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The Rehabilitation Act of 1973

Special School District No. 1, Minneapolis Public Schools, does not discriminate on the basis of race,
color, creed, religion, national origin, sex, sexual orientation, marital status, status with regard to
public assistance, disability or age in its programs and activities. In particular, the District adheres to
the requirements of Section 504 of the Rehabilitation Act of 1973 that prohibits discrimination on the
basis of disability. Section 504 guarantees a free appropriate public education (FAPE) to students
with disabilities. Section 504 of the Rehabilitation Act states:
No otherwise qualified individual with handicaps in the United States . . . shall, solely by reason of
his or her handicap, 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 . . .
.(29 U.S.C. Section 794(a)).

The MPS 504 Guide
The 504 Guide has been developed to assist schools with implementation of regulations mandated
by Section 504 of the Rehabilitation Act of 1973, which ensures equal access to education for
students with disabilities.
This Guide is distributed for information and resource purposes. It does not represent legal advice. It
is advisable to consult with the District’s Section 504 Coordinator before taking final action in an
individual situation.

SPECIAL SCHOOL DISTRICT NO. 1
Section 504 Coordinator
Amber Spaniol, Licensed School Nurse
Director, Nursing Services and District 504 Coordinator for Students
Special Education and Health Services Department
Minneapolis Public Schools
Educational Service Center
1250 W. Broadway Avenue
Minneapolis, MN 55411
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INTRODUCTION
Section 504 of the Rehabilitation Act is a civil rights statute that prohibits discrimination against
qualified individuals with disabilities. For schools, the language of the statute broadly forbids the
denial of public education participation or enjoyment of the benefits offered by public school
programs because of an individual’s disability. To encourage compliance, Congress did not create an
additional source of federal funding, but instead, conditioned future receipt of federal funds on
schools’ compliance with the requirements. Section 504, as an anti-discrimination statute,
encompasses the following areas:
FAPE DURING THE ACADEMIC SCHOOL DAY: During the academic school day, a qualified
student with a disability must be provided a free, appropriate, public education (FAPE). FAPE
must be:
1. Provided at no cost to the student or parents/guardians,
2. Designed to provide appropriate educational benefit despite the student’s disabilities which
is accomplished through the provision of accommodations and educational services to
students, and
3. In an environment that affords the greatest exposure to non-disabled students, in the least
restrictive environment.
This Guide provides greater detail how schools can comply with this aspect of Section 504.
EQUAL OPPORTUNITY IN EXTRACURRICULAR, NONACADEMIC ACTIVITIES:
Students must be provided an equal opportunity to participate in extracurricular, nonacademic
activities. Students with disabilities must generally meet the regular performance standards
applied to all students. Some accommodations, however, may need to be provided in order for
the students to have an “equal opportunity”. Such accommodations must be reasonable. An
accommodation becomes unreasonable when it would place the student’s or other students’
health and welfare at risk or require a fundamental alteration in the nature of a program.
Fundamental alterations cause undue financial and administrative burdens.
PROHIBITION AGAINST HARASSMENT AND RETALIATION:
Section 504 prohibits not only discrimination in providing educational services, but also
prohibits discrimination in the form of harassment because of disability and in the form of
retaliation, intimidation, coercion or threats for reporting discrimination based on an
individual’s disability.
PARENTS AND MEMBERS OF THE PUBLIC WITH DISABILITIES:
Parents and members of the public with disabilities who participate in school programs, board
meetings or PTAs are also afforded the protections against discrimination based on disability.
EMPLOYEES:
Section 504, the Americans with Disabilities Act (ADA) and the Minnesota Human Rights Act
(MHRA) require covered employers to provide reasonable accommodations to employees with
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disabilities. The Office of Equality and Civil Rights is responsible for administering these acts for
the employees of the Minneapolis School District. Questions or concerns that employees may
have should be directed to that office at 612.668.0518.
Another related function administered by the Workers Compensation, Risk Management Office
is workers’ compensation. The workers’ compensation law provides certain benefits to
employees of the District who have been injured during the course of their employment.
Questions about workers’ compensation should be directed to the Workers Compensation,
Risk Management Office at 612.668.0510.

SECTION 504 RESPONSIBILITIES
The District has identified a Section 504 Coordinator and each School must identify a Section 504
Building Coordinator. Once identified, the District’s Section 504 Coordinator, the Section 504
Building Coordinators and all District staff must ensure they are complying with Section 504.

1. DISTRICT 504 COORDINATOR RESPONSIBILITIES
The District 504 Coordinator shall:
Provide training and assistance to 504 Building Coordinators on procedures and
requirements of Section 504;
Implement the District’s grievance procedures; and
Establish and maintain a Resource Manual for the use of Building 504 Coordinators.

2. BUILDING 504 COORDINATOR RESPONSIBILITIES
Each Building 504 Coordinator shall have the duty of ensuring compliance with
Section 504 requirements within his or her building. At a minimum, each building
coordinator shall:
Provide for staff and parents/guardians awareness of Section 504 rights and requirements
under Section 504,
Provide for training on compliance with Section 504 as necessary, including informing staff
that the District has an obligation to identify students potentially in need of a 504 Individual
Accommodation Plan (IAP);
Provide copies of the Section 504 Referral Form, located on the Section 504 page on the
Special Education Department website, to teachers and service providers in the building for
their use in fulfilling the District’s child-find obligations;
Assure that 504 Teams are convened for students eligible for a 504 IAP;
Act as a resource for 504 Teams in developing IAPs;
Maintain data on referrals for 504 IAPs;
Assure that students with an IAP are re-evaluated under Section 504 before any significant
change in placement; and
Ensure that all 504 IAPs are entered in Easy 504.
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3. TEACHER AND STAFF RESPONSIBILITIES
All teachers and District staff are responsible for knowing and implementing IAPs for students in
their class or other area of responsibility as necessary.

NOTE: Willful failure by a teacher or other staff person to follow a student’s IAP is considered to be
a violation of the student’s civil rights, and may result in personal liability and employment discipline
for the teacher or other staff person.

WHO IS A QUALIFIED INDIVIDUAL?
To begin, we must first identify who is qualified to receive the protections of Section 504. A qualified
individual has (1) a physical or mental impairment that (2) substantially limits (3) a major life activity.

1. PHYSICAL OR MENTAL IMPAIRMENT
Physical Impairment is defined as “any physiological disorder or condition, cosmetic disfigurement,
or anatomical loss affecting one or more of the following body systems: neurological;
musculoskeletal; special sense organs; respiratory, including speech organs; cardiovascular;
reproductive; digestive; genitourinary; hemic and lymphatic; skin and endocrine . . . .”
Mental Impairment is defined as “any mental or psychological disorder, such as mental retardation,
organic brain syndrome, emotional or mental illness, and specific learning disabilities.”
Examples of physical or mental impairments include, but are not limited to:
Neurological – such as spinal cord injury, epilepsy
Sense organs – such as eyes and ears (blindness and deafness)
Respiratory including speech organs – such as asthma, stuttering
Genito-urinary – such as incontinence, needing catheterization
Skin or endocrine systems – such as allergy, psoriasis
Musculoskeletal – such as muscular dystrophy, arthritis, amputation
Cardiovascular – such as a heart condition
Digestive – such as ulcers, special diet, gastric tube
Hemic and lymphatic – such as leukemia, bleeding ulcer
Endocrine systems – such as thyroid problems, hormone disturbances, too little or too much
growth hormone
Mental or psychological disorders – such as organic brain syndrome, mental retardation,
specific learning disabilities, attention deficit disorder, attention deficit hyperactive disorder,
emotional or mental illness, drug/alcohol addiction
Temporarily Disabled – such as a student in an auto accident who will be hospitalized or
homebound for a substantial period of time
504Guide_102813
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2. SUBSTANTIAL LIMITATION
Determining whether an individual is substantially limited depends on the nature and severity of that
individual’s disability. An individual must be substantially limited in the ability to perform an activity
compared to an average person (student) in the general population. An impairment is substantially
limiting if it is “considerable,” or “to a large degree.” It does not need to be a severe or significant
impact, just substantial.
Questions to ask when trying to determine if the impairment is substantially limiting:
What kind of impairment is involved?
What is the impact of the impairment?
How does an average, non-disabled peer do?
For temporary impairments, how long will the impairment last, or how long is it expected to
last?
Whether a student’s impairment is substantially limiting is an individual determination made by
the student’s 504 Team.
Along with the above questions, the following indicators may guide the 504 Team in its
determination as to whether or not a substantial limitation exists:
The student consistently needs substantially more time to complete assignments.
The student consistently requires modification of instruction and curriculum.
The student may be drowsy, impulsive, and inattentive.
The student exhibits substantial difficulty with activities requiring planning and
organization skills.
The student has demonstrated a steady decline in academic performance for which there is no
cause other than a diagnosed physical or mental impairment.
The student has experienced substantially greater discipline problems than his/her nondisabled peers.

3. MAJOR LIFE ACTIVITIES
It is not a diagnosis or label that determines whether a student is eligible for Section 504
accommodations, but rather the effect of the disability on that person’s major life activities. The
District may not consider the ameliorating effects of any mitigating measures the student is using
when considering the impact on a major life activity.
Major life activities include, but are not limited to, functions such as caring for one’s self, performing
manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking,
breathing, learning, reading, concentrating, thinking, communicating and working. Taking tests and
doing homework are not examples of major life activities.
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Exclusions
Note that while drug or alcohol addictions are considered disabilities, current use of
drugs disqualifies students from Section 504 protections with the exception of
students in rehabilitation programs. Section 504's definition of a student with a
disability does not exclude users of alcohol. However, Section 504 allows schools to
take disciplinary action against students with disabilities using drugs or alcohol to the
same extent as students without disabilities.
Students who work more slowly or other “at risk” students who do not have a
documented diagnosis or disability are not eligible under Section 504.
NOTE: Persons with a record of a past disability, or who are regarded as disabled are
not entitled to evaluation, placement, services, FAPE, or any accommodation
treatment under Section 504. A disability must result in a substantial limitation in one
or more major life activities before an individual would qualify.

SECTION 504 PROCEDURES
STEP 1. IDENTIFICATION AND REFERRAL
Section 504 requires the District to annually seek out and identify those students who are potentially
eligible for services under Section 504. (This is a child find obligation similar to that required under
the Individuals with Disabilities Education Act.) The Building 504 Coordinator should inform all
teachers in the building of this obligation.
Some indications that a student may be eligible for Section 504 services include, but are not limited
to:
frequent failures
frequent disciplinary referrals
medical problems
possible attention deficit
past referrals to special education (if student did not qualify)
dismissal from special education
return from hospitals (especially psychiatric facilities)
no success with informal classroom modifications
failure in statewide tests
The Building 504 Coordinator can provide copies of the Section 504 Referral Form to teachers and
service providers in the building for their use in fulfilling the District’s child-find obligations. When the
Referral Forms are received, remember to provide copies to the persons noted on the form.
Referrals may also come from parents/guardians or the students themselves.
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STEP 2. FORM A TEAM
Select a 504 Team of individuals knowledgeable about the student, the meaning of any evaluation
data, and the placement options available (i.e., teachers, principals, counselors, social workers,
parents/guardians, school counselor, school nurse, student, etc.) for the student referred for 504
services or evaluation.
Designate a 504 Manager. This can be the Building 504 Coordinator, a teacher, nurse or any other
staff member on the 504 Team. The 504 Manager for each Section 504 Team should keep the
records on Easy 504 (if generated there) or in a stand-alone file if there are documents from outside
agencies or documents signed by the parent/guardian. If an Individual Accommodation Plan (IAP) is
necessary, the 504 Manager will maintain the IAP and ensure communication about the Section 504
Individual Accommodation Plan to parents/guardians, teachers and any other staff responsible for
implementing the 504 IAP.

STEP 3. GATHER PRELIMINARY DATA
School personnel must consider and review the presenting problem(s), any previous interventions
and school records. The current information should then be summarized.

STEP 4. PLANNING AND EVALUATION
Contact the Parents/Guardians/Adult Student to explain your concerns and review past
interventions. Invite them to an Evaluation planning meeting and mail the Notice of Rights.
Parents/Guardians/Adult Students must sign the Consent for Evaluation. Make certain you have
written verification of the parents/guardians/adult student’s consent to evaluation. If
parents/guardians/adult students do not consent to an evaluation, the school may request a due
process hearing to initiate an evaluation, but the school is not required to continue the process if the
parents/guardians/adult students don’t agree to an evaluation. Keep all documentation
demonstrating efforts to inform and communicate with the parents/guardians/adult students on the
Conference Meeting Summary Notes.
When filling in the type of evaluation to be conducted, remember that a formal evaluation may not
be necessary. If appropriate, the evaluation may consist of record review and staff input. Remember,
the scope of the evaluation is determined by the nature of the student’s suspected disability as well
as the nature of any school and classroom behavioral and/or academic performance. The data
collected must be sufficient to determine if the impairment substantially limits a major life activity as
defined herein.
As noted previously, a formal evaluation is not always needed. It may be the case that sufficient data
is readily available. This can include, but need not be limited to, grades, standardized test scores,
findings from a special education evaluation, summative assessments such as writing samples and
unit tests. It may also include responses from the student’s teachers to a questionnaire with the
following questions and directives:
504Guide_102813
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a)
b)
c)
d)

Does the student consistently need extended time to complete assignments?
Does the student consistently need substantial changes made to the curriculum?
Does the student consistently exhibit difficulties with planning and organization?
Describe the student’s performance academically and behaviorally as compared to the
average student.
e) Has the student shown a consistent downward slope in academic progress?
f) Has the student shown a consistent pattern of negative behaviors?
At least one teacher should be present at the meeting. Teachers who are unable to attend should
submit written information to the 504 Manager regarding the student’s achievement, adaptive
functioning, any accommodations needed, and concerns.
At times you may receive evaluations completed by entities outside the District. We are not required
to reestablish eligibility if it is from out of state. The evaluation results must be considered by the
504 Team, but the District may still conduct its own evaluation.
This is stated above and bears repeating: the scope of the evaluation is determined by the nature of
the student’s suspected disability as well as the nature of any school and classroom behavioral
and/or academic performance. The data collected must be sufficient to determine if the impairment
substantially limits a major life activity as defined herein.
If a formal evaluation is needed, the following evaluation standards should be followed.
A. Tests and other evaluation materials have been validated for the specific purpose for which
they are used and are administered by trained personnel in conformance with the instructions
provided by the producer.
B. Tests and other evaluation materials include those tailored to assess specific areas of educational
need and not merely those which are designed to provide a single general intelligence quotient.
C. Tests are selected and administered so as best to ensure that, when a test is administered to a
student with impaired sensory, manual, or speaking skills, the test results accurately reflect the
student’s aptitude or achievement level or whatever other factor the test purports to measure,
rather than reflecting the student’s impaired sensory, manual, or speaking skills (except where
those skills are the factors that the test purports to measure).

STEP 5. MEETING TO REVIEW EVALUATION AND DETERMINE
ELIGIBILITY
1.

Contact the parent/guardian/adult student and arrange for an Eligibility Determination
meeting.
2. Review all of the evaluation data, including any information provided by the
parents/guardians and the student.
3. When interpreting the data, you must draw upon information from a variety of sources,
504Guide_102813
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including:
a) Aptitude and achievement tests,
b) Teacher recommendations,
c) Physical condition,
d) Social or cultural background, and
e) Adaptive behavior.
The information obtained from all sources must be documented and carefully considered. After a
careful review and summary of all the data, the Section 504 Team must
a) Determine the student’s eligibility by answering the nine questions and text fields on
the eligibility tab of Easy 504.
b) The Section 504 Eligibility Report document should be completed to show the
deliberative process and eligibility determination.
c) If the Section 504 Team determines that the student is eligible for an Individual
Accommodation Plan (IAP) and needs an IAP, that IAP should be developed.
d) If the team determines the student is Eligible, but does not need a plan the Eligibility
Report and Notice of Proposed Action/Denial need to be mailed home, along with
the Notice of Rights.
e) If the Section 504 Team determines that the student is not eligible, the Section 504
Non-Eligible Report, the Notice of Proposed Action/Denial and the Notice of Rights
must be sent to the student and/or parents/guardians as appropriate.
f) Maintain all the documentation about the decision in Easy 504. For documents or
signatures on documents received that are not on Easy 504, maintain a stand-alone
504 file.

STEP 6.

PREPARE INDIVIDUAL ACCOMMODATION PLAN (IAP)

When developing the IAP, the Section 504 Team must consider accommodations (examples of which
are provided later in this Step) or services that provide the student with an appropriate education
that is individualized to the student and meets the needs of the student as adequately as it meets the
needs of nondisabled students in the least restrictive environment.
Appropriate accommodations will flow from the discussion of the evaluation and eligibility data. The
accommodations should focus on the areas of noted concern, where the disability substantially limits
the student’s identified major life activity.
There may be more than one appropriate accommodation available. The Section 504 Team is not
obligated to select an expensive, high-tech accommodation if a low-tech, basic accommodation is
equally effective and appropriate.
It should be noted that for high stakes testing situations, approved testing modifications generally
must be consistent with modifications that are routinely used in the classroom and be documented
in the current IAP. Students must use the appropriate, necessary accommodations in the classroom
before such accommodations can be used in high stakes testing situations.
1. Prepare a written plan. The IAP should specify what actions will be taken and by whom. Use
the Section 504 Individual Accommodation Plan on Easy 504.
504Guide_102813
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2. Send a copy of the IAP to the parents/guardians or student as appropriate, along with the
Notice of Proposed Action/Denial, which we need them to sign and return.
3. Once finalized, the 504 Manager or Building 504 Coordinator is responsible for distributing
copies of the IAP to teachers and other staff responsible for implementing the IAP.
4. The teachers are responsible for putting a copy of the IAP in the substitute folder, along with
the Letter for Sub. The Building 504 Coordinator should oversee this.
ACCOMMODATIONS: An accommodation is an adjustment to the general education instruction or
placement. They are “adjustments and/or modifications that enable the learner to have equal access
and opportunity to benefit from the general educational program” and they do not alter or lower
the standard being taught. (MDE Manual on Section 504.) Examples of accommodations include,
but are not limited to, the listings on the following two pages.

ACCOMMODATION EXAMPLES
COMMUNICATION
 Develop a daily/weekly journal
 Schedule periodic parent/guardian-teacher meetings
 Identify resource staff; network with other staff
 Schedule building team meetings
 Maintain ongoing communication with building principal
 Identify and communicate with appropriate agency personnel (with parent/guardian
consent) working with student (medical, psychiatric, and psychological care providers)
 Assist in agency referrals
 Provide appropriate carryover in the school environment
ORGANIZATION
 Allow student more time to pass in hallways
 Modify class schedule; alter the school day
 Adjust placement of student within classroom (study carrel, proximity to teacher)
 Increase/decrease opportunity for movement
 Determine appropriate classroom assignment (open versus structured)
 Reduce external stimuli
 Allow increase in number of allowable excused absences for health reasons, including
modifications to resulting grading policies
 Adjust transportation/parking arrangements
 Approve early dismissal for service agency appointments
TEACHING
 Adjust testing procedures (length of time, administer orally, tape record answers,
provide tests in segments)
 Individualize classroom/homework assignments
 Utilize technology (computers, tape recorders, calculators)
 Design and implement positive behavior interventions
 Provide cues, such as clock faces indicating beginning and ending times
504Guide_102813
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Repeat and simplify instructions about class and homework assignments
Accept homework dictated and transcribed by someone else
Provide a copy of homework assignment
Print board work and assignments
Accompany oral directions with written directions for the student to refer to (on chalk or
whiteboard or paper)
Have another student read for the student
Allow student to tape lectures for review
Provide copies of a simple outline to assist them in organizing material
Utilize materials that address the student’s learning style (visual, tactile, auditory)
Adjust reading level of materials

PRECAUTIONS
 Plan for evacuation for students who use wheelchairs or have other mobility considerations
 Schedule classes in accessible areas
 Administer medication; apply universal precautions
 Accommodate special diets
 Increased air exchange and air quality
PRESENTATION
 Tape lessons so the student can listen to them again
 Provide duplicated material for extra practice (outlines, study guides)
 Require fewer drill and practice activities
 Give both oral and visual instructions for assignments
 Vary the method of lesson presentation (lecture; small groups; large groups; use
audio/visuals such as filmstrips or study prints; peer tutors or cross-age tutors to take notes,
monitor assignments, read aloud or listen; demonstrations, experiments, simulations,
games)
 Provide for oral testing
 Ask student to repeat directions/ assignments to ensure understanding
 Arrange for a mentor to work with student in interest area or area of greatest strength
BEHAVIOR
• Use behavioral management techniques
 Implement behavioral/academic contracts
 Use positive reinforcements (rewards)
 Conference with the student’s parents/guardians (and student as appropriate)
 Post rules and consequences for classroom behavior
 Establish a home/school communication system for behavioral monitoring
 Write a contract for student’s behavior
 Offer social reinforcement for appropriate behavior
 Put students on daily/weekly progress report
 Implement self-recording of behaviors
 Conference with the student’s other teachers
 Modify disciplinary policies to reduce exclusions and enhance skill development
504Guide_102813
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Design alternative disciplinary consequences

TECHNOLOGY
• Use tape recorders
• Use computer assisted instruction
• Provide wheelchair accessible table
• Use other audio visual equipment
• Use study carrel
TESTING
• Copies should be clear, concise and neat
• Avoid timed tests
• Multiple choice answers should be placed vertically
• Divide tests into sections—not to exceed 10 questions each section
• Give short, frequent tests
• Develop alternative assessments
• Allow student to dictate answers into recorder; materials can be transcribed
• Use at least three question formats per test
• Modify test delivery
• Allow extra time for completing test
• Allow student to take test orally
• Use short sentences on test
• Read test to student aloud

STEP 7. IMPLEMENT THE INDIVIDUAL ACCOMMODATION PLAN
Each teacher and school employee or representative is personally responsible for complying with the
IAP. Under the law, a teacher or other person who fails to follow the IAP may be found personally
liable to the student if the failure is willful.
All accommodations must be followed and implemented. If school personnel discover that
accommodations are not appropriate for a particular class, a Section 504 Team meeting can be held
to discuss and make appropriate changes to the IAP. Changes should not be implemented by an
individual alone.

STEP 8.
1
2

3

FOLLOW UP AND REVIEW

The Section 504 Manager should follow up to ensure that the IAP is carried out in the
classroom and should monitor compliance with the terms of an IAP.
The Section 504 Team should monitor the effectiveness of the IAP accommodations. If the
student’s academic and/or behavioral performances improve and are/is similar to
nondisabled students, it may suggest the accommodations are appropriate and working as
intended. But, if there is not an improvement, the Section 504 Team should meet to review
whether the accommodations can be modified.
The Team should meet before any significant change in placement. A change in placement
may require a change to the IAP or services provided to the student. Send the Invitation for a
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4
5

6

7

Section 504 Planning Meeting and the Notice of Rights. Review the 504 Individual
Accommodation Plan, Section 504 Evaluation and Manifestation Determination form as
appropriate, all of which are on Easy 504.
The IAP should be reviewed by the 504 Team annually.
A re-evaluation should occur if the student’s needs change dramatically, at a point of
transition from elementary to middle school or middle school to high school or every three
years. The formality of the reevaluation will depend on the particular situation. Contact the
parent/guardian/adult student to set a meeting time and send the Invitation for a Section
504 Meeting, along with the Notice of Rights.
After reevaluation, if the 504 Committee determines that the student no longer qualifies for
services under Section 504 and the deliberation and decision are well documented, the
Eligibility Report should be completed and mailed with a Notice of Proposed Action/Denial.
New teachers should replace former teachers on the Team as the student progresses from
year to year. They will have new information and ideas regarding the student, his/her
educational needs, and how they can best be met.

OTHER SECTION 504 ISSUES
1. DISCIPLINE
SUSPENSIONS
The suspension or expulsion of a student with disabilities for more than ten consecutive school
days is a significant change in placement.
A series of suspensions that cumulatively amount to more than ten (10) school days may create
a pattern of expulsions that constitutes a significant change in placement.
Generally in-school suspensions and suspensions from the school bus are counted toward the
ten (10) days.
MANIFESTATION DETERMINATIONS
Conduct a manifestation determination review for suspensions of five (5) or more consecutive
school days; when the student has accumulated more than ten (10) school days; or the student
is proposed for expulsion.
Review the evaluation data, the current IAP, the behavior that led to the suspension and the
behavior history for the student.
Consider the appropriateness of the IAP and the implementation of the IAP by the school
Consider whether the student’s disability impaired his/her ability to understand the impact and
consequences of the behavior subject to disciplinary action.
Consider whether the student’s disability impaired his/her ability to control the behavior
subject to disciplinary action.
If the Section 504 Team determines that the misconduct was caused by the disability, the Team
must determine how to modify the student’s current educational placement and
accommodations, or make, if appropriate, an alternative educational placement.
504Guide_102813
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The District must ensure continued provision of free appropriate public education, (“FAPE”) if
a student’s misconduct was caused by his or her disability.
If the Section 504 Team determines that the misconduct was not caused by the disability, the
student may be disciplined without educational services if nondisabled students receive the
same kind of discipline for similar misconduct.
CURRENT DRUG AND ALCOHOL USERS
Current drug users are not covered under Section 504.
Current alcohol users are not excluded for coverage under the definition of Section 504, but
current alcohol abusers are treated like non-disabled students for purposes of discipline.

2. ALLERGIES, ASTHMA AND DIABETES
In addition to ADHD and ADD, prevalent health impairments students are likely to have are allergies,
asthma and diabetes. Following is a brief summary of the issues faced when developing an Individual
Accommodation Plan for such students and resources. See the Health, Diabetes and Anaphylaxis
dropdowns on Easy 504.
ALLERGIES AND ASTHMA
According to a report by the Centers for Disease Control and Prevention released in November
2008, the number of young people who had a food or digestive allergy increased 18% between
1997 and 2007. The report found that eight foods account for 90 percent of all food allergies:
milk, eggs, peanuts, tree nuts, fish, shellfish, soy and wheat. Allergic reactions to these foods
can range from a tingling sensation around the mouth and lips, to hives and even death.
Children with a food allergy are two to four times more likely than their peers without food
allergies to have other related conditions such as asthma and other allergies.
Easy 504 has an IAP Anaphylaxis dropdown developed with the District’s Lead School Nurses
demonstrating how schools can accommodate students with anaphylaxis. Anaphylaxis is a
severe, potentially life-threatening allergic reaction. It can occur within seconds or minutes of
exposure to an allergen. If anaphylaxis isn't treated right away, it can lead to unconsciousness
or even death. The listed accommodations are common and can serve as a guide to use when
writing an IAP for a student with anaphylaxis. It is important to remember that an IAP must be
individually tailored to the student.
DIABETES
As of November 2008, about 186,300 young people under 20 years of age have type 1 and type
2 diabetes. As obesity rates in children continue to rise, type 2 diabetes, a disease that used to
be seen primarily in adults over age 45, is becoming more common in young people.
The National Diabetes Education Program offers information specific to children and
adolescents dealing with diabetes. (http://www.ndep.nih.gov/diabetes/youth/youth.htm)
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Easy 504 has a diabetes dropdown developed with the District’s Lead School Nurses regarding
ways schools can accommodate students with diabetes. The listed accommodations are
common and are a guide and a good tool to use when discussing how to write an IAP for a
student with diabetes. It is important to remember that an IAP must be individually tailored to
the student.
DISTRICT WELLNESS POLICY
The District’s Wellness Policy 6690 and implementation manuals located at
http://sss.mpls.k12.mn.us/Wellness_Policy.html are good resources that offer ideas and
guidance in how to provide and use healthy and nonfood alternatives for classroom activities.
Included in the Wellness Policy manuals are documents which provide ideas for healthy and
non-food rewards, activities, celebrations and projects. They can be found at:
http://sss.mpls.k12.mn.us/Wellness_Policy.html . Thumbnails of four of them are featured here:
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3.

NONACADEMIC SERVICES

Nonacademic services including extra-curricular activities, meals, recess, transportation, health
services, clubs, and counseling services must also be provided so that the students with
disabilities may participate with nondisabled students to the maximum extent appropriate for
the student's needs.
Transportation must be provided to a student with a disability if it is necessary to ensure the
student has an opportunity to participate in the educational program.
If a student’s transportation is proposed for termination due to inappropriate behavior, the
Section 504 Team must first determine the relationship between the student’s behavior and
the disability. A Manifestation Determination meeting should be conducted to make the
decision.

4.

EXTRACURRICULAR AND NONACADEMIC ACTIVITIES
While students with disabilities must be provided a free appropriate public education when it
comes to academic services, students with disabilities must be provided equal opportunity to
participate in non-academic and extracurricular programs that are equal to the opportunities
provided to non-disabled students.
In order to afford students with disabilities an equal opportunity to participate in nonacademic
and extracurricular activities, the students must receive adequate notice of these activities.
For extracurricular and nonacademic activities that are not a part of the school’s educational
program, a student must meet the essential eligibility requirements for participation when
provided a reasonable accommodation. The criteria must apply to all students, and may range
from a signed permission slip to the completion of an essay or completion of a school year with
less than a set number of behavioral infractions.
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Reasonable accommodations do not require a school to lower or effect substantial
modifications of standards to accommodate a student with a disability. Accommodations are
not reasonable if they would fundamentally alter the nature of the program. You may contact
the District’s Section 504 Coordinator for assistance in evaluating what accommodations may
fundamentally alter the nature of a program.

5.
504 DOCUMENTS FOR STUDENTS ENTERING AND
LEAVING THE SCHOOL
What is the receiving school’s responsibility toward a student with a Section 504 plan who
transfers from another school district?
If a student with a disability transfers to a district from another school district with a Section
504 plan, the receiving district should review the plan and supporting documentation. If a
group of persons at the receiving school district, including persons knowledgeable about
the meaning of the evaluation data and knowledgeable about the placement options
determines the plan is appropriate, the district is required to implement the plan. If the
district determines that the plan is inappropriate, the district is to evaluate the student
consistent with the Section 504 procedures outlined in this manual and determine which
educational program is appropriate for the student.
What happens to the Individual Accommodation Plan and other Section 504 documents when
a student leaves your school?
When a student with an IAP leaves your school, the Section 504 file for that student should
follow the student to the next District school. If that is unknown, the Section 504 file for that
student, if there are documents outside of Easy 504, should be sent to the District 504
Coordinator. If a student with an IAP transfers out of district, a copy of the IAP and Eligibility
Report should be sent to the new school.

6.

RESOURCES
The District 504 Coordinator is Amber Spaniol, 612-668-5343. The Coordinator is available for
training, answering questions, consultation, attending meetings (including all Manifestation
Determinations) and Easy 504 support.
Minnesota Department of Education has a 504 manual online as well as a contact person for
questions involving Section 504.
The OCR office for Minnesota is located at:

ATTN: OCR Regional Manager
Office for Civil Rights
U.S. Department of Health and Human Services
233 N. Michigan Ave., Suite 240
Chicago, IL 60601
Telephone: 312/886-2359, Fax: 312/886-1807, or TDD: 312/353-5693
http://www.hhs.gov/ocr/civilrights/complaints/index.html
504Guide_102813
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GRIEVANCE PROCEDURES
Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) require
school systems to adopt grievance procedures and designate compliance coordinators.
Prior to the filing of a written complaint, the student’s parent/guardian is encouraged but not
required to review complaints with the building administrator and to make a reasonable effort to
resolve the concern. Parents/guardians may also contact the Section 504/ADA coordinator directly.
Complaints may be made without fear of reprisal.
Filing and Processing of Complaints
Formal Grievance Procedure for Section 504
A parent/guardian of a student may use the following process to file a grievance alleging
discrimination on the basis of disability in violation of Section 504.
Minneapolis Public Schools (MPS) urges that all grievances be resolved with the individual closest to
the issue, usually the Building 504 Coordinator and/or building administrator. If these attempts have
been unsuccessful, the grievance may be filed in writing with the Section 504 Coordinator for
Minneapolis Public Schools (MPS).
Section 504 Coordinator for Minneapolis Public Schools
Amber Spaniol, Licensed School Nurse
Director, Nursing Services
Office of Equality and Civil Rights
1250 W. Broadway Ave.
Minneapolis, MN 55411
612/668-5343
amber.spaniol@Mpls.k12.mn.us
1.

THE GRIEVANCE PROCEDURE FOR ALLEGING VIOLATIONS UNDER SECTION 504 ARE AS
FOLLOWS:

STEP A
The grievance should be in writing and must be signed by the person making the complaint. A
grievant may present the grievance orally to the Section 504 Coordinator for MPS and the
Coordinator will assist the grievant to reduce the complaint to writing. The grievance should be
submitted within thirty (30) calendar days. A grievance that is submitted beyond thirty (30) calendar
days may not be considered. The Section 504 Coordinator for MPS will promptly attempt to resolve
the matter among the affected parties. The Section 504 Coordinator for MPS will investigate the
grievance by obtaining information from student/parents/guardians and teachers as necessary and
will reply in writing to the grievant within thirty (30) days of completing the investigation.
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STEP B
If the grievant wishes to appeal the decision of the District Section 504 Coordinator for Minneapolis
Public Schools, the grievant may submit a signed statement of appeal to the grievant’s Associate
Superintendent within five (5) school days after receipt of the District Section 504 Coordinator for
MPS’s response. The Associate Superintendent shall communicate with all parties involved,
formulate a conclusion, and respond in writing to the grievant within thirty (30) days of the
completion of the meeting.
2. COMPLAINT TO THE OCR OR MINNESOTA DEPARTMENT OF HUMAN RIGHTS:
At any point in the grievance procedure, a parent, guardian or student may file a complaint with
state or federal agencies.
Federal complaints can be addressed to:
ATTN: OCR Regional Manager
Office for Civil Rights
U.S. Department of Health and Human Services
233 N. Michigan Ave., Suite 240
Chicago, IL 60601
Telephone: 312/886-2359, Fax: 312/886-1807, or TDD: 312/353-5693
http://www.hhs.gov/ocr/civilrights/complaints/index.html
State complaints can be addressed to:
Minnesota Department of Human Rights
Freeman Building
625 Robert St. N.
St. Paul, MN 55155
Telephone: 651/539-1100, Toll Free: 1-800/657-3704, Fax: 651/293-9042, or TTY: 6512961283
Email: info.MDHR@state.mn.us or http://www.humanrights.state.mn.us/intake/index.html
3. HEARING:
For complaints involving the District’s identification, evaluation or educational placement under
Section 504 of a student, the parent/guardian and student have the right to an impartial hearing with
the opportunity for parental participation and representation by an attorney. Parents/guardians
have an opportunity to participate in the hearing; be represented by counsel; examine relevant
records; and seek a review of the decision, including judicial review. These rights are explained
further in the Notice of Procedural Safeguards.
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