisdiction or
through OCR if that option is available through OCR.

FILING A COMPLAINT WITH OCR

A complainant may file a written complaint at any time with the Office for Civil Rights, U.S. Department of

Education,

1350 Euclid Avenue, Suite 325, Cleveland, Ohio 44115. Telephone # (216) 522-4970; Facsimile #

(216) 522-2573; Email Address: OCR.Cleveland@ed.gov.
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General Accommodations

Environmental Strateqgies

Provide a structured learning environment

Adapt non-academic times such as lunch, recess and physical education

Change student seating location

Utilize a study carrel

Alter location of personal/classroom supplies for easier access or to minimize distraction

Organizational Strateqgies

Model and reinforce organization systems (for example, color-coding, folder system)
Record homework assignments for the student

Check student’s recording of assignment

Tailor homework assignments toward student strengths

Set time expectations for assignments

Behavioral Strategies

Use behavioral support techniques consistently within a classroom and across classes
Implement behavioral/academic contracts

Utilize positive verbal and/or nonverbal reinforcement

Utilize logical or natural consequences

Confer with the student’s parents

Confer with the student

Establish a home/school communication system for behavior monitoring

Post rules and consequences for classroom behavior

Put student on a daily/weekly progress report or contract

Model and reinforce self-monitoring and self-recording of behaviors

Presentation Strategies

Tape lessons so the student can listen to them again; allow students to tape lessons
Select alternative textbooks, workbooks or provide text-to-voice software
Highlight main ideas and supporting details in the book/ use post-its or highlighting tape
Provide copied material for extra practice (for example, outlines or study guides)
Vary the method of lesson presentation using multi-sensory techniques:
0 Lecture plus overhead/board demonstration support
Small groups required to produce a written product
Large groups required to demonstrate a process
Peer tutors or cross-age tutors
Demonstrations, simulations
Experiments
o Games
1-to-1 instruction with other available adults
Ask student to repeat/paraphrase context to check understanding
Arrange for a mentor to work with the student in his/her interest area or area of greatest strength
Provide peer tutoring
Simplify and repeat instructions about in-class and homework assignments

(ol el olNelNo)
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e Vary instructional pace

¢ Model and reinforce the use of compensatory strategies (for example, pencil grip, mnemonic
devices, spell check)

Vary the kind of instructional materials used

Assess whether the student has the necessary prerequisite skills

Determine whether materials are appropriate to the student’s current functioning levels

Model and reinforce study skill strategies (for example, SQ3R)

Introduce definition of new terms/vocabulary and review to check for understanding

Be aware of the student’s preferred learning style and needs, differentiating instruction to match

Evaluation Methods

Limit the amount of material presented on a single page

Provide a sample or practice test

Provide for oral testing

Provide tests in segments so that the student hands in one segment before receiving the next
Provide personal copy of the test tools and allow for color-coding/highlighting
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Allergies

EXAMPLE: The student has severe allergic reactions to certain pollens and foods. For purposes of this
example the condition substantially limits the major life activity of breathing and may interfere with the student's
ability to get to school or participate once there.

Possible Accommodations and Services:

Avoid allergy-causing substances: soap, weeds, pollen, food

In-service necessary persons: dietary people, peers, coaches, laundry service people, etc.

Allow time for shots/clinic appointments

Use air purifiers

Adapt physical education curriculum during high pollen time

Improve room ventilation (i.e. when remodeling has occurred and materials may cause an allergy)
Develop health care and/or emergency plans

Address pets/animals in the classroom

Involve school health consultant in school related health issues

Train for proper dispensing of medications; monitor and/or distribute medications; monitor for side
effects
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Arthritis

EXAMPLE: A student with severe arthritis may have persistent pain, tenderness or swelling in one or more
joints. A student experiencing arthritic pain may require a modified physical education program. For purposes
of this example, the condition substantially limits the major life activity of learning.

Possible Accommodations and Services:

Provide a rest period during the day

Accommodate for absences for doctors' appointments

Provide assistive devices for writing (e.g. pencil grips, non-skid surface, typewriter/computer, etc.)
Adapt physical education curriculum

Administer medication following medication administration protocols

Train student for proper dispensing of medications; monitor and/or distribute medications; monitor for
side effects

Arrange for assistance with carrying books, lunch tray, etc.

Provide book caddie

Implement movement plan to avoid stiffness

Provide seating accommaodations

Allow extra time between classes

Provide locker assistance

Provide modified eating utensils

Develop health care plan and emergency plan

Provide for accommodations for writing tasks; a note taker, a computer or tape recorder for note-taking
Make available access to wheelchair/framps and school van for transportation
Provide more time for massage or exercises

Adjust recess