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Section 1 
Introduction 

 
 
Section 504 of the Rehabilitation Act of 1973 (“Section 504”) is a federal civil rights law that 
prohibits discrimination against individuals with disabilities on the basis of their disabling 
condition. The law provides that: 
 

No otherwise qualified individual with a disability in the United States...shall, 
solely by reason of her or his disability, be excluded from participation in, be 
denied benefits of, or be subjected to discrimination under any program or activity 
receiving Federal financial assistance… 29 USC 794(a). 
 

As applied to public schools (as recipients of federal funds) the Section 504 prohibits the denial 
of public education participation or enjoyment of the benefits offered by public school programs 
because of a child’s disability. Section 504 provides a broad spectrum of protections against 
discrimination on the basis of disability. For example, all qualified elementary and secondary 
public-school students who meet the definition of an individual with a disability under Section 
504 are entitled to receive regular or special education and related aids and services that are 
designed to meet their individual educational needs as adequately as the needs of students 
without disabilities are met.  
 
Section 504 also requires, among other things, that a student with a disability receive an equal 
opportunity to participate in athletics and extracurricular activities, and to be free from bullying 
and harassment based on disability. 
 

Non-Discrimination Statement 
 

The Scituate Public School District does not discriminate on the basis of disability with regard to 
admission, access to services, treatment, or employment in its programs or activities. 
It is the intent of the District to ensure that students who are disabled within the definition of 
Section 504 of the Rehabilitation Act of 1973 are identified, assessed, and provided with 
appropriate educational services. The District will provide reasonable accommodations to 
students in accordance with the student’s 504 Plan developed by a team of individuals that are 
knowledgeable of the student, the evaluation results, and available services. 
 

Notice of Parent and Student Rights under Section 504 

Parents and students (when age appropriate) will receive written Notice of Parent and Student 
Rights under Section 504 upon initiation of the referral and eligibility determination process. The 
District should encourage parents to review this document thoroughly. 

  



Section 504 Terms and Definitions 
 

Accommodation:  
An adjustment to make a program, facility, or resource accessible to a person with a disability. 
 
Accommodation Plan (504 Plan): 
Written document developed by a team that outlines accommodations necessary for a student 
who has a physical or mental impairment that substantially limits one or more major life 
activities 
 
Americans with Disabilities Act (ADA):  
This is a federal civil rights law that prohibits discrimination against individuals with disabilities. 
It covers schools, the workplace and public places. ADA works in tandem with Section 504. 
Section 504 applies only to K–12 public schools. If your child has a disability, ADA will cover 
him in the workplace and as an adult. 
 
Barrier Free Environment 
A school environment that contains no obstacles to accessibility and usability by students with 
disabilities. Barrier may mean physical and non-physical. 
 
BSEA 
The Bureau of Special Education Appeals – handles implementation issues such as the nature of 
accommodations, discipline, stay-put, etc. 
 
Compliance Officer 
The person officially designated by the school district to coordinate the requirements of Section 
504. 
 
Disabled Person 
Any person who has a physical or mental impairment that substantially limits a major life 
activity and/or has a record of such an impairment, and/or is regarded as having such an 
impairment. The term is not synonymous with the definition of disabled children set forth by the 
IDEA. 
 
Eligible Student 
In order to be eligible for a 504 Accommodation Plan, a student must have a  physical or mental 
impairment that impacts one or more major life activity area, and substantially limits the 
student’s opportunity to access programs and activities provided by the school district. 
 
Evaluation 
Section 504 requires the 504 Team to “draw upon information from a variety of sources,” 
including aptitude and achievement tests, teacher recommendations and observations, medical 
documentation when available, parental input, physical conditions, and adaptive behavior.  
 
 
 



Extracurricular Activities 
Section 504 requires school districts to provide access to nonacademic and extracurricular 
services and activities, including but not limited to counseling services, sports and physical 
education, field trips, school sponsored clubs and activities, and after school activities. 
 
Free Appropriate Public Education (FAPE) 
The provision of an appropriate education is the provision of regular or special education 
services that are designed to meet the needs of students with disabilities as adequately as the 
needs of nondisabled students are met and based upon adherence to the procedural requirements 
of Section 504.  
 
Has a record of such impairment: 
Has a history of, or has been classified as having a mental or physical impairment that 
substantially limits one or more major life activities.  
 
Is regarded as having an impairment: 
Has a physical or mental impairment that does not substantially limit a major life activity, but is 
treated by a recipient as constituting such a limitation; has a physical or mental impairment that 
substantially limits major life activities only as a result of the attitudes of others toward such an 
impairment; or has none of the impairments defined but is treated by the recipient as having such 
an impairment. 
 
Major life activity:  
Functions such as caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, 
walking, standing, lifting, speaking, breathing, learning, reading, thinking, writing and 
concentrating. This list is not exhaustive. 
 
Mitigating Measures 
Mitigating measures are medications and assistive devices that an individual uses to eliminate or 
reduce the effects of an impairment. Examples of mitigating measures include medications, 
assistive devices such as a wheelchair, canes, crutches, and computer modifications that increase 
accessibility. When determining if a person has a disability, a school cannot consider the 
ameliorative effects of mitigating measures when determining how the impairment impacts the 
major life activities under consideration.  
 
Office for Civil Rights 
The agency that enforces several Federal civil rights laws that prohibit discrimination in 
programs or activities that receive federal financial assistance from the Department of Education.  
OCR has three primary responsibilities: investigating complaints, conducting compliance 
reviews, and providing technical assistance. There are 12 regional offices located throughout the 
United States. 
 
Physical or mental impairment: 
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 or endocrine; or any mental or psychological disorder such as mental 
retardation, organic brain syndrome, emotional or mental illness, and specific learning 
disabilities.” 
 
Reasonable Accommodations:  
School districts are required to make any accommodations necessary to allow a student with a 
disability have access to an education that is comparable to the education received by 
nondisabled students (FAPE).  
 
The Rehabilitation Act of 1973: This is a civil rights law that prohibits disability 
discrimination. It requires reasonable accommodations for people with disabilities.  
 
Section 504 Team 
Two or more persons who have knowledge of the child, the meaning of the evaluation data, and 
accommodations/placement options. Usually the Principal or 504 Coordinator at the school level 
who determines the composition of the 504 Team. A student’s teachers and parents are members 
of the 504 Team. 
 
Substantial Limitation  
The student, when compared to the average student of the same age in the general population, is 
unable to perform, or significantly restricted in the level of performance in a major life activity 
area.  
 
Supplementary aids and services: These are supports to help a child learn in the general 
education classroom. Examples of this are equipment or assistive technology, such as 
audiobooks or highlighted classroom notes. 
 

 
 
 
 
 
 
 
 
 
 
 
 



 Section 2 
Eligibility and Evaluations under Section 504 

 
Eligibility Criteria 

Eligibility for a Section 504 Accommodation Plan is determined using a 3-pronged approach that 
considers if the student: 

1. Has a physical or mental impairment ... 
2. That substantially limits ... 
3. A major life activity. 

In order to be considered disabled under Section 504, all three prongs need to accurately reflect 
the student within the school setting. 
 
The regulations define physical or mental impairment as follows: 
 

“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; or any mental or psychological disorder, such as 
mental retardation, organic brain syndrome, emotional or mental illness, and 
specific learning disabilities.”  

 
Note: This list does not include a comprehensive list of specific diseases or conditions. 
 
Under Section 504, major life activities include but are not limited to the following: 

• caring for one's self    
• lifting 
• performing manual tasks 
• seeing 
• hearing 
• eating 
• sleeping 
• walking 
• standing 
• speaking 
• breathing 
• learning 
• reading 
• concentrating 
• thinking 
• communicating 
• working 
• bending 



It also includes the operation of a major bodily function, including but not limited to, functions 
of the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, 
respiratory, circulatory, endocrine, and reproductive functions. 42 U.S.C. 12102(4)(a)(2)(B). 

 
When considering eligibility under Section 504, it is important to note the following: 

• An impairment that substantially limits one major life activity need not limit other major 
life activities in order to be considered a disability. 

• An impairment that is episodic or in remission is a disability if it would substantially 
limit a major life activity when active. 

• A 504 Plan is meant to give all students equal access to their program; it is not designed 
to equalize outcomes or provide an advantage. 

The Eligibility Determination Process 

In addition to the District’s Section 504 Coordinator, each school in Scituate Public Schools has 
a building-based Section 504 Coordinator. The Coordinator will be responsible to implement the 
eligibility process. The Coordinator will determine a Team for each student based upon the 
nature of the suspected disability and the presenting questions regarding the student's needs.  

A 504 Eligibility Team consists of people who: 

• Have knowledge about the student 
• Have knowledge about the evaluation data and information 
• Have knowledge about accommodations that may be discussed 

Step 1. Referral 

When parents or school staff suspects a student may have a disability, a written referral must be 
presented to the appropriate school building designee. Parents should discuss this referral process 
with the building designated 504 coordinator.  

Step 2. Evaluation and Documentation 

Evaluations will be proposed after school personnel review the referral information. With prior 
parent consent, the Scituate will conduct an evaluation that will include school district 
assessments and review of other relevant information, e.g. grades, review of records, health 
information, and classroom participation and performance. The evaluation process may include 
formal testing conducted by highly credentialed school personnel (e.g. academic achievement, 
social emotional). Evaluations conducted by school personnel will be administered during the 
school day and may result in the student missing some instructional time. 

Should the school district determine that formal evaluations are needed, consent from parents 
will be required. Upon receipt of parent consent to conduct the evaluation, the school district has 
45 school days to complete the evaluations and hold a 504 Eligibility Meeting. 



There are times when families may present to the school district a report from an independent 
evaluator. Although the Team will consider the findings from independent educational 
evaluations, the Scituate Public Schools reserves the right to conduct our own evaluations. 

Should the family wish to present information from outside sources, the following checklist will 
help ensure that all appropriate information is available for the 504 Eligibility Team to review at 
least 2 school days prior to the eligibility meeting.  

____ Statement regarding the nature of the suspected disability 

____ Independent evaluation reports that are current (within one year) 

____ Professional credentials of the evaluators must be presented 

____ Relevant educational, developmental and medical history 

____ Description of how the suspected disability substantially limits the student's ability to learn 
and/or access his/her school environment (for high school age students, a statement from the 
student is suggested) 

• Note: In many instances, the District will seek a release from parents to speak with 
outside providers. This is a best practice to gather as much information as possible about 
the student from a variety of sources. (See Request/Release of Information form). 

Step 3. Team Review to Determine Eligibility 

The 504 Eligibility Team will schedule a meeting to determine eligibility for a Section 504 
Accommodation Plan. The entire Team will consider all provided assessment reports and 
information from the variety of sources. The 3-pronged eligibility criteria will guide the process 
to determine a student has a disability under Section 504.  

Questions that the Team will consider at the meeting will include: 

• What is the nature and severity of the impairment? 
• What is the suspected duration of the impairment? 
• How has the student responded to any prior interventions? 
• Does the student consistently need extended time to complete assignments? 
• Does the student consistently need significant changes made to the curriculum and/or 

physical school environment? 
• Has the student shown a consistent pattern of negative behaviors? 

When an impairment does not substantially limit one or more of the above major life activities, a 
student does not qualify for classroom accommodations under Section 504. It is important for 
families and school personnel to have conversations about instructional strategies that are 
utilized routinely for all students and that meet the needs of diverse learners. 

 



Temporary Impairment 
Information from the Office for Civil Rights, based upon the 2008 amendments to the Americans 
with Disabilities Act (ADA), clarifies that a temporary impairment does not constitute as a 
disability except under certain conditions.  Along with the conditions as discussed in the 3-prong 
eligibility process, the expected duration of the impairment needs to be considered.  Through the 
amendment of ADA, Congress determined that an impairment expected to last less than 6 
months in duration does not constitute a disability. 

Mitigating Measures 
When determining if a person has a disability, a school cannot consider the ameliorative effects 
of mitigating measures when determining how the impairment impacts the major life activities 
under consideration. For example, a student with low vision (unable to read typical size print 
with ordinary eyeglasses or contacts) who is able to read using a computer program that enlarges 
the font size of documents is still a person with a disability, even though the computer program 
permits the student to diminish the impact of his or her low vision and read lessons and other 
materials for school.  
 
The Amendments Act provides a non-comprehensive list of mitigating measures: medications; 
prosthetic devices (for example, an artificial arm); assistive devices (for example, computer 
modifications that increase accessibility, wheelchairs, scooters, walkers, canes, and crutches); 
learned behavior; and adaptive neurological modifications that an individual may use to 
eliminate or reduce the effects of an impairment.  
 
Note that the use of ordinary eyeglasses or contacts is the one exception to the mitigating 
measure rule. In other words, if a person’s vision is corrected with ordinary eyeglasses or 
contacts, the school may consider how the eyeglasses or contacts help the student see when 
making a determination about whether the student has a disability based on seeing. 
 

Development of the 504 Plan 
Should the 504 Eligibility Team determine a student is eligible for a Section 504 
Accommodation Plan, the Team will develop the plan collaboratively. Accommodations 
included in the Section 504 Plan will: 

• Be individualized and specific. 
• Be considered as necessary. 
• Be determined by the Team. 
• Not be developed to provide advantage. 
• Not fundamentally alter the program, standards, or what students are supposed to know 

and be able to do. 

The 504 Plan should identify the person(s) responsible for implementing the accommodations 
identified.  

The completed 504 Plan will be implemented immediately upon receipt of parent/guardian 
signature. All teachers and other school personnel with a “need to know” status will be informed 
of the accommodations included in the Plan. 



Should the Team find the student not eligible for a Section 504 Plan, the Team will encourage 
the student and family to discuss with the teachers the differentiated instructional approaches and 
District Curriculum Accommodation Plan options that are implemented routinely within the 
classroom and that may be helpful to the student. 

Furthermore, if the family disagrees with the findings of the Team, they may ask to reconvene 
the team or exercise their due process rights in accordance with Section 504 of the Rehabilitation 
Act of 1973. 

Implementing the Plan 

1. The Plan will be provided to all who need it:  teachers (classroom and specialists); 
substitute teachers; bus drivers/cafeteria workers (as applicable) 

2. The Plan will be reviewed annually 

3. If the student chooses not to accept accommodations – the district will document this and 
take steps to address as necessary 

4. The student will be re-evaluated every three (3) years to determine whether the student 
continues to be eligible for a 504 Accommodation Plan. 

When considering eligibility under Section 504, it is important to note the following: 

1.  A 504 Plan is not designed to fundamentally alter the program, standards, or what students 
are expected to know and be able to do. 

2.  A 504 Plan is meant to give all students equal access to their program; it is not designed to 
equalize outcomes or provide an advantage. 

3. Section 504 is an anti-discrimination law…not a service law like IDEA. 

4. Though the definition of Section 504 is broad, the school district must still determine if 
impairment substantially limits a major life activity. 

5. Simply having a disability does not mean a student is 504 eligible.  The school district must 
consider all the data and identify the substantial limitation that has an impact at school. 

6. When a school qualifies a student for Section 504, it means he or she has rights. 
7. A child’s physician cannot make the student automatically eligible.  Physicians make 

diagnoses, but the school district determines 504 eligibility. 
 

 
  



Section 3 
FAPE under Section 504 

 
 
Under Section 504, FAPE (Free Appropriate Public Education) refers to the provision of regular 
or special education or aids and services designed to meet the educational needs of individuals 
with disabilities to the same extent that the needs of non-disabled individuals are met. The 
following areas must be addressed in a 504-accommodation plan to meet the FAPE requirement 
under Section 504: 
 

• The nature of the student’s disability and the major life activity that it limits. 
 

• The basis for determining the disability – the evaluation procedures must be 
documented in the accommodation plan. 
 

• The educational impact of the disability – the team must describe how the disability 
substantially affects the student’s educational performance so proper accommodations 
can be implemented. 
 

• Necessary accommodations – 504’s FAPE standard requires schools to provide services 
designed to meet individual educational needs of students with disabilities as adequately 
as the needs of students without disabilities are met.  
 

• Placement – 504 has a least restrictive environment similar to the IDEA’s requirement 
and students with disabilities and students without disabilities must be placed in the same 
setting, to the maximum extent appropriate. 

 
To satisfy FAPE requirements under Section 504, education services must meet individual needs 
and students with disabilities must be educated with nondisabled students. In addition, evaluation 
and placement decisions must be made in accordance with appropriate procedures. Finally, 
districts are required to have due process procedures for review of identification, evaluation and 
placement decisions.  
 
For further information, refer to the OCR Guidance: FAPE for Students with Disabilities under 
Section 504: https://www2.ed.gov/about/offices/list/ocr/docs/edlite-FAPE504.html?exp=1. 
 

 

  



Section 4 
Other Important Topics 

 

Extracurricular Activities and Nonacademic Services 
 

School districts must provide non-academic services and activities in a manner that provides 
students with disabilities an equal opportunity for participation. This requirement includes 
activities such as extracurricular athletics and special interest groups or clubs sponsored by the 
school district. School districts must afford qualified students with disabilities an equal 
opportunity for participation in extracurricular athletics in an integrated manner to the maximum 
extent appropriate to the needs of the student. This requirement means that a school district must 
make reasonable modifications to its policies, practices, or procedures whenever such 
modifications are necessary to ensure equal opportunity, unless the school district can 
demonstrate that the requested modification would constitute a fundamental alteration of the 
nature of the extracurricular athletic activity. 
 
The fact that a student has a disability does not mean that the student must be allowed to 
participate in any selective or competitive program offered by a school district. Rather, school 
districts may require a level of skill or ability of a student in order for that student to participate 
in a selective or competitive program or activity, so long as the selection or competition criteria 
are not discriminatory. 
 
Behavior and Discipline 

Similar to students who are protected under the IDEA, students with disabilities eligible under 
Section 504 have additional protections in matters of student discipline. Students with disabilities 
may be disciplined in the same manner as non-disabled peers for up to 10 school days in the 
same school year, as long as the removal does not constitute a change of placement. When 
suspension of a disabled student will constitute a change of placement (including expulsion or 
removal to a 45 day interim alternative educational setting), the District will comply with the 
following procedures: 

Relevant members of the student’s 504 Team will conduct a Manifestation Determination Team 
meeting. The Team will determine if the misconduct was a manifestation of the student’s 
disability. In making this determination the Team must consider all relevant information, 
including: 

1. The 504 Plan 
2. Teacher observations 
3. Any relevant information provided by the parent/s 

The results of the Manifestation Determination meeting should be made available to the 
administrator conducting the disciplinary hearing. The school-based 504 Coordinator should 
attend the hearing to present the findings of the Manifestation Determination meeting.  



The District will develop an individualized behavior management plan for a student with a 
disability when the student’s behavioral difficulties significantly interfere with his ability to 
benefit from his/her education.  

Bullying and Harassment 
 
Section 504 prohibits disability-based harassment by peers that is sufficiently serious to deny or 
limit a student’s ability to participate in or benefit from the school’s education programs and 
activities. Bullying and harassment of a student by his or her peers, based on disability, may 
deny a student equal educational opportunities. When the district knows or reasonably should 
know of possible disability-based harassment, it will take immediate and appropriate steps to 
investigate or otherwise determine what occurred. If an investigation reveals that the harassment 
created a hostile environment, the district will take prompt and effective steps reasonably 
calculated to end the harassment, eliminate the hostile environment, prevent the harassment from 
recurring, and as appropriate remedy its effects.  
 
The district also has responsibilities under Section 504’s FAPE requirements when a student 
with a disability is harassed or bullied on any basis (not just disability). This is because bullying 
or harassment can result in a denial of FAPE under Section 504 and if that occurs, it must be 
remedied. An example of a FAPE denial would be if a student experiences adverse changes in 
academic performance or behavior as a result of bullying. 
 
Section 504 and ADHD 

 
As a result of the expanded scope of the term disability under the ADAAA, an increasing 
number of student with ADHD are entitled to protections under Section 504. In 2016, the Office 
for Civil Rights issued a Resource Guide specifically addressing students with ADHD and 
Section 504. This resource highlights the following reminders: 
 

• The district must consider the term disability broadly and cannot consider the positive 
effects of mitigating measures in evaluating for a disability (i.e. medication). 

• In determining whether a student has a disability under Section 504, the district must 
consider all potential major life activities that may be impacted by the student’s 
impairment, not just learning.  

• Section 504 does not require a medical assessment as a precondition to the school 
district’s determination that the student has a disability. If the District believes that a 
medical assessment is necessary to determine whether the student has ADHD and needs 
special education or related aids or services because of ADHD, the student’s parents 
cannot be required to pay for it. 

• The District should not act on stereotypes and generalizations about ADHD and will 
monitor all students carefully for ADHD without regard to race or gender.  

• Not all students with ADHD require the same accommodations.  
 
For additional information, please refer to the following link: 
 
https://www2.ed.gov/about/offices/list/ocr/letters/colleague-201607-504-adhd.pdf 



Section 504 and Individual Health Care Plans 
 
Many students who qualify as disabled under Section 504 have medical issues that may also 
necessitate the development of an individual health care plan (IHCP). It is important to recognize 
the differences between IHCPs and Section 504 plans. 

An IHCP is a written document that outlines the provision of student healthcare services and can 
help ensure that a student’s medical needs are met throughout the school day. A student with an 
IHCP who has not been determined to be a student with a disability will not be entitled to a free 
appropriate public education or afforded the protections provided by the general non-
discrimination prohibitions included in Section 504 and Title II of the ADA. 

Not every student who has an IHCP will be considered a student with a disability under Section 
504. Whether a student with a health issue qualifies for a Section 504 Plan depends on whether 
the health issue substantially limits a major life activity area and whether because of the 
disability, the student needs special education or related aids and services. 

Standardized Tests and Accommodations- MCAS 

MCAS is untimed for every student; each student receives as much time as s/he needs within one 
school day.  Other MCAS accommodations will be considered for eligible students on a case-by-
case basis and must be in accordance with the Department of Elementary and Secondary 
Education’s Requirements for the Participation of Students with Disabilities in MCAS. 

Reasonable Modifications to District Policies/Practices 

The District will create a written procedure for processing requests for the District to make 
reasonable modifications to its policies, practices, or procedures to avoid discrimination on the 
basis of disability. The procedure will include reasonable requirements for eligible individuals 
with disabilities[1] to provide documentation of their disability and propose reasonable 
modifications, including provisions specifying: 
             

(a)             that the Title II regulation, at 28 C.F.R. § 35.130(b)(7), requires the District to 
make reasonable modifications to its policies, practices, or procedures to avoid 
discrimination on the basis of disability, except if the District can demonstrate 
that making the modifications would fundamentally alter the nature of the 
District’s service, program, or activity, or would impose an undue financial or 
administrative burden on the District; 

 
(b)             the type(s) of documentation, if any, that the District requires from an individual 

with a disability to evaluate his or her request for a reasonable modification; 
 
(c)             that individuals with disabilities are responsible for obtaining disability 

documentation and for knowing and following the procedure;  
 

                                                
[1] Or, if the individual with a disability is a minor, his or her parent(s) or guardian(s). 



(d)             that, upon receipt of a request for a reasonable modification and the 
documentation specified in Action Item 3(b), the District will 

 
(i)              familiarize itself with the individual’s disability and documentation, 
 
(ii)            engage in an interactive and collaborative process with the individual with 

a disability, 
 
(iii)          explore potential modifications, 
 
(iv)           exercise professional judgment in making a determination regarding the 

individual’s request, 
 
(v)             promptly notify the individual of the District’s determination and of the 

reason(s) for its determination, and 
 
(vi)           provide the individual an opportunity to respond and provide additional 

documentation that may address the District’s objections if the District 
denies the individual’s request. 

  



Section 5 
Grievance Procedures 

It is the policy of the Scituate Public Schools not to discriminate on the basis of disability. 
Scituate Public Schools has adopted an internal grievance procedure providing for prompt and 
equitable resolution of complaints alleging any action prohibited by Section 504 of the 
Rehabilitation Act of 1973. Any person who believes she or he has been subjected to 
discrimination on the basis of disability may file a grievance under this procedure. It is against 
the law for Scituate Public Schools to retaliate against anyone who files a grievance or 
cooperates in the investigation of a grievance. 

Procedure: 

• Grievances must be submitted to the Section 504 Coordinator as soon as possible and within a 
reasonable time from when the person filing the grievance becomes aware of the alleged 
discriminatory action. 

• A complaint must be in writing, containing the name and address of the person filing it. The 
complaint must state the problem or action alleged to be discriminatory and the remedy or relief 
sought. 

• The Section 504 Coordinator (or her/his designee) shall conduct an investigation of the 
complaint. This investigation may be informal, but it must be thorough, affording all interested 
persons an opportunity to submit evidence relevant to the complaint. The Section 504 
Coordinator will maintain the files and records of Scituate Public Schools relating to such 
grievances. 

• The Section 504 Coordinator will issue a written decision on the grievance no later than 30 days 
after its filing. 

• The person filing the grievance may appeal the decision of the Section 504 Coordinator by 
writing to Superintendent within 15 days of receiving the Section 504 Coordinator’s decision. 
The Superintendent shall issue a written decision in response to the appeal no later than 30 days 
after its filing. 

• The availability and use of this grievance procedure does not prevent a person from filing a 
complaint of discrimination on the basis of disability with the U. S. Department of Education, 
Office for Civil Rights. 

Scituate Public Schools will make appropriate arrangements to ensure that disabled persons are 
provided other accommodations, if needed, to participate in this grievance process. Such 
arrangements may include, but are not limited to, providing interpreters for the deaf, providing 
taped cassettes of material for the blind, or assuring a barrier-free location for the proceedings. 
The Section 504 Coordinator will be responsible for such arrangements. 



 
Section 6 

Additional Section 504 Resources (Available Online) 
___________________________________________________________________________ 

 
• OCR Parent and Educator Resource Guide to Section 504 in Public Schools (Dec. 2016) 

 
• OCR Protecting Students with Disabilities 

 
• OCR – FAPE Under Section 504 

 
• US Department of Health and Human Services – Section 504 Fact Sheet 

 
• MA DESE – Section 504 

 
• Dear Colleague Letter – ADHD and Section 504 

 
  



Section 7 
Scituate 504 Forms 

 
 

 
• Section 504 Checklist 
• A Guide for Families and Students  
• Section 504 Grievance Procedures for Parents/Guardians 
• Section 504 Grievance Procedures Protocol  
• Parent/Student Rights under Section 504 
• Section 504 Referral Form   
• Permission to Speak Reciprocally form 
• 504 Eligibility –Educational Assessment Permission Form 
• Educational Assessment form 
• Medical Assessment form  
• Meeting Invitation – Review 
• Meeting invitation - Reevaluation 
• Section 504 Attendance Sheet 
• Meeting Notes  
• Meeting Notes for Annual Reviews 
• Section 504 Accommodation Plan 
• Section 504 Letter of No Finding  
• Manifestation Determination Paperwork 
• Section 504 Plan Termination letter 
• 504 Graduation Letter 
• 504 Transition Letter  
• Scituate Policies   

o Non-Discrimination Policy (AC) 
o Non-Discrimination on the Basis of Handicap (ACE) 
o Managing the Care of Students with Athletic Concussions (JJIF) 
o Life Threatening Allergy Policy (EFAB) 

 
 
 

 
 
 
 
 
  



SCITUATE PUBLIC SCHOOLS 
Section 504 Checklist 

 
Referral: 

❏ Referral is made to the building School Counselor or School Adjustment Counselor.  
Note: Referrals may be requested either by parents or school staff.  A referral may be 
made by a special education team after a finding of no eligibility for special education. 
 

❏ Parents/guardians will be notified of the referral (if not initiating request), and provided a 
copy of their parental rights. (Notice of Parents’ Rights under Section 504). 
 

❏ School based team* reviews referral request and determines need for evaluation. Parent is 
then asked for consent to complete an evaluation. Evaluation begins upon receipt of 
parental consent.  (*The School based team may be comprised of: school counselor, 
building administrator, District 504 Coordinator, school nurse, educator, support 
personnel, service providers, etc.). 
 

❏ If an evaluation has already been conducted under the IDEA (and student was not found 
eligible for special education services), further evaluation will not be needed. The 504 
Team will convene and determine eligibility under Section 504 using the evaluation 
information that was completed as part of the IDEA special education eligibility process. 

 
Evaluation: **The team must draw upon information from a variety of sources and cannot rely 
solely on a doctor’s note or diagnosis.** 

❏ Send Authorization for Release/Exchange of Information form to parents/guardians to 
communicate with outside service providers, such as physicians, therapists, counselors, 
psychologists, tutors, etc. 

 
❏ School records are reviewed to determine attendance, academic performance, work 

products, standardized testing scores, etc. 
 

❏ Input from teachers and parents is obtained in writing or by interview. The Educational 
Assessment Part A form can be completed by teachers. 
 

❏ For mental and physical health conditions, school nurse collects additional data to 
determine impact at school, need for accommodations, and required health services.    
 

❏ In some circumstances, formal evaluations may be completed - psychological, academic, 
social-emotional etc. The components of the evaluation should be determined by 
considering the type of disability, the information needed to understand the impact of the 
disability in the education environment, and the accommodations that might be needed. 
The Student Support Team may be able to help determine what evaluative information is 
necessary.  



             

 
❏ Once evaluation is complete, a meeting is scheduled. The 504 Team will be comprised of 

people with knowledge of the student. Parents and relevant school staff are invited. 
 
Eligibility Determination 

❏ Data is summarized and 504 Team determines eligibility based upon findings. The 
Section 504 Eligibility form is completed. 
 

❏ If the student is found eligible, the 504 Team writes a 504 Accommodation Plan. The 
parents/guardians are provided with a copy of the plan. Upon receiving parental consent, 
the 504 Plan will be implemented.   

 
❏ If the student is not found eligible, the team should consider whether alternative 

interventions are necessary (DCAP, etc.).  
 
Written Plan 

❏ The written plan should address the need for accommodations and possible services. 
Accommodations and services must be individualized and specific to the student’s needs 
and persons responsible for implementation are identified. 504 plans typically do not 
include best teaching practices that are available to all students as accommodations. 
 

❏ A contact person is designated to coordinate all Section 504 efforts at the school level. 
This person oversees communication with parents and staff and plan implementation. 
When determining class rosters, a student’s 504 will be considered and matched 
appropriately. 
 

❏ The final copy of the plan is mailed or given to the parent/guardian. 
 

❏ The 504 Plan is provided to relevant staff who are responsible for implementation and the 
district obtains a signed receipt from staff members confirming their receipt and review 
of the plan. The plan is implemented upon receipt of parental consent.	
	

❏ A copy of the plan is maintained in a separate 504 students’ file. All building 504s must 
be secured in a separate locked filing cabinet. When a student transitions from one school 
to another within the district, the file will be sent to the receiving school upon arrival to 
the new school. The receiving school should continue to use the same folder from the 
sending school(s) so that there is only one district 504 file for each student.  If a student 
transfers out of SPS or if a student is no longer found eligible, the file must be sent 
directly to the District 504 Coordinator.  These files must be kept for seven years. 	

	
❏ A copy of the signed plan is sent to the District 504 Coordinator. 	

 
 
 
 



             

Ongoing Requirements 
❏ The building based designated point person for Section 504 periodically monitors the 

effectiveness of the plan and revises with the team as needed. 
 

❏ It is the responsibility of all educators to comply with documented accommodations and 
services as set forth on Section 504 plan. The building principal will be responsible for 
ensuring compliance. 
 

❏ The 504 Team, including parents, convenes annually to review the plan and make 
changes as needed. 
 

❏ Every three years or when there is a question of continued eligibility, a reevaluation is 
held with the team and parent. Additional data is collected and the plan is revised and 
updated as needed. 
 

❏ The building 504 designee ensures that the plan follows the student during transitions to 
new classroom/teachers and new buildings. 

 
❏ If a student displays a pattern of behavior that interferes with their learning or the 

learning of others, a 504 Team should request a functional behavioral assessment and 
behavior intervention plan.  
 

❏ In reviewing a student’s misconduct, the 504 Team must determine whether the 
misconduct was caused by or had a direct and substantial relationship to the disability 
(Section 504 Manifestation Determination Review form). The school-based 504 
coordinator facilitates the MDR.   
 

❏ Promptly investigate allegations of disability based harassment and/or bullying and 
consider whether there is a denial of FAPE. Convene 504 Team if necessary to update or 
revise 504 Plan accordingly. Refer to Dear Colleague Letter: Responding to Bullying and 
Harassment (2014) for more information. 

	
	 	



Section	504	DOCUMENT	TRACKING	FORM	
 

 
 

Scituate	Public	Schools	
SECTION	504	DOCUMENT	TRACKING	FORM	

	
Student	Name:	________________________	 Grade:	_______________	
	
Counselor:	___________________________	 School:	_______________	
	
Date	completed	
	 	 	
	 		 Counselor	completes	SECTION	504	REFERRAL	FORM	and	sends	copy	to	District	

504	Coordinator.		The	SECTION	504	REFERRAL	FORM	is	to	be	used	for	new	504	
eligibility	evaluations	and	for	re-evaluations.	

	
_______	 The	School-based	504	Team	(School	Counselor,	teacher,	administrator,	nurse,	

psychologist,	adjustment	counselor,	etc.)	meets	to	review	referral	request	to	
determine	what	evaluative	data	is	needed	for	both	new	and	reevaluations.	

		
_______	 Counselor	sends	home	ASSESSMENT	PERMISSION	LETTER	with	ASSESSMENT	

PERMISSION	FORM	(outlining	the	evaluative	data	to	be	gathered),	RELEASE	FOR	
CONFIDENTIAL	INFORMATION	FORM	(if	applicable)	and	PARENT/STUDENTS	
RIGHTS	UNDER	SECTION	504.		You	need	a	copy	of	these	documents	to	verify	that	
they	were	sent.		

	
_______	 Parents	must	send	back	ASSESSMENT	PERMISSION	FORM	signed	before	

evaluation	may	begin.	
	
	 	 Meeting	time	and	location	are	set.	You	may	choose	to	set	this	when	you	send	

the	ASSESSMENT	PERMISSION	LETTER	out,	but	you	cannot	move	forward	with	
the	evaluation	process	until	parent	returns	the	signed	ASSESSMENT	PERMISSION	
FORM.		From	that	date,	we	have	45	school	days	to	conduct	504	evaluation	and	
hold	the	meeting.	

	
	 	 Once	the	signed	ASSESSMENT	PERMISSION	FORM	is	received,	assign	the	
	 	 designated	staff	to	conduct	evaluations.		
	
_______	 Input	from	teachers	and	parents	is	obtained	in	writing	or	by	interview.		You	may	

use	the	Educational	Assessment	A	form.	Collect	evaluative	data	to	gather	specific	
information	on	the	suspected	impairment.	Be	sure	to	this	data	is	collected	prior	
to	meeting	and	use	as	part	of	meeting	notes.	For	mental	and	physical	health	



Section	504	DOCUMENT	TRACKING	FORM	
 

conditions,	the	school	nurse	collects	additional	data	to	determine	impact	at	
school,	need	for	accommodations	and	required	health	services.	

	
_______	 Eligibility	team	members	are	notified	of	meeting	date,	time,	location,	and	any	

information	they	may	need	to	bring	to	the	meeting.	District	504	Coordinator	
should	be	copied	on	this	meeting	invite.		

	
_______	 At	the	504	meeting,	review	agenda,	confidentiality,	and	complete	Section	504	

Accommodation	Plan	Attendance	Sheet	(secure	initials	from	parents	and	all	team	
members.)	

	
	 	 SECTION	504	Meeting	Notes	are	to	be	completed	at	all	eligibility	meetings.		(This	

form	has	been	revised	to	allow	counselors	to	type	in	the	notes	while	conducting	
the	meeting.)			PARENTS	must	be	given	copy	of	meeting	notes	prior	to	leaving	
the	meeting.	

	
______	 	 If	the	student	is	not	found	eligible	for	a	Section	504	plan,	you	will	need	to	create	

and	send	LETTER	OF	NON-FINDING	home.		Send	copy	of	LETTER	OF	NON-
FINDING	to	District	504	Coordinator.	 

 
	 	 Section	504	Accommodation	Plan	-	If	the	student	is	found	eligible	for	a	Section	

504	plan,	identify	annual	review	meeting	and	re-evaluation	date	(three	years)	at	
this	meeting.	

	
	 	 Section	504	Accommodation	Plan	is	entered	into	ASPEN.	
	
______	 	 Section	504	plan	is	signed	by	principal	and	two	copies	mailed	home	with	PLAN	

HOME	LETTER	and	signatures	obtained.	Parent	is	instructed	to	send	one	signed	
copy	back.	

	
	 	 The	original	Section	504	Accommodation	Plan	and	meeting	notes	are	filed	in	a	

separate	504	file*.		Counselor	must	send	signed	copy	of	504	to	District	504	
Coordinator.		

	
	
_______	 Date	of	first	annual	review							 _____	Parent/Caregiver	review	request	sent	
	
_______	 Annual	review	meeting	held	
	 	 	 	 	 													
_______	 Date	of	second	annual	review						 _____	Parent/Caregiver	review	request	sent	
	
_______	 Annual	review	meeting	held	 	 _____		Date	of	Reevaluation			



             

	
	
	
	

Scituate	Public	Schools	
	
	

	
	
	

Section	504		
of	the		

Rehabilitation	Act	of	1973	
	
	
	
	

A	Guide	for	Families	and	Students	
	
	

	
	 	



             

Section	504	of	the	Rehabilitation	Act	of	1973	
	
Section	504	of	the	Rehabilitation	Act	of	1973	is	a	federal	statute	that	prohibits	
discrimination	based	upon	a	disability.		Section	504	ensures	that	eligible	disabled	
students	receive	opportunities	and	benefits	and	have	equal	access	to	facilities	in	the	
same	manner	as	their	nondisabled	peers.		School	districts	must	provide	an	appropriate	
education	for	each	disabled	student	with	reasonable	accommodations	that	allow	access	
to	the	benefits	of	public	education.	
	
Students	who	are	protected	under	Section	504	must	be	determined	to:	

à Have	a	physical	or	mental	impairment	that	significantly	limits	one	
or	more	major	life	activity	

à Have	a	record	of	such	an	impairment	
à Be	regarded	as	having	an	impairment	
à Need	accommodations	to	access	programs	run	by	publicly	funded	

entities.	
	
Eligibility	Criteria	
	
Eligibility	for	a	Section	504	Accommodation	Plan	is	determined	using	a	3-pronged	
approach	that	considers	if	the	student:	

(1)	Has	a	physical	or	mental	impairment	…		
(2)	That	significantly	limits…	
(3)	A	major	life	activity.		
		

Eligibility	for	accommodations	under	Section	504	will	be	determined	by	a	Team	of	
people	with	knowledge	about	the	student.		In	order	to	be	considered	disabled	under	
Section	504,	all	three	prongs	need	to	accurately	reflect	the	student	within	the	school	
setting.	
	
Under	Section	504,	major	life	activities	are	considered	as	the	following:	

• caring	for	one’s	self	
• performing	manual	tasks	
• seeing	
• hearing	
• eating	
• sleeping	
• walking	
• standing	
• lifting	

• speaking	
• breathing	
• 		 learning	
• reading	
• concentrating	
• thinking	
• communicating	
• working	
• bending	



             

• operation	of	major	bodily	
function



             

	
When	an	impairment	does	not	significantly	limit	one	or	more	of	the	above	major	life	
activities,	a	student	does	not	qualify	for	classroom	accommodations	under	Section	504.	It	is	
important	for	families	and	school	personnel	to	have	conversations	about	instructional	
strategies	that	are	utilized	routinely	for	all	students	and	that	meet	the	needs	of	diverse	
learners.			
	
Information	from	the	Office	for	Civil	Rights,	based	upon	the	2008	amendments	to	the	
Americans	with	Disabilities	Act	(ADA),	clarifies	that	a	temporary	impairment	does	not	
constitute	as	a	disability	except	under	certain	conditions.		Along	with	the	conditions	as	
discussed	in	the	3-prong	eligibility	process,	the	expected	duration	of	the	impairment	needs	
to	be	considered.		Through	the	amendments	to	the	ADA,	Congress	determined	that	an	
impairment	expected	to	last	less	than	6	months	in	duration	does	not	constitute	a	disability.			
	
When	considering	eligibility	under	Section	504,	it	is	important	to	note	the	following:	
	
1) A	504	Plan	is	not	designed	to	fundamentally	alter	the	program,	standards,	or	what	

students	are	expected	to	know	and	be	able	to	do.	
2) A	504	Plan	is	meant	to	give	all	students	equal	access	to	their	program;	it	is	not	designed	

to	equalize	outcomes	or	provide	advantage.	
	
The	Eligibility	Determination	Process	

	
Each	school	in	Scituate	has	a	Section	504	Coordinator.		The	Coordinator	will	be	responsible	
to	implement	the	eligibility	process.		The	Coordinator	will	determine	a	Team	for	each	
student	based	upon	the	nature	of	the	suspected	disability	and	the	presenting	questions	
regarding	the	student’s	needs.		A	504	Eligibility	Team	consists	of	people	who:			

à Have	knowledge	about	the	student	
à Have	knowledge	about	the	evaluation	data	and	information	
à Have	knowledge	about	accommodations	that	may	be	discussed	

	
	
	
	
	
Step	1.		Referral		

Who	can	refer	a	child	for	consideration	for	evaluation	under	Section	504?	



             

Anyone	can	refer	a	child	for	evaluation	under	Section	504.	However,	while	anyone	can	
make	a	referral,	such	as	parents	or	a	doctor,	OCR	has	stated	in	a	staff	memorandum	
that	“the	school	district	must	also	have	reason	to	believe	that	the	child	is	in	need	of	
services	under	Section	504	due	to	a	disability”	(OCR	Memorandum,	April	29,	1993).	
Therefore,	a	school	district	does	not	have	to	refer	or	evaluate	a	child	under	Section	504	
solely	upon	parental	request.	The	key	to	a	referral	is	whether	the	school	district	staff	
suspects	that	the	child	is	suffering	from	a	mental	or	physical	impairment	that	
significantly	limits	a	major	life	activity	and	is	in	need	of	either	regular	education	with	
supplementary	services	or	special	education	and	related	services	[letter	to	Mentink,	19	
IDELR	1127	(OCR)	1993].	If	a	parent	requests	a	referral	for	evaluation,	and	the	school	
district	refuses,	the	school	district	must	provide	the	parent	with	notice	of	their	
procedural	rights	under	Section	504.	

Who	decides	whether	a	student	is	qualified	and	eligible	for	services	under	Section	
504?	

According	to	the	federal	regulations:	“...placement	decisions	are	to	be	made	by	a	group	
of	persons	who	are	knowledgeable	about	the	child,	the	meaning	of	the	evaluation	data,	
placement	options,	least	restrictive	environment	requirements,	and	comparable	
facilities”	[34	C.F.R.	§104.35(c)(3)].	

Unlike	Special	Education,	the	federal	regulations	for	Section	504	do	not	require	or	even	
mention	that	parents	are	to	be	a	part	of	the	decision-making	committee.	The	decision	to	
include	parents	in	the	decision-making	committee	is	a	determination	that	is	made	by	
each	school	district	and	should	be	spelled	out	in	the	district’s	procedures	for	
implementing	Section	504.	Parents	should	at	least	be	asked	and	encouraged	to	
contribute	any	information	that	they	may	have	(e.g.,	doctor’s	reports,	outside	testing	
reports,	etc.)	that	would	be	helpful	to	the	Section	504	committee	in	making	their	
determination	of	what	the	child	may	need.	Schools	are	expected	to	make	sound	
educational	decisions	as	to	what	the	child	needs	in	order	to	receive	an	appropriate	
education.	

When	parents	or	school	staff	suspects	a	student	may	have	a	disability,	a	written	referral	
must	be	presented	to	the	appropriate	school	building	designee.	Parents	of	elementary	
age	students	should	discuss	this	referral	process	with	the	building	principal	or	his/her	
designee.		At	the	Gates	Intermediate	School	the	School	Counselor	and	at	Scituate	High	
School,	parents	should	contact	their	child’s	School	Counselor.	
	
Step	2.		Evaluation	and	Documentation	

What	information	is	used	in	doing	an	evaluation	under	Section	504?	



             

Determining	whether	a	child	is	a	qualified	disabled	student	under	Section	504	begins	
with	the	evaluation	process. The	504	Committee	should	look	at	grades	over	the	past	
several	years,	teachers’	reports,	information	from	parents	or	other	agencies,	state	
assessment	scores	or	other	school	administered	tests,	observations,	discipline	reports,	
attendance	records,	health	records	and	adaptive	behavior	information.	Schools	must	
consider	a	variety	of	sources.	A	single	source	of	information	(such	as	a	doctor’s	report)	
cannot	be	the	only	information	considered.	Schools	must	be	able	to	assure	that	all	
information	submitted	is	documented	and	considered.	

Evaluations	will	be	proposed	after	school	personnel	review	the	referral	information.	
Upon	receipt	of	parent	consent	to	conduct	the	evaluation,	the	school	district	has	45	
school	days	to	complete	the	evaluations	and	hold	a	504	Eligibility	Meeting.	With	prior	
parent	consent,	the	Scituate	Public	Schools	will	conduct	an	evaluation	that	will	include	
school	district	assessments	and	review	of	other	relevant	information,	e.g.	grades,	review	
of	records,	health	information,	and	classroom	participation	and	performance.		The	
evaluation	process	may	include	formal	testing	conducted	by	school	personnel.	
Evaluations	conducted	by	school	personnel	will	be	administered	during	the	school	day	
and	may	result	in	the	student	missing	some	instructional	time.			
	
There	are	times	when	families	may	present	to	the	school	district	a	report	from	an	
independent	evaluator.	Although	the	Team	will	consider	the	findings	from	independent	
educational	evaluations,	the	Scituate	Public	Schools	reserves	the	right	to	conduct	our	
own	evaluations.			
	
Should	the	family	wish	to	present	information	from	outside	sources,	the	following	
checklist	will	help	ensure	that	all	appropriate	information	is	available	for	the	504	
Eligibility	Team	to	review	at	least	2	school	days	prior	to	the	eligibility	meeting.			
	
____	 Statement	regarding	the	nature	of	the	suspected	disability		
____	 Independent	evaluation	reports	that	are	current	(within	one	year)		
____	 Professional	credentials	of	the	evaluators	must	be	presented	
____	 Relevant	educational,	developmental	and	medical	history	
____	 Description	of	how	the	suspected	disability	significantly	limits	the	student’s	

ability	to	learn	and/or	access	his/her	school	environment	(for	high	school	age	
students,	a	statement	from	the	student	is	suggested)	

If	I	disagree	with	the	school’s	evaluation,	will	the	school	district	pay	for	an	outside	
independent	evaluation?	

Under	Section	504,	schools	are	not	required	to	pay	for	an	outside	independent	
evaluation.	If	a	parent	disagrees	with	the	school’s	evaluation	decision,	they	may	request	



             

a	due	process	hearing	or	file	a	complaint	with	the	Office	for	Civil	Rights.	(Ask	your	
district	or	campus	for	a	copy	of	Notice	of	Parent	and	Student	Rights	Under	Section	504	
of	the	Rehabilitation	Act	of	1973.)	

How	often	will	my	child	be	re-evaluated?	

While	there	are	no	specific	time	lines	on	this	issue,	students	must	be	re-evaluated	at	
least	every	three	years	or	whenever	there	is	going	to	be	a	“significant	change	in	
placement.”	The		504	committee	should	also	review	your	child’s	plan	every	year	to	
make	sure	that	his	or	her	accommodation	plan	is	appropriate	based	on	the	current	
schedule	and	individual	needs.	The	accommodation	plan	may	be	revised	at	any	time	
during	the	school	year	if	needed.	

	
Step	3.	Team	Review	to	Determine	Eligibility	
The	504	Eligibility	Team	will	schedule	a	meeting	to	determine	eligibility	for	a	Section	504	
Accommodation	Plan.		All	provided	assessment	reports	and	information	from	the	
variety	of	sources	will	be	considered	by	the	entire	Team.	The	3-pronged	eligibility	
criteria	will	guide	the	process	to	determine	if	a	student	has	a	disability	under	Section	
504.		
	
Questions	that	the	Team	will	consider	at	the	meeting	will	include:	
	

1. What	is	the	nature	and	severity	of	the	impairment?	
2. What	is	the	suspected	duration	of	the	impairment?	
3. How	has	the	student	responded	to	any	prior	interventions?	
4. Does	the	student	consistently	need	extended	time	to	complete	assignments?	
5. Does	the	student	consistently	need	significant	changes	made	to	the	curriculum	

and/or	physical	school	environment?	
6. Does	the	student	demonstrate	consistent	behavior	difficulties?	
7. Is	there	a	pattern	of	absences?	

	
Should	the	504	Eligibility	Team	determine	a	student	is	eligible	for	a	Section	504	
Accommodation	Plan;	the	Team	will	develop	the	plan	collaboratively.		Accommodations	
included	in	the	Section	504	Plan	will:	
	

1. Be	considered	as	necessary.	
2. Be	determined	by	the	Team.	
3. Not	be	developed	to	provide	advantage.	
4. Not	fundamentally	alter	the	program,	standards,	or	what	students	are	supposed	

to	know	and	be	able	to	do.	



             

	
The	Plan	will	be	signed	by	parents	and/or	student	(age	18	or	older)	and	implemented	
immediately.		All	teachers	and	other	school	personnel	with	a	“need	to	know”	status	will	
be	informed	of	the	accommodations	included	in	the	Plan.	
	
Should	the	Team	find	the	student	not	eligible	for	a	Section	504	Plan,	the	Team	will	
encourage	the	student	and	family	to	discuss	with	the	teachers	the	differentiated	
instructional	approaches	that	are	implemented	routinely	within	the	classroom	and	that	
may	be	helpful	to	the	student.	
	
Section	504	Plans	are	reviewed	yearly	for	accuracy	and	applicability.		Should	the	student	
leave	the	current	school	parents	should	be	reminded	that	504	Plans	are	often	building	
or	environment	specific	and	may	need	to	be	reconsidered	or	evaluated	in	the	new	
setting.	

Can	my	child	be	placed	under	Section	504	without	my	knowledge?	

No.	Parents	must	always	be	given	notice	before	their	child	is	evaluated	and/or	provided	
accommodations	under	Section	504	(34	C.F.R.	§104.36).	Parents	must	also	be	given	a	
copy	of	their	child’s	Section	504	accommodation	plan	if	the	committee	determines	that	
the	child	is	eligible	under	Section	504.	

Discipline	Questions:		Can	my	child	still	be	disciplined	under	Section	504?	

Yes.	Children	under	Section	504	are	still	expected	to	follow	the	district’s	student	code	of	
conduct.	However,	when	disciplining	a	child	under	Section	504,	schools	must	consider	
the	relationship	between	the	disability	and	the	misbehavior	if	the	child	is	going	to	be	
removed	from	the	regular	setting	for	longer	than	10	days.	This	does	not	mean	that	a	
student	with	a	disability	cannot	be	suspended	from	school.	Very	strict	guidelines	exist	
for	schools	in	discipline	issues	with	students	who	have	a	disability	under	Section	504.	
Your	campus	or	district	504	coordinator	can	assist	you	in	this	area	should	you	have	
additional	questions	concerning	the	discipline	of	students	with	disabilities.	Children	
having	disabilities	with	behavioral	components	may	have	individual	discipline	plans	as	
well	as	behavior	intervention	plans.	

What	are	my	rights	as	a	parent	under	Section	504?	

As	a	parent	or	legal	guardian,	you	have	the	right	to:	

1. Receive	notice	regarding	the	identification,	evaluation	and/or	placement	of	your	
child;	

2. Examine	relevant	records	pertaining	to	your	child;	



             

3. Request	an	impartial	hearing	with	respect	to	the	district’s	actions	regarding	the	
identification	evaluation,	or	placement	of	your	child,	with	an	opportunity	for	the	
parent/guardian	to	participate	in	the	hearing,	to	have	representation	by	an	
attorney,	and	have	a	review	procedure;	

4. File	a	complaint	with	your	school	District	Section	504	Coordinator,	who	will	
investigate	the	allegations	regarding	Section	504	matters	other	than	your	child’s	
identification,	evaluation	and	placement.	

5. File	a	complaint	with	the	appropriate	regional	Office	for	Civil	Rights.		

Office	for	Civil	Rights,	Boston	Office	
												U.S.	Department	of	Education	
								 8th	Floor	
				 5	Post	Office	Square	
		 Boston,	MA	02109	
		 Phone	-289-0111	

For	additional	information,	contact:	U.S.	Department	of	Education,	Washington,	D.C.	
20202-1100	
(800)	421-3481	
www.ed.gov/ocr	
E-mail:	ocr@ed.gov	



             

504	OVERVIEW	

What	are	the	school	responsibilities	under	Section	504?		
It	must	be	emphasized	that	Section	504	falls	under	the	management	responsibility	of	
the	general	education	program.	The	school	staff	and	parents	need	to	work	in	
collaboration	to	help	guarantee	that	the	student	is	provided	with	the	necessary	
accommodations.	
	
To	be	in	compliance	schools	should:	

1.	Provide	written	assurance	of	nondiscrimination.	
2.	Designate	a	504	Coordinator.		
3.	Provide	grievance	procedures	to	resolve	complaints.		
4.	Provide	notice	of	nondiscrimination	in	admission	or	access	to	its	programs	or	

activities.	Notice	must	be	included	in	student/parent	handbook.		
5.	Identify	and	locate	annually	all	qualified	children	with	disabilities	who	are	not	

receiving	a	public	education.	(Child	Find)	
6.	Notify	annually	persons	with	disabilities	and	their	parents	or	guardians	of	the	

district’s	responsibilities	under	Section	504.		
7.	Provide	parents	or	guardians	with	procedural	safeguards.		
8.	Conduct	a	self-evaluation	of	school	district	policies,	programs,	and	practices	to	

make	sure	discrimination	is	not	occurring.		
	

What	are	the	parents’	responsibilities	under	Section	504?		
1.	Share	your	concerns	with	the	school	early	before	they	become	major	

problems.		
2.	Be	involved	in	Section	504	meetings	concerning	your	child.		
3.	Assist	in	developing	appropriate	accommodations	for	your	child.		
4.	Encourage	your	child	to	cooperate	with	school	staff	and	do	his/her	best.		
5.	Collaborate	with	other	agencies,	such	as	vocational	rehabilitation,	when	

appropriate.		
6.	Use	mediation	or	the	grievance	procedure	as	options	if	a	difference	cannot	be	

resolved	with	the	school.		
	
What	are	the	student’s	responsibilities	under	Section	504?	

1.	Be	involved	at	Section	504	meetings,	when	appropriate.		
2.	Be	familiar	with	your	Section	504	/	ADA	rights	at	postsecondary	programs	

before	graduating	from	high	school.		
3.	Cooperate	and	put	forth	maximum	effort	at	school.		

	
	



             

	
Standardized	Tests	and	Accommodations	

	
MCAS	
MCAS	is	untimed	for	every	student;	each	student	receives	as	much	time	as	s/he	needs	
within	one	school	day.		Other	MCAS	accommodations	will	be	considered	for	eligible	
students	on	a	case	by	case	basis	and	must	be	in	accordance	with	the	Department	of	
Elementary	and	Secondary	Education	Requirements	for	the	Participation	of	Students	
with	Disabilities	in	MCAS.		
	
The	College	Board	&	ACT	–	High	School	Students	
If	a	student	has	a	Section	504	Plan,	s/he	may	be	eligible	for	accommodations	from	the	
College	Board	or	ACT	through	their	Services	for	Students	with	Disabilities.		Students	
wishing	to	receive	accommodations	on	College	Board	exams	(PSAT,	SAT,	SAT	II,	AP)	or	
the	ACT	must	apply	and	be	approved	for	accommodations	by	the	respective	testing	
agencies.		Students	interested	in	applying	for	accommodations	through	the	College	
Board	must	first	complete	the	Consent	Form	for	Request	for	Accommodations.		This	
form	is	located	in	the	School	Counseling	Suite.		ACT	applications	for	accommodations	
are	also	located	in	the	School	Counseling	Suite.	
	
Please	Note:	Among	other	criteria,	the	College	Board	and	ACT	ask	the	following	
questions	when	determining	eligibility:	
	

à Does	the	student	have	a	documented	disability?		Does	the	documentation	
support	the	specific	ways	in	which	this	disability	impacts	the	student’s	daily	
functioning	and	ability	to	participate	in	the	test?	

à Does	the	student	frequently	request	and	use	the	accommodations	during	
his/her	school	day?	

à Has	the	student	been	on	a	504	Plan	for	at	least	four	school	months?	
	
According	to	the	College	Board	rules	and	regulations:	
“Note	that	the	use	of	accommodations	in	school,	or	inclusion	on	an	Individual	
Education	Program	(IEP)	or	504	Plan,	does	not	qualify	a	student	for	accommodations	
on	College	Board	tests.”				
	
College	Board	Resources	
Eligibility	and	Review:	
http://professionals.collegeboard.com/testing/ssd/application/eligibility-review	
	
Documentation	Requirements:	



             

http://professionals.collegeboard.com/testing/ssd/application/eligible/requirements	
	
Basic	Requirements	for	Disability	Documentation:	
http://professionals.collegeboard.com/testing/ssd/application/guide/guidelines	
	
For	more	information	about	the	process,	read	the	College	Board’s,	‘Dear	Parent’	letter:	
http://www.collegeboard.com/prod_downloads/ssd/Dear_Parent_Letter.pdf	
	
	

Notice	of	Parent	and	Student	Rights	under	Section	504	
	

Parents	and	students	(when	age	appropriate)	will	receive	written	Notice	of	Parent	and	
Student	Rights	under	Section	504.		The	Scituate	Public	Schools	encourages	parents	to	

review	this	document	thoroughly.	
	
	
	
	 	



             

	
	

	

	

	

Scituate	Public	Schools	

Parent/Student	Rights	under	Section	504	
	

Parents/Students	have	the	right	to:	
	
1.	 Have	your	child	take	part	 in,	and	receive	benefits	 from	public	education	programs	

without	discrimination	based	on	a	disability.	
	
2.	 Have	the	District	advise	you	as	to	your	rights	under	federal	law.	
	
3.	 Receive	notice	with	respect	to	identification,	evaluation,	or	placement	of	your	child.	
	
4.	 Have	your	child	receive	a	free	appropriate	public	education.	This	includes	the	right	

to	be	educated	with	non-disabled	students	to	the	maximum	extent	appropriate.	 It	
also	 includes	 the	 right	 to	 have	 the	 District	 make	 reasonable	 accommodations	 to	
allow	 your	 child	 an	 equal	 opportunity	 to	 participate	 in	 school	 and	 school-related	
activities.	

	
5.	 Have	 your	 child	 educated	 in	 facilities	 and	 receive	 services	 comparable	 to	 those	

provided	students	without	disabilities.	
	
6.	 Have	your	child	receive	special	education	and	related	services	if	she/he	is	found	to	

be	eligible	under	the	Individuals	with	Disabilities	Education	Act	(IDEA),	or	to	receive	
reasonable	accommodations	under	Section	504	of	the	Rehabilitation	Act.	

	
7.	 Have	eligibility	and	educational	placement	decisions	made	based	upon	a	variety	of	

information	sources,	and	by	 individuals	who	know	the	student,	the	eligibility	data,	
and	placement	options.	

	
8.	 Have	 transportation	provided	 to	 a	 school	 placement	 setting	 at	 no	 greater	 cost	 to	

you	 than	would	be	 incurred	 if	 the	 student	were	placed	 in	a	program	operated	by	
the	District.	



             

	
9.	 Give	your	child	an	equal	opportunity	to	participate	in	nonacademic	and	

extracurricular	activities	offered	by	the	school	District	through	the	provision	of	
reasonable	accommodations.	

	
10.	 Examine	 all	 relevant	 records	 relating	 to	 decisions	 regarding	 your	 child's	

identification,	eligibility,	educational	program,	and	placement.	
	
11.	 Obtain	 copies	 of	 educational	 records	 at	 a	 reasonable	 cost	 unless	 the	 fee	 would	

effectively	deny	you	access	to	the	records.	
	
12.	 Receive	 a	 response	 from	 the	District	 to	 reasonable	 requests	 for	 explanations	 and	

interpretations	of	your	child's	records.	
	
13.	 Request	amendment	of	your	child’s	educational	records	if	there	is	reasonable	cause	

to	 believe	 that	 they	 are	 inaccurate,	 misleading	 or	 otherwise	 in	 violation	 of	 the	
privacy	 rights	 of	 your	 child.	 	 If	 the	District	 refuses	 this	 request,	 it	 shall	 notify	 you	
within	a	reasonable	time,	and	advise	you	of	the	right	to	a	hearing.	

	
14. Request	 impartial	 due	 process	 hearing	 related	 to	 decisions	 regarding	 your	 child’s	

identification,	 eligibility,	 and	educational	 placement.	 	 You	and	 your	 child	may	 take	
part	in	the	hearing	and	have	an	attorney	represent	you	at	your	own	cost.	

	
15. File	 a	 complaint	 with	 the	 District	 when	 you	 believe	 your	 child’s	 rights	 have	 been	

violated.	
	

	
The	person	at	the	school	who	is	responsible	for	Section	504	compliance	is:	

Tammy	A.	Rundle,	Director	of	School	Counseling,	Testing	&	Career	Services,	K-12				

Phone:	781-545-8750	x370	

 
	
	 	



             

	
	
	
	 	 	

SCITUATE	PUBLIC	SCHOOLS	
SECTION	504	GRIEVANCE	PROCEDURES	FOR	PARENTS/GUARDIANS*	

	
The	Scituate	Public	Schools	will	make	every	attempt	to	resolve	disputes	internally	with	respect	
to	Section	504	compliance	for	students.		When	disputes	emerge,	these	grievance	procedures	
will	incorporate	due	process	standards	to	resolve	complaints	of	discrimination.			To	be	in	
compliance	Scituate	Public	Schools:	

1. Provides	written	assurance	of	nondiscrimination.	
2. Designates	a	504	Coordinator.		
3. Provides	grievance	procedures	to	resolve	complaints.		
4. Provides	notice	of	nondiscrimination	in	admission	or	access	to	its	programs	or	activities.		

Notice	is	included	in	student/parent	handbook.		
5. Identifies	and	locates	annually	all	qualified	children	with	disabilities	who	are	not	

receiving	a	public	education.		
6. Notifies	annually	persons	with	disabilities	and	their	parents	or	guardians	of	the	district’s	

responsibilities	under	Section	504.		
7. Provides	parents	or	guardians	with	procedural	safeguards.		
8. Conducts	a	self-evaluation	of	school	district	policies,	programs,	and	practices	to	make	

sure	discrimination	is	not	occurring.		
	
SCITUATE	PUBLIC	SCHOOLS	-	GRIEVANCE	PROCEDURES	
The	504	Coordinator,	on	request,	will	provide	a	copy	of	the	school’s	grievance	procedures	and	
investigate	all	complaints	in	accordance	with	these	procedures.	The	procedures	will	contain	a	
description	of	the	types	of	complaints	covered	by	the	grievance	procedures	and	a	description	of	
the	investigative	appeals	process.		The	person	who	believes	he/she	has	been	discriminated	
against	based	on	disability	shall	discuss	the	grievance	with,	and	give	the	completed	grievance	
form	to,	the	Section	504	Coordinator	who	shall,	in	turn,	investigate	and	reply	to	the	
complainant.	
	
PROCESS/TIMELINE	
Step	1:	
A	written	grievance	form	signed	by	the	complainant	shall	be	submitted	to	the	Section	504	
Coordinator.	The	Coordinator	shall	further	investigate	the	matters	of	grievance	and	
communicate		in	writing	to	the	complainant	within	10	(ten)	school		days.		In	cases	in	which	the	
investigation	extends	beyond	ten	days,	the	Coordinator	will	inform	the	complainant	about	the	
status	of	the	investigation	within	ten	(10)	school	days.	
	
Step	2:	
If	the	complainant	wishes	to	appeal	the	decision	of	the	Section	504	Coordinator,	he/she	may	
submit	a	signed	statement	of	appeal	to	the	Superintendent	of	Schools	within	10	school		days	



             

after	receipt	of	the	Coordinator's	response.	The	Coordinator	and	Superintendent	cannot	be	the	
same	individual.	The	Superintendent	shall	meet	with	all	parties	involved,	formulate	a	
conclusion,	and	use	reasonable	efforts	to	respond	in	writing	to	the	complainant	within	10	
business	days.	
	
Step	3:	
If	the	complainant	remains	unsatisfied,	he/she	may	appeal	to	the	Bureau	of	Special	Education	
Appeals	or	other	appropriate	state	agency	or	court.				
	
	
Federal	Complaint	Procedures	(Formal)	
The	complainant	may	file	a	complaint	with	the	Office	for	Civil	Rights	(OCR)	at	any	time	before,	
during,	or	after	the	local	grievance	procedures.	The	contact	information	for	the	regional	office	
is	as	follows:		
	

	
	

Office	for	Civil	Rights	
U.S.	Department	of	Health	and	Human	Services	

Government	Center	
J.F.	Kennedy	Federal	Building	-	Room	1875	

Boston,	MA	02203	
Customer	Response	Center:	(800)	368-1019	

Fax:	(202)	619-3818	
TDD:	(800)	537-7697	

Email:	ocrmail@hhs.gov	
	
Office	for	Civil	Rights	Complaint	Process	
An	individual	or	an	organization	may	file	a	complaint	with	the	regional	Office	for	Civil	Rights	
(OCR).	An	OCR	complaint	must	be	filed,	in	writing,	within	180	days	after	the	alleged	
discriminatory	act	or	from	the	time	the	person	becomes	aware	of	the	alleged	discriminatory	
act.	In	certain	cases,	OCR	will	consider	complaints	where	more	than	180	days	have	elapsed.		
Anyone	wishing	to	file	a	formal	complaint	with	OCR	should	submit	in	writing	the	following	
information	in	a	letter	or	on	the	Discrimination	Complaint	Form	available	from	OCR	regional	
offices:	

€ Name,	address,	and	phone	(a	daytime	telephone	number	is	helpful)	
€ A	general	description	of	the	person(s)	or	class	of	persons	injured	by	the	alleged	

discriminatory	act(s)	(names	of	the	injured	person(s)	are	not	required)	
€ The	name	and	location	of	the	agency	that	committed	the	alleged	discriminatory	act(s),	

as	well	as	the	name	of	the	―injured	person	
€ A	description	of	the	alleged	discriminatory	act(s)	in	sufficient	detail	to	enable	OCR	to	

understand	what	occurred,	when	it	occurred,	and	the	basis	for	the	alleged	
discrimination	(race,	sex,	color,	national	origin,	age,	or	disability)	

	



             

A	school	or	individual	may	not	retaliate	against	or	harass	any	person	who	has	made	a	
complaint,	testified,	assisted,	or	participated	in	any	manner	in	an	investigation.	
	
SUGGESTED	MEDIATION/DUE	PROCESS	PROCEDURES	
Mediation	
Mediation	is	not	required	under	Section	504,	but	should	be	considered	a	best	practice.	Most	of	
the	time,	parents	and	school	staff	agree	upon	issues	regarding	evaluation,	eligibility,	program,	
and	placement	of	students	with	disabilities.	However,	there	are	times	when	disagreement	
occurs.	
Conflict	is	often	inevitable,	but	it	need	not	produce	negative	results.	If	the	parent	and	school	
are	unable	to	resolve	a	conflict	concerning	a	student	with	a	disability,	then	mediation	is	an	
available	alternative	to	a	long	and	expensive	due	process	hearing.	The	mediator	is	a	neutral	
third	party	and,	therefore,	has	no	power	to	make	a	decision	regarding	the	dispute.	He	or	she	
will	listen	to	the	views	of	each	party	and	will	assist	the	parties	in	developing	their	solution	to	
the	problem.	The	mediator	has	been	trained	to	handle	Section	504	disputes.	
	
Mediation	is	completely	voluntary.	It	should	not	interfere	with	any	procedural	safeguards,	
including	filing	a	grievance	with	the	district	requesting	a	due	process	hearing	or	filing	a	
complaint	with	OCR.		
	
A	trained	mediator	works	with	both	parties	to	guide	them	toward	a	mutually	satisfactory	
solution	in	the	best	interest	of	the	student	and	in	compliance	with	Section	504	regulations.	This	
occurs	at	a	non-adversarial	meeting	that	is	more	structured	than	a	parent-school	conference,	
but	less	formal	than	a	due	process	hearing.	Parents	and	schools	are	encouraged	to	try	
mediation	before	relying	on	more	formal	procedures	such	as	the	grievance	procedures,	
complaints	to	OCR,	or	due	process	hearings.	
	
Due	Process	Hearing	
Due	process	is	defined	as	an	opportunity	to	resolve	a	dispute	between	parents	and	schools	over	
the	decisions	made	and/or	procedures	used	by	the	school	under	Section	504.	A	Section	504	due	
process	hearing	(CFR	104.36)	may	be	called	at	the	request	of	the	school	or	a	parent,	guardian,	
or	surrogate	parent	of	the	student.	It	is	required	that	parents	or	guardians	be	notified	of	their	
right	to	request	a	hearing	regarding	a	dispute	over	the	identification,	evaluation,	or	educational	
placement	of	a	student	with	disabilities	being	served	or	considered	for	Section	504.	
	
	
	
	
	
	
	
	
	
	
	
	
	



             

	
	
	
	
	
	 	 	

SCITUATE	PUBLIC	SCHOOLS	
SECTION	504	GRIEVANCE	PROCEDURES	PROTOCOL	

	
The	Scituate	Public	Schools	will	make	every	attempt	to	resolve	disputes	internally	with	respect	
to	Section	504	regulations	for	students.		These	grievance	procedures	will	incorporate	due	
process	standards	to	resolve	complaints	of	discrimination.			To	be	in	compliance	Scituate	Public	
Schools	will:	

1.	Provide	written	assurance	of	nondiscrimination.	
2.	Designate	a	504	Coordinator.		
3.	Provide	grievance	procedures	to	resolve	complaints.		
4.	Provide	notice	of	nondiscrimination	in	admission	or	access	to	its	programs	or	activities.	
Notice	must	be	included	in	student/parent	handbook.		
5.	Identify	and	locate	annually	all	qualified	children	with	disabilities	who	are	not	receiving	a	
public	education.		
6.	Notify	annually	persons	with	disabilities	and	their	parents	or	guardians	of	the	district’s	
responsibilities	under	Section	504.		
7.	Provide	parents	or	guardians	with	procedural	safeguards.		
8.	Conduct	a	self-evaluation	of	school	district	policies,	programs,	and	practices	to	make	sure	
discrimination	is	not	occurring.		

	
	
	
PROCEDURAL	SAFEGUARDS:	
The	Scituate	Public	Schools	will	provide	parents	or	guardians	with	procedural	safeguards:	
a.	Notice	of	their	rights	
b.	An	opportunity	to	review	relevant	records	
c.	An	impartial	hearing:	It	is	important	that	parents	or	guardians	be	notified	of	their	right	to	
request	a	hearing	regarding	the	identification,	evaluation,	or	educational	placement	of	
individuals	with	disabilities	and	to	be	represented	by	counsel.	[34	CFR	§	104.36]	
d.	Review	procedures:	Compliance	with	the	procedural	safeguards	under	the	IDEA	is	one	way	of	
meeting	these	requirements.	
	
The	following	is	information	and	suggested	procedures	for	implementing	Section	504	
procedural	requirements.	
	
Procedure	One:	Written	Assurance	(34	CFR,104(5)(a))	
Whenever	a	school	applies	for	State	or	federal	monies,	it	must	assure	that	it	does	not	
discriminate	on	the	basis	of	race,	sex,	color,	national	origin,	age,	or	disability	by	signing	



             

assurance	forms.	This	requirement	is	done	routinely	by	all	schools	when	they	complete	an	
application	for	funds.	
	
Procedure	Two:	Section	504	Coordinator	(34	CFR,104(7)(a))	
The	general	provisions	of	Section	504,	together	with	other	federal	nondiscrimination	laws,	
require	the	designation	of	a	person	to	coordinate	the	school’s	efforts	to	comply	with	these	
laws.	Suggestion	Section	504	Coordinator	responsibilities	and	activities	could	include	some	or	
all	of	the	following	suggested	responsibilities:	

€ Ensure	nondiscriminatory	educational	practices	
€ Establish	and	monitor	a	Section	504	referral/identification/review	process	
€ Maintain	data	on	Section	504	referrals	
€ Conduct	staff	and	parent	awareness	and	training	activities	concerning	Section	504	

requirements	
€ Implement	Section	504	grievance	procedures	for	the	school	
€ Monitor	the	local	Section	504	budget	
€ Consult	with	the	director	of	special	education	
€ Serve	as	a	liaison	with	the	State	Section	504	Coordinator	
€ Serve	as	the	liaison	with	the	regional	Office	for	Civil	Rights	

	
The	Section	504	Coordinator	could	be	someone	already	employed	by	the	school.	A	general	
education	administrator	or	school	counselor	who	is	knowledgeable	about	federal	laws	and	
regulations	would	be	preferred.	In	addition,	it	is	best	practice	for	each	school	to	designate	a	
Section	504	Representative	to	coordinate	the	school’s	Section	504	Coordinator.	A	member	of	
the	school’s	Section	504	Team	would	make	a	good	Section	504	Representative	for	the	school	
.	
Procedure	Three:	Grievance	Procedures	(34	CFR,104(7)(b))	General	Information	
If	any	person	believes	that	the	school	or	any	of	its	staff	or	schools	have	inadequately	applied	
the	regulations	of	Section	504	of	the	Rehabilitation	Act	of	1973,	he/she	may	initiate	a	grievance	
with	the	school’s	Section	504	Coordinator.	The	grievance	procedures	must	explicitly	state	and	
make	clear	to	the	individual(s)	involved	that	a	complaint	can	be	made	to	the	regional	office	of	
U.	S.	Department	of	Education’s	Office	for	Civil	Rights	(OCR)	without	going	through	the	
school’s	grievance	procedures.	The	grievance	procedures	are	meant	to	provide	for	a	prompt	
and	equitable	resolution	of	a	complaint.	
	
Scituate	Public	Schools	-	Grievance	Procedures	
The	504	Coordinator,	on	request,	will	provide	a	copy	of	the	school’s	grievance	procedure	and	
investigate	all	complaints	in	accordance	with	this	procedure.	The	procedure	must	contain	a	
description	of	the	types	of	complaints	covered	by	the	grievance	procedure	and	a	description	of	
the	investigative	appeals	process.	The	person	who	believes	he/she	has	been	discriminated	
against	based	on	disability	shall	discuss	the	grievance	with,	and	give	the	completed	grievance	
form	to,	the	Section	504	Coordinator	who	shall,	in	turn,	investigate	and	reply	to	the	
complainant.	
	



             

	
SUGGESTED	PROCESS/TIMELINE	
Step	1.	A	written	grievance	form	signed	by	the	complainant	shall	be	submitted	to	the	Section	
504	Coordinator.	The	Coordinator	shall	further	investigate	the	matters	of	grievance	and	reply	in	
writing	to	the	complainant	within	10	(ten)	business	days.*	
	
Step	2.	If	the	complainant	wishes	to	appeal	the	decision	of	the	Section	504	Coordinator,	he/she	
may	submit	a	signed	statement	of	appeal	to	the	Superintendent	of	Schools	within	10	business	
days*	after	receipt	of	the	Coordinator's	response.	The	Coordinator	and	Superintendent	cannot	
be	the	same	individual.	The	Superintendent	shall	meet	with	all	parties	involved,	formulate	a	
conclusion,	and	respond	in	writing	to	the	complainant	within	10	business	days.**	
	
Step	3.	If	the	complainant	remains	unsatisfied,	he/she	may	appeal	through	a	signed	written	
statement	to	the	local	board	of	education	within	10	business	days	of	his/her	receipt	of	the	
Superintendent's	response	in	Step	2.	In	an	attempt	to	resolve	the	grievance,	the	board	shall	
meet	with	the	concerned	parties	and	their	representative	within	40	days	of	the	receipt	of	such	
an	appeal.	A	copy	of	the	board's	disposition	of	the	appeal	shall	be	sent	to	each	concerned	party	
within	10	business	days	of	this	meeting.	
	
*These	are	suggested	grievance	timelines.	
	
**If	the	Superintendent	also	serves	as	the	Section	504	Coordinator,	the	appeal	must	go	to	
another	individual	or	the	school	board.	
	
Federal	Complaint	Procedures	(Formal)	
The	complainant	may	file	a	complaint	with	the	Office	for	Civil	Rights	(OCR)	at	any	time	before,	
during,	or	after	the	local	grievance	procedures.	The	contact	information	for	the	regional	office	
is	as	follows:		

U.S.	Department	of	Education	
Office	for	Civil	Rights	

400	Maryland	Avenue,	SW	
Washington,	D.C.	20202-1100	

(800)	421-3481,	TTD	(877)	521-2172	
	
Office	for	Civil	Rights	Complaint	Process	
An	individual	or	an	organization	may	file	a	complaint	with	the	regional	Office	for	Civil	Rights	
(OCR).	An	OCR	complaint	must	be	filed,	in	writing,	within	180	days	after	the	alleged	
discriminatory	act	or	from	the	time	the	person	becomes	aware	of	the	alleged	discriminatory	
act.	In	certain	cases,	OCR	will	consider	complaints	where	more	than	180	days	have	elapsed.	
Anyone	wishing	to	file	a	formal	complaint	with	OCR	should	submit	in	writing	the	following	
information	in	a	letter	or	on	the	Discrimination	Complaint	Form	available	from	OCR	regional	
offices:	
·	Name,	address,	and	phone	(a	daytime	telephone	number	is	helpful)	



             

·	A	general	description	of	the	person(s)	or	class	of	persons	injured	by	the	alleged	discriminatory	
act(s)	(names	of	the	injured	person(s)	are	not	required)	
·	The	name	and	location	of	the	agency	that	committed	the	alleged	discriminatory	act(s),	as	well	
as	the	name	of	the	―injured	person.	
·	A	description	of	the	alleged	discriminatory	act(s)	in	sufficient	detail	to	enable	OCR	to	
understand	what	occurred,	when	it	occurred,	and	the	basis	for	the	alleged	discrimination	(race,	
sex,	color,	national	origin,	age,	or	disability)	
	
A	school	or	individual	may	not	retaliate	against	or	harass	any	person	who	has	made	a	
complaint,	testified,	assisted,	or	participated	in	any	manner	in	an	investigation.	
	
SUGGESTED	MEDIATION/DUE	PROCESS	PROCEDURES	
Mediation	
Mediation	is	not	required	under	Section	504,	but	should	be	considered	a	best	practice.	Most	of	
the	time,	parents	and	school	staff	agree	upon	issues	regarding	evaluation,	eligibility,	program,	
and	placement	of	students	with	disabilities.	However,	there	are	times	when	disagreement	
occurs.	
Conflict	is	often	inevitable,	but	it	need	not	produce	negative	results.	If	the	parent	and	school	
are	unable	to	resolve	a	conflict	concerning	a	student	with	a	disability,	then	mediation	is	an	
available	alternative	to	a	long	and	expensive	due	process	hearing.	The	mediator	is	a	neutral	
third	party	and,	therefore,	has	no	power	to	make	a	decision	regarding	the	dispute.	He	or	she	
will	listen	to	the	views	of	each	party	and	will	assist	the	parties	in	developing	their	solution	to	
the	problem.	The	mediator	has	been	trained	to	handle	Section	504	disputes.	
	
Mediation	is	completely	voluntary.	It	should	not	interfere	with	any	procedural	safeguards,	
including	filing	a	grievance	with	the	district	requesting	a	due	process	hearing	or	filing	a	
complaint	with	OCR.	Mediation	costs	are	the	responsibility	of	the	school.	
	
A	trained	mediator	works	with	both	parties	to	guide	them	toward	a	mutually	satisfactory	
solution	in	the	best	interest	of	the	student	and	in	compliance	with	Section	504	regulations.	This	
occurs	at	a	non-adversarial	meeting	that	is	more	structured	than	a	parent-school	conference,	
but	less	formal	than	a	due	process	hearing.	Parents	and	schools	are	encouraged	to	try	
mediation	before	relying	on	more	formal	procedures	such	as	the	grievance	procedures,	
complaints	to	OCR,	or	due	process	hearings.	
	
Due	Process	Hearing	
Due	process	is	defined	as	an	opportunity	to	resolve	a	dispute	between	parents	and	schools	over	
the	decisions	made	and/or	procedures	used	by	the	school	under	Section	504.	A	Section	504	due	
process	hearing	(CFR	104.36)	may	be	called	at	the	request	of	the	school	or	a	parent,	guardian,	
or	surrogate	parent	of	the	student.	It	is	required	that	parents	or	guardians	be	notified	of	their	
right	to	request	a	hearing	regarding	a	dispute	over	the	identification,	evaluation,	or	educational	
placement	of	a	student	with	disabilities	being	served	or	considered	for	Section	504.	

	



             

As	a	parent	or	legal	guardian,	you	have	the	right	to:	

Receive	notice	regarding	the	identification,	evaluation	and/or	placement	of	your	child;	

Examine	relevant	records	pertaining	to	your	child;	

Request	an	impartial	hearing	with	respect	to	the	district’s	actions	regarding	the	
identification	evaluation,	or	placement	of	your	child,	with	an	opportunity	for	the	
parent/guardian	to	participate	in	the	hearing,	to	have	representation	by	an	attorney,	and	
have	a	review	procedure;	

File	a	complaint	with	your	school	District	Section	504	Coordinator,	who	will	investigate	the	
allegations	regarding	Section	504	matters	other	than	your	child’s	identification,	evaluation	
and	placement.	

File	a	complaint	with	the	appropriate	regional	Office	for	Civil	Rights.	For	additional	
information,	contact:	U.S.	Department	of	Education,	Washington,	D.C.	20202-1100	
(800)	421-3481,	www.ed.gov/ocr,	E-mail:	ocr@ed.gov	

	

	 	



             

	
	
	
	
	
	
	
	

SECTION	504	OF	THE	REHABILITATION	ACT	OF	1973	
REFERRAL	FORM	

	
SCHOOL	NAME:		
	
SCHOOL	ADDRESS	
	
SCHOOL	CONTACT	PERSON	AND	CONTACT	INFORMATION:				
	
DATE:		
	
	
	
STUDENT’S	NAME:			
	
STUDENT’S	ADDRESS:	 	 	 	 	 	 STUDENT’S	HOME	TELEPHONE	
NUMBER:			
	
	
STUDENT’S	DATE	OF	BIRTH:	 	 	 				 	 STUDENT’S	GENDER:		MALE__	FEMALE__	
	
STUDENT’S	CURRENT	GRADE:				 	 	 	 	 		EXPECTED	YEAR	OF	GRADUATION:			
	
	
STUDENT’S	PARENT/CAREGIVER(S):	 	 	 	 	 	
	
	
	
REASON	FOR	REFERRAL:		
	
	
	
PRE-REFERRAL	ACTIVITIES:	(CITE	SUPPORT	TEAM,	DATA	TEAM,	PRIOR	INTERVENTIONS):	
	
	
	
	
THE	OFFICE	FOR	CIVIL	RIGHTS	MANDATES	THAT	THE	FOLLOWING	DOCUMENTS	BE	PROVIDED	TO	
PARENT(S)/CAREGIVER(S)	BEFORE	AN	ELIGIBILITY	MEETING	IS	HELD.			 	
PARENT/STUDENT	SECTION	504	RIGHTS		 DATE	SENT:___________________________	
	
PARENT	NOTICE/MEETING	INVITATION	 DATE	SENT:	___________________________	
	
PROPOSED	ELIGIBILITY	MEETING	DATE/TIME/LOCATI	 ON:	_________________________	
	
	

PLEASE	SEND	COMPLETED	FORM	TO	DISTRICT	SECTION	504	COORDINATOR	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	



 
 
 
 
 
 
 
 

Scituate Public Schools 
606 Chief Justice Cushing Way 

Scituate, MA  02066 
(781) 545-8750 

 
 

Authorization for the Release of Confidential Information 
 

 
 

I give permission for the reciprocal exchange of medical and educational information regarding: 
 
 

_______________________________________________________________________________________________ 
(Student Name) 

 
between  

 
Scituate Public Schools 

 
and 

 
 

________________________________________________________ (Name) 

__________________________________________________ (Street Address) 

_________________________________________________ (City, State, Zip) 

_____________________________________________________ (Telephone) 

_________________________________________________________ (Email) 

 

Parent/Guardian Signature:  ____________________________________ Date: ______________________ 
 

 
 
 
 

 
 

 
This authorization for reciprocal release of information will expire in one year from date of parent/guardian signature. 

 
 



             

	
	
	
	

	
SECTION	504	ELIGIBILITY	

EDUCATIONAL	ASSESSMENT	PERMISSION	FORM	
	

DATE:		
	
STUDENT:		
	
As	part	of	the	Section	504	Accommodation	eligibility	process,	the	district	recommends	that	the	following	
assessments	be	conducted	and	considered	for	the	above-named	student.	
	

� Educational	Assessment	Teachers	(to	be	completed	by	classroom	teachers)	

� Medical	Assessment	–	attached	(to	be	completed	by	the	student’s	physician)	if	applicable	

Note:	It	the	parent/caregiver’s	responsibility	to	provide	the	Medical	Assessment	Form	to	the	physician	

and	submit	the	completed	form	to	the	district	contact	person	prior	to	the	Section	504	Eligibility	Meeting.	

� Academic	records,	relevant	test	scores,	classroom	teacher	input,	parental/caregiver	input	and	additional	

information	as	provided.	

� Other:	(specify)	________________________________________________________	

	
I	agree	to	the	assessments	listed	above	and	will	participate	in	the	Section	504	eligibility	meeting	for	my	student.	
	
_______________________________________	 	 _________________________________	
Parent/Caregiver	Signature	 	 	 	 Date	
	
	
	
Contact:		
	
	
Immediately	return	this	form	to	the	School	Contact	Person.			If	you	do	not	agree	that	the	proposed	assessments	be	
conducted	or	have	additional	information	to	be	submitted,	please	notify	the	school	contact	person	within	5	
business	days	of	the	date	of	this	letter.			
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	
	
	
	
	
	



             

School	District	Name:	 	Scituate	Public	Schools	 	 	 	 	 	 	 	
		School	District	Address:	606	Chief	Justice	Cushing	Hwy.	Scituate,	MA	02066	

	 	 	 	 	 	 	 	

Educational	Assessment:	Classroom	Teachers	
	

	
	

Student	Name:				 	 	 	 	 	 					 Grade:		
	

School	Personnel	&	Role:																																																																																													Date:		

CURRENT	TEACHER	ASSESSMENT:	
1. Describe	the	student’s	specific	abilities	in	relation	to	the	learning	standards	of	the	Massachusetts	
Curriculum	Frameworks	and										the	district	curriculum.		Attach	additional	information	(e.g.	work	
samples	and/or	observational	data)	to	support	your	response.	

	
	

	
2.			Does	the	student	appear	to	have	attention	difficulties?		 	NO					 	YES		If	YES,	please	explain.		

	
	
	
	
3.			Does	the	student	seem	to	participate	appropriately	in	classroom	activities?			 	YES					 	NO		If	
NO,	please	
						explain.	
	

	
	
	
4.		Do	the	student’s	communication	skills	seem	age-appropriate?			 	YES					 	NO		If	NO,	please	
explain.	
	

	
	
5.		Does	the	student’s	memory	appear	to	adversely	affect	learning?				 	NO					 	YES		If	YES,	please	
explain.		
	
	
6.		Are	the	student’s	interpersonal	skills	with	groups,	peers	and	adults	age-appropriate?				 	YES					 	
NO		If	NO,		
					please	explain.	
	
	
ADDITIONAL	INFORMATION	REQUESTED	–	IF	NOT	PREVIOUSLY	PROVIDED.	



             

	
7.		Does	the	student	require	additional	time	to	complete	in-class	assessments?		If	so,	how	much	and	
how	often?			
	
8.			Does	the	student	require	additional	time	for	long-term	assignments?	Does	the	student	
appropriately	break	long	term	assignments/projects	into	smaller	tasks	with	appropriate	time	limits?	
Is	organization	a	problem?	Please	explain.		
	
	
9.		How	has	the	student’s	attendance	been	in	your	classroom	to	date?	On	average,	how	often	do	they	
request	to	leave	your	class?	Where	do	they	go?		
	
10.	Has	there	been	any	parent/guardian	contact?						Yes	/	No	(please	circle	one)	
	
11.	Number	of	days	spent	after	school	for	extra	help:	_______________________________________	

	

Please	comment	on	any	changes	(positive	or	negative)	concerning	this	student.	
	

	

	

	

	

What	interventions/accommodations	have	you	used	or	would	be	helpful	for	this	student?	

	

	

	

	

	

	

Additional	comments:	
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COMMONWEALTH OF MASSACHUSETTS 

DEPARTMENT OF EDUCATION – DIVISION OF SPECIAL EDUCATION 
Medical	Assessment	

M.G.L.c.71B, Chapter 766 Regulations, Paragraph 320.2(b)(i) 
	

	
TO:	Scituate	Public	Schools.		606	Chief	Justice	Cushing	Hwy.	Scituate,	MA	02066	
	 	 (City,	Town,	or	Regional	School	District)	

	
FROM:		Child’s	Physician	or	School	Physician	

	
DIRECTIONS:		This	form	should	be	completed	and	signed	by	a	physician.		It	may	be	used	

as	a	comprehensive	report	of	relevant	findings	or	as	the	cover	sheet	for	an	attached	

narrative	medical	report.		It	should	be	returned	

	
To:			 	 	 	 	 	by:		____________________________________________________	

								 									(School	Contact	Person)	 	 							(Date)	
	

Student’s	Name:		_____________________		Tel.#_____________________	
	

	
Address:	_____________________________________________________________________________________	

																			 	(Street		 	 	 City/Town	 	 	 State	 	 Zip	Code)	
	

Physician’s	Name:			 	 	 	 	 	Tel.#:			 	 	 	 	 	 	
	

Address:			 	 	 	 	 	 	 	 	 	 	 	 	
																															(Street																																												City/Town																																									State																			Zip	Code)	
	

DATE	OF	EXAMINATION:			 	 	 	
	

Check	One:		_____Primary	Care	_____Consultant		_____School	Physician		_____Other	

If	a	consultant,	please	specify	specialty:			 	 	 	 	 	 	
	

1. Are	there	aspects	of	this	student’s	health-related	history	that	have	a	bearing	on	his/her	educational	needs?	
__Yes	___No	___Possibly									 	 	 	Please	describe.	___See	Below	___See	Narrative	

	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	

2. Are	there	findings	on	this	student’s	standard	physical	examination	that	might	affect	educational	planning?																									
						 	__Yes	___No	___Possibly									 	 	 		 Please	describe.	___See	Below	___See	
Narrative	



             

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	

3. Are	there	specific	neurological,	sensory	or	other	handicapping	conditions	noted?	
Please	describe,	and	if	possible,	note	how	these	may	affect	educational	planning?	

							 	__Yes	___No	___Possibly									 	 	 	 	Please	describe.	___See	Below	___See	
Narrative	
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4.		Is	the	student	receiving	any	medications	and/or	other	therapies	that	might	affect	educational	planning?																																		

						 					__Yes	___No	___Possibly									 	 	 		 Please	describe.	___See	Below	___See	
Narrative	

								

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	

5. Are	there	any	educationally	relevant	developmental	findings	resulting	from	your	examination?	
						 							__Yes	___No	___Possibly									 	 	 Please	describe.	___See	Below	___See	Narrative	

	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	

6. Do	you	have	any	general	observations	or	knowledge	of	this	student	that	might	be	helpful?	
															__Yes	___No	___Possibly									 	 	 Please	describe.	___See	Below	___See	Narrative	

	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	

7. Do	you	have	any	recommendations	or	suggestions	for	this	student’s	educational	plan?		Please	include	any	
limitations	or	constraints	on	participation	in	various	school	activities.	

															__Yes	___No	___Possibly									 	 	 Please	describe.	___See	Below	___See	Narrative	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	



             

8. Can	this	student	participate	in	the	regular	physical	education	program?	

						___	Yes	___	No	___	Possibly							

If	not,	what	modifications	would	you	recommend?							___	See	Below	___	See	Narrative	

	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	

9. Do	you	feel	it	would	be	important	for	you	to	attend	the	evaluation	TEAM	meeting?		Can	you	suggest	any	times	that	
are	most	convenient	for	you?	

							___	Yes	___	No	___	Possibly						Days		 	 	 	 	Times		 	 	 	 	

	

It	may	not	be	possible	to	conduct	the	meeting	at	these	times.		If	it	is	not	possible	for	you	to	attend	who	will	serve	as	
your	designee?	

Name:			 	 	 	 	 	 	 	

	

10. Do	you	wish	to	have	a	copy	of	this	student’s	educational	plan	for	your	records?	___Yes___No	
	

_____________________________________________________________________________________________		

		(Signature)		 	 	 	 	 	 	 (Date)	 	 																																										

Rev.	9/91	

	

	 	



             

	
	
	
	
	

	
SECTION	504	MEETING	INVITATION	–	REVIEW	

	
	
	
DATE	
	
PARENT/CAREGIVER	
ADDRESS	
	
	
RE:		STUDENT’S	NAME		
	
Dear	Parent/Caregiver:	
	
Section	504	of	the	Rehabilitation	Act	of	1973	is	a	federal	statute	that	prohibits	discrimination	
based	upon	a	disability.		Section	504	ensures	that	eligible	disabled	students	receive	
opportunities	and	benefits	and	have	equal	access	to	facilities	in	the	same	manner	as	their	
nondisabled	peers.	School	districts	must	provide	an	appropriate	education	for	each	disabled	
student	with	reasonable	accommodations	that	allow	access	to	the	benefits	of	public	education.		
Students	who	are	protected	under	Section	504	must	be	determined	to	have	a	physical	or	
mental	impairment	that	substantially	limits	one	or	more	major	life	activity;	have	a	record	of	
such	an	impairment;	or	be	regarded	as	having	an	impairment.		Eligibility	for	a	Section	504	
Accommodation	Plan	is	determined	using	a	3-pronged	approach	that	considers	if	the	student:	
(1)	has	a	physical	or	mental	impairment;	(2)	that	substantially	limits;	(3)	a	major	life	activity.		In	
order	to	be	considered	disabled	under	Section	504,	all	three	prongs	need	to	accurately	reflect	
the	student	within	the	school	setting,	and	eligibility	for	accommodations	under	Section	504	is	
determined	by	a	Team	of	people	with	knowledge	about	the	student.	
	
It	is	recommended	that	Section	504	plans	are	reviewed	annually	and	we	would	ask	that	you	
participate	as	part	of	the	annual	review	meeting.		The	meeting	details	are	listed	below.		If	the	
suggested	meeting	time	is	not	convenient,	we	will	set	a	more	convenient	time.		Please	call	the	
listed	contact	person	to	request	another	meeting	time.		You	may	invite	other	individuals	to	
attend	who	have	knowledge	or	special	expertise	regarding	this	student.		We	request	that	you	
inform	us	in	advance	of	the	meeting	if	you	plan	to	invite	other	individual(s)	to	join	us.		Again,	
please	call	the	listed	contact	person	with	this	information.	
	
SECTION	504	REVIEW	MEETING	DETAILS:	
	
Meeting	Date:	_________________		 	Time:	__________	 Location:		___________________	
	
	
	
	



             

	
I	have	also	enclosed	a	Parent/Student	Rights	under	Section	504	for	your	reference.		If	you	
have	any	questions	or	concerns	about	this	process,	please	do	not	hesitate	to	contact	us	at	
any	time.		We	look	forward	to	working	cooperatively	with	you	on	behalf	of	this	student.	
	
Sincerely,	
	
	
SCHOOL	CONTACT	PERSON	
SCHOOL	CONTACT	INFORMATION	
	
Enclosures:	 	Parent/Student	Rights	under	Section	504	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	

	

	 	



             

	 	
	
	
	
	
	

SECTION	504	MEETING	INVITATION	-	REEVALUATION	
	
	

	
DATE	
	
RE:		STUDENT’S	NAME		
	
Dear	Parent/Caregiver:	
	
Section	504	of	the	Rehabilitation	Act	of	1973	is	a	federal	statute	that	prohibits	discrimination	
based	upon	a	disability.		Section	504	ensures	that	eligible	disabled	students	receive	
opportunities	and	benefits	and	have	equal	access	to	facilities	in	the	same	manner	as	their	
nondisabled	peers.	School	districts	must	provide	an	appropriate	education	for	each	disabled	
student	with	reasonable	accommodations	that	allow	access	to	the	benefits	of	public	education.		
Students	who	are	protected	under	Section	504	must	be	determined	to	have	a	physical	or	
mental	impairment	that	substantially	limits	one	or	more	major	life	activity;	have	a	record	of	
such	an	impairment;	or	be	regarded	as	having	an	impairment.		Eligibility	for	a	Section	504	
Accommodation	Plan	is	determined	using	a	3-pronged	approach	that	considers	if	the	student:	
(1)	has	a	physical	or	mental	impairment;	(2)	that	substantially	limits;	(3)	a	major	life	activity.		In	
order	to	be	considered	disabled	under	Section	504,	all	three	prongs	need	to	accurately	reflect	
the	student	within	the	school	setting,	and	eligibility	for	accommodations	under	Section	504	is	
determined	by	a	Team	of	people	with	knowledge	about	the	student.	
	
Students	with	Section	504	Plans	should	be	evaluated	every	three	years.		Eligibility	for	
accommodations	under	Section	504	is	determined	by	a	team	of	people	with	knowledge	about	
the	student.		Eligibility	team	members	may	include	the	student’s:	School	Counselor,	Principal,	
Classroom	Teachers,	Parent/Caregiver,	student,	and	other	support	personnel.		In	addition,	the	
district	recommends	that	assessments	be	conducted	and	considered	for	Section	504	eligibility.		
Please	complete	and	return	the	enclosed	Educational	Assessment	Permission	Form	to	the	
School	Contact	person	upon	receipt	of	this	letter.	
	
In	addition,	the	Section	504	eligibility	team	would	ask	that	you	participate	as	part	of	the	
eligibility	team.		The	meeting	details	are	listed	below.		If	the	suggested	meeting	time	is	not	
convenient,	we	will	set	a	more	convenient	time.		Please	call	the	listed	contact	person	to	request	
another	meeting	time.		You	may	invite	other	individuals	to	attend	who	have	knowledge	or	
special	expertise	regarding	this	student.		We	request	that	you	inform	us	in	advance	of	the	
meeting	if	you	plan	to	invite	other	individual(s)	to	join	us.		Again,	please	call	the	listed	contact	
person	with	this	information.	
	
	
	



             

	
SECTION	504	REEVALUATION	MEETING	DETAILS:	
Meeting	Date:	_________________		 	Time:	__________	 Location:		___________________	
	
I	have	also	enclosed	a	Parent/Student	Rights	under	Section	504	for	your	reference.		If	you	
have	any	questions	or	concerns	about	this	process,	please	do	not	hesitate	to	contact	us	at	
any	time.		We	look	forward	to	working	cooperatively	with	you	on	behalf	of	this	student.	
	
Sincerely,	
	
	
	
SCHOOL	CONTACT	PERSON:	
SCHOOL	CONTACT	INFORMATION	
	
Enclosures:	 Educational	Assessment	Permission	Form	
	 	 Medical	Assessment	Form	(if	needed)																							

Parent/Student	Rights	under	Section	504	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	
intolerance,	including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	

religion,	homeless	status	or	disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	
that	insults	the	dignity	of	others	and	interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	

	
	 	



             

	
	
	
	

	
	

	
SECTION	504	OF	THE	REHABILITIATION	ACT	OF	1973	

ATTENDANCE	SHEET	
	
SCHOOL	NAME:	
	
SCHOOL	ADDRESS:	
	
SCHOOL	CONTACT	PERSON	AND	CONTACT	INFORMATION:			
	
DATE:	
	
	
	
STUDENT’S	NAME:	 	 	 STUDENT’S	SASID	#:	 	 STUDENT’S	DATE	OF	BIRTH:				 	
	
	
PURPOSE	OF	MEETING:		Check	all	that	apply:	
	
____	Eligibility	Determination		 ______	Annual	Review				___	Reevaluation		___	Other	(Specify)	__________________	
	
Print	Names	of	Team	Members	 Print	Roles	of	Team	Members	 Initial	if	in	Attendance	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	



             

SCITUATE	PUBLIC	SCHOOLS	
SECTION	504	MEETING	NOTES	

	

Student	Name:			 		 	 Today’s	Date:			

	
Agenda	

1. Confidentiality	
	

2. Introductions	&	Attendance	
	

3. Purpose:		Section	504	of	the	Rehabilitation	Act	of	1973	is	designed	to	prohibit	
discrimination	based	on	disability	in	any	program	or	activity	receiving	federal	money.	
This	statute	obligates	public	schools	to	provide	equal	access	and	equal	opportunity	to	
otherwise	qualified	persons	with	disabilities.	For	a	student	to	be	eligible	for	a	504	plan,	
the	student	must	meet	all	three	of	the	following	criteria.	It	must	be	because	of	this	
disability	that	the	student	is	unable	to	gain	equal	access	and	benefit	from	school	
programs	and	services.	

• A	physical	or	mental	impairment	(has	a	history	of	having	a	physical	or	mental	
impairment)	

• That	substantially	limits	
• One	or	more	major	life	activities	

	
4. Concerns/Evaluative	Data	

a. The	team	will	determine	if	the	area(s)	of	concern	impact(s)	the	student’s	ability	
to	access	the	curriculum	and	related	educational	opportunities.	

b. The	team	will	determine	the	student’s	eligibility	for	a	Section	504	Plan	
	

5. Eligibility	Determination	
• If	No	–	document	rationale	
• If	Yes	–	identify	Reasonable	Accommodations	

	
6. Section	504	Team	will	document	outcome	and	provide	copy	of	notes	to	

parents/caregivers.		
	
	
	
	 	



             

	
TEAM	DISCUSSION:	

	
Area(s)	of	Concern:	 	

	
	
	

	

Summary	of	
parent(s)/caregiver(s)	
concerns/comments:	

	
	
	
	
	
		
	

	

*Summary	of	formal	
performance	and	
evaluative	data	
reviewed:	

	

	

Additional	
Information:	

	
	
	
	
	

	
	
	

	

*What	is	the	nature,	severity,	and	duration	of	the	impairment?	Will	the	impact	negatively	affect	the	student’s	status,	
academically,	socially,	emotionally	or	behaviorally?	Does	the	impairment	result	in	the	student	not	achieving	near	expected	
levels?	If	so,	in	what	way(s)?	How	has	the	student	responded	to	any	prior	interventions?	Does	the	student	consistently	need	
significant	changes	made	to	the	curriculum	and/or	physical	school	environment?	Is	there	a	pattern	of	absences?	What	evidence	
is	demonstrated	by	the	student	that	limitations	resulting	from	the	impairment	impact	activities	that	are	centrally	important	to	
his	or	her	life	experience?	
	



             

*************************************************************************************	

Eligibility	Statement	-	Based	on	the	eligibility	team’s	findings	answer	the	following	questions.	

	

1.			Does	the	student	have	an	impairment	that	substantially	limits	one	or	more	life	activities?				

No:______																									Yes:______	

If	“Yes”	which	of	the	following	major	life	activity	(ies)	is/are	being	substantially	limited	by	the	
impairment?	
	

	 Learning	 	 Walking	

	 Reading	 	 Concentrating	

	 Seeing	 	 Speaking	

	 Hearing	 	 Working	

	 Thinking	 	 Breathing	

	 Caring	for	self	 	 Communication	

	 Eating	 	 Bending	

	 Sleeping	 	 Standing	

	 Lifting	 	 Performing	Manual	
Tasks	

	 Operation	of	major	
bodily	function	

	 	

	
2.			Does	the	impairment	impact	the	student’s	ability	to	receive	equal	access	and	benefit	from	school	
programs	and	services?			

No:______	 Yes:________	
	

If	the	eligibility	team	
answered	“No”	
complete	this	eligibility	
meeting	by	
documenting	the	
team’s	rationale	in	the	
space	provided.	

		
	
	
	
	

	

	



             

♦ If	the	eligibility	team	answered	“Yes”	to	question	1	and	2	and	the	team	identified	a	major	life	
activity	that	is	substantially	limited	by	this	condition,	the	student	is	eligible	for	a	504	
accommodation	plan.		The	eligibility	team	is	to	proceed	in	writing	the	plan.	
	

	

Section	504	Accommodation	Plan	–	Accommodations	

	

Specific	
accommodations	
and	staff	who	are	
responsible	for	
implementing	
them:	

		
	
	
	
	

Student	
Responsibilities:	

	

Parent/Caregiver	
Responsibilities:	

	

Other	
accommodations	or	
related	services	
that	will	be	
provided	the	
student	and	
individuals	for	
arranging	and/or	
providing	them	(if	
applicable):	
	

	

	

Date	for	Section	504	Annual	Review:			

Date	for	Section	504	Re-Evaluation:			

	

	 	



             

SCITUATE	PUBLIC	SCHOOLS	
SECTION	504	MEETING	NOTES	

MEETING	NOTES	FOR	ANNUAL	REVIEWS	
	
	

Student	Name:	 	 	Today’s	Date:			

	
	
Agenda	

1. Confidentiality	
	

2. Introductions	&	Attendance	
	

3. Purpose:		Section	504	of	the	Rehabilitation	Act	of	1973	is	designed	to	prohibit	
discrimination	based	on	disability	in	any	program	or	activity	receiving	federal	money.	
This	statute	obligates	public	schools	to	provide	equal	access	and	equal	opportunity	to	
otherwise	qualified	persons	with	disabilities.	For	a	student	to	be	eligible	for	a	504	plan,	
the	student	must	meet	all	three	of	the	following	criteria.	It	must	be	because	of	this	
disability	that	the	student	is	unable	to	gain	equal	access	and	benefit	from	school	
programs	and	services.	

• A	physical	or	mental	impairment	(has	a	history	of	having	a	physical	or	mental	
impairment)	

• That	substantially	limits	
• One	or	more	major	life	activities	

	
4. Concerns/Evaluative	Data	

a. Team	will	review	area(s)	of	concern,	parent	comments/concerns,	additional	
evaluative	data.	

b. Team	will	determine	if	changes	to	plan	are	warranted.	
	

5. Section	504	Team	will	document	outcome	and	provide	copy	of	notes	to	
parents/caregivers.	
	

TEAM	DISCUSSION:	
	
Area(s)	of	Concern:	 	

	
	
	

	

Summary	of	
parent(s)/caregiver(s)	
concerns/comments:	

	
	
	



             

	
	
		
	

	

*Summary	of	formal	
performance	and	
evaluative	data	
reviewed:	

	

	

Additional	
Information:	

	
	
	
	
	

	
	
	

	

As	a	result	of	the	meeting,	will	changes	be	made	to	the	current	Section	504	plan?		Yes	____			No____	

	

If	yes,	please	list	the	specific	accommodations	and	the	staff	who	are	responsible	for	implementing	them:	

1. Staff	responsibilities:	

	

2. Student	responsibilities:	

	
3. Parent/guardian	responsibilities:	

	

4. Other	accommodations	that	will	be	provided	to	the	student	and	the	name(s)	of	the	individuals	

responsible	for	arranging	and/or	providing	them:	

	
Date	for	Section	504	Annual	Review:			

Date	for	Section	504	Re-Evaluation:			

	
*What	is	the	nature,	severity,	and	duration	of	the	impairment?	Will	the	impact	negatively	affect	the	student’s	status,	
academically,	socially,	emotionally	or	behaviorally?	Does	the	impairment	result	in	the	student	not	achieving	near	expected	
levels?	If	so,	in	what	way(s)?	How	has	the	student	responded	to	any	prior	interventions?	Does	the	student	consistently	need	
significant	changes	made	to	the	curriculum	and/or	physical	school	environment?	Is	there	a	pattern	of	absences?	What	evidence	
is	demonstrated	by	the	student	that	limitations	resulting	from	the	impairment	impact	activities	that	are	centrally	important	to	
his	or	her	life	experience?	



Section 504 Accommodation Plan

Scituate Public Schools

Effective date: 

606 Chief Justice Highway - Scituate, MA 02066

Summary of meeting to discuss student's disability and request accommodation(s):

Address:

Name: 

Date of birth: 

School: 

Parents/Guardians:

Phone:

ID:  

Grade: 

YOG: 

Meeting date:

Participants in meeting:

How does disability affect one or more of student's life activities in school?

Student's disability: Health

Parent/guardian and/or student concerns:

Type

List of evaluations: 
Date

Other

Description

Student history and any evaluative data considered at meeting:

Accommodations to be provided with responsible personnel noted and implementation dates:

Page 1



Section 504 Accommodation Plan

Scituate Public Schools

Effective date: 

606 Chief Justice Highway - Scituate, MA 02066

Signature of Parent, Guardian, or Student (if 18 years or older)

Signature of Principal or Designee

Date

Date

If the parent(s), guardian(s), or student (if 18 years or older) disagrees with the identification of the student's
disability, the evaluative data, or the accommodations to be provided, a grievance may be filed in conformance with
the District's Grievance Procedure.

Page 2



             

	
	
	
	 	 	

SCITUATE	PUBLIC	SCHOOLS	
SECTION	504	LETTER	OF	NO	FINDING	

	
	
Date	
	
Parent/Guardian	
Address			
	
Section	504	Eligibility	Meeting:		_____________________________	
	
Dear	Parent/Caregiver:	
	
The	Section	504	Team	met	today	to	discuss	_________________’s	eligibility	for	a	Section	504	
Accommodation	Plan.	
	
In	order	to	qualify	for	a	Section	504	Accommodation	Plan,	there	would	need	to	be	an	indication	of	a	
disability	and	this	disability	would	have	to	have	a	significant	impact	on	a	major	life	activity.		Although	
previous	documentation	(list	assessments	here!),	indicates	that	________	has	a	____________	(list	
impairment	here!),	teacher	reports,	current	grades,	attendance	history	and	_________	(list	other	
evaluative	data	here!)	indicate	that	it	is	not	having	a	significant	impact	on	a	major	life	activity	at	this	
time.		The	Section	504	team	does	not	feel	_____	meets	the	criteria	to	receive	accommodations	through	
a	Section	504	plan.	
	
As	you	know,	_____’s	teachers	have	been	working	with	him/her	on	____________.		These	interventions	
will	continue	to	be	monitored	through	our	Student	Support	Team.		
	
Should	his/her	_________	become	an	issue	in	the	future,	please	contact	me.	
	
Sincerely,	
	
	
School	Contact	Person	
	
CC:			 Building	Principal	
	 Section	504	District	Coordinator	
	
	

	 The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	
intolerance,	including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	
status	or	disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	

and	interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	



             

	
	
	

	
SCITUATE	PUBLIC	SCHOOLS	

Section	504	Accommodation	Plan	
	

MANIFESTATION	DETERMINATION	
	

Within	ten	(10)	days	of	any	decision	to	change	the	placement	of	a	student	with	a	disability	
because	of	a	violation	of	a	code	of	student	conduct,	Scituate	Public	Schools,	parents	and	
relevant	members	of	the	Section	504	team	shall	review	all	relevant	information	in	the	student	
file,	including	the	student’s	Section	504,	teacher	observations	and	relevant	information	
provided	by	the	parents	to	determine	if	conduct	was:	
	

• Caused	by	or	was	in	direct	and	substantial	relationship	to	the	student’s	disability;	or	
• A	direct	result	of	Scituate’s	failure	to	implement	the	504	

	
Student	name:		 	 	 	 	 	Date	of	Violation:		 	 	 	
	
School:		 	 	 	 	 	 	Grade:		 	 	 	 	
	
Type	of	Violation:		 	 	 	 	 	 	 	 	 	 	
	
Date	of	Manifestation	Determination:		 	 	 	 	 	 	 	
	
Date	Student’s	file	was	reviewed:		 	 	 	 	 	 	 	 	
	
Review	Team	members:		(Refer	to	Attendance	Sheet)	
	
Discussion:	

1. Was	the	conduct	caused	by	or	in	direct	and	substantial	relationship	to	the	student’s	
disability?		

	
Evidence:			

	
	
	
	
Was	the	conduct	caused	by	or	in	direct	and	substantial	relationship	to	the	student’s	

disability?	 	 �Yes	 	 �No	



             

Manifestation	Determination	
Page	2	
	
	
Discussion:	

2. Was	the	conduct	caused	by	Scituate’s	failure	to	implement	the	Section	504	Plan?	
	
							 Evidence:	
	
	
	
	
Was	the	conduct	caused	by	Scituate’s	failure	to	implement	the	Section	504	Plan?	 	

	 	 	 �Yes	 	 �No	
	
The	behavior:						was		 was	not	 (circle	one)				a	manifestation	of	the	disability.	
	
The	student	may	be	removed	to	an	alternative	educational	setting	for	no	more	than	forty-five	
(45)	school	days	if	the	behavior	was	not	a	manifestation	of	the	disability.	
	
If	the	team	determines	that	the	conduct	is	a	manifestation	of	the	disability,	the	504	team	shall:	
	

• Conduct	a	functional	behavioral	assessment	
	
	 Evaluator:	 	 	 	 	 	 	 	 	 	

	 Date	to	be	completed:	 	 	 	 	 	 	 	
	

• Review	an	existing	plan	and	modify	it	to	address	the	behavior	
	
	 Evaluator:		 	 	 	 	 	 	 	 	 	

	 Date	to	be	completed:	 	 	 	 	 	 	 	
	
The	student	is	returned	to	the	placement	from	which	he/she	was	removed.	
	
	
Manifestation	determination	participants:		(See	attendance	sheet)	
	
	
cc:			 Parents/Guardian	
	 Student	file	
	 	



             

	
	

	
SCITUATE	PUBLIC	SCHOOLS	

	
Section	504		

MANIFESTATION	DETERMINATION	
	

Within	ten	(10)	days	of	any	decision	to	change	the	placement	of	a	student	with	a	disability	
because	of	a	violation	of	a	code	of	student	conduct,	Scituate	Public	Schools,	parents	and	
relevant	members	of	the	Section	504	team	shall	review	all	relevant	information	in	the	student	
file,	including	the	student’s	Section	504,	teacher	observations	and	relevant	information	
provided	by	the	parents	to	determine	if	conduct	was:	
	

• Caused	by	or		in	direct	and	substantial	relationship	to	the	student’s	disability;	or	
• A	direct	result	of	Scituate’s	failure	to	implement	the	504	Accommodation	Plan	

	
Student	name:		 	 	 	 	 	 	Date	of	Violation:		 ______	
	
School:		 	 	 	 	 	 	Grade:		 	 	 	 	
	
	

Manifestation	Determination	Attendance	Sheet	
	

	
Name	 	 	 	 	 Role	 	 	 	 	 Signature	
	
_______________________________________________________________________		
	
_______________________________________________________________________		
	
_______________________________________________________________________		
	
_______________________________________________________________________		
	
_______________________________________________________________________		
	
_______________________________________________________________________		
	
_______________________________________________________________________		
	
	 	



             

	
	
	
	

Scituate	Public	Schools	
Section	504	Plan	Termination	Form	

	
Student	Name:	____________________________________Grade:		_______________________		
	
Date:		__________________________	 School:	___________________________________	
	
In	the	space	below,	briefly	describe	the	reason	for	terminating	the	student’s	504	plan,	
referencing	the	three	qualifying	criteria	listed	below.	
	
•  A	physical	or	mental	impairment	
•  That	substantially	limits	
•  One	or	more	major	life	activities	
	
	
	
	
	
The	 following	 eligibility	 team	 has	 determined	 that	 the	 504-accommodation	 plan	 currently	 in	
place	for	the	above	named	student	is	no	longer	needed.	(Please	have	the	building	principal	or	
building	504	Coordinator	or	designee	sign	off	on	each	Section	504	Termination	Form.)	
	
Signatures,	titles,	date	of	participants:	
	
	 	 	
Signature,	Title,	and	Date	 	 	 						Signature,	Title,	and	Date	
	
	 	 	
Signature,	Title	and	Date	 	 	 					Signature,	Title	and	Date					
	
Building	principal,	building	504	coordinator		
or	designee	signature		 	
	 	 	 	 	 	 					Signature,	Title	and	Date	
	
cc:		District	Section	504	Coordinator	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	
	



             

	
	
	
	
	
	
	 	 	 	 	 	 	 	 	 	

	
	

DATE	
	
RE:		Section	504	Accommodation	Plan	for	STUDENT	NAME	
	
Dear	Parent/Guardian:	
	
As	we	look	to	the	close	of	your	student’s	senior	year,	it	is	important	to	let	you	know	that	his/her	Section	
504	Accommodation	plan	will	terminate	upon	his/her	graduation	from	Scituate	High	School.		
	
If	your	student	is	planning	to	attend	an	institution	of	higher	education	and	is	seeking	accommodations	
at	the	post-secondary	level,	it	is	important	for	him/her	to	make	contact	with	the	school	to	see	what	
options	may	be	available.		If	you	have	any	questions	about	this,	please	do	not	hesitate	to	contact	me	
directly.	
	
We	wish	you	and	your	family	best	wishes	for	a	healthy	and	happy	spring.	
	
	
Sincerely	yours,	
	
	
Tammy	A.	Rundle	
Department	Chair,	School	Counseling	Services,	K-12	
District	Section	504		
Scituate	Public	Schools	
	
	
cc:			 School	Counselor	
	 Student	file	
	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	

	
	 	



             

	
	
	
	
	
	
Date			
	
RE:		Section	504	Accommodation	Plan	for	STUDENT	NAME	
	
Dear	Parent/Guardian:	

As	your	child	makes	the	transition	to	the	NEW	SCHOOL	for	the	upcoming	academic	year,	it	is	important	to	inform	
you	of	the	policies	and	procedures	for	students	on	Section	504	Accommodation	Plans	who	enter	a	new	school.		
Section	504	Plans	are	building	specific	and	they	must	be	updated	as	students	progress	to	a	new	school	setting.		
Therefore,	a	Section	504	meeting	will	be	scheduled	in	the	fall	with	your	student’s	new	504	team	in	order	to	offer	
reasonable	accommodations	that	may	be	provided	in	the	new	school	setting.			

As	you	know,	Section	504	of	the	Rehabilitation	Act	of	1973	is	a	federal	statute	that	prohibits	discrimination	based	
upon	a	disability.		Section	504	ensures	that	eligible	disabled	students	receive	opportunities	and	benefits	and	have	
equal	access	to	facilities	in	the	same	manner	as	their	nondisabled	peers.		School	districts	must	provide	an	
appropriate	education	for	each	disabled	student	with	reasonable	accommodations	that	allow	access	to	the	
benefits	of	public	education.		Students	who	are	protected	under	Section	504	must	be	determined	to	have	a	
physical	or	mental	impairment	that	substantially	limits	one	or	more	major	life	activity;	have	a	record	of	such	an	
impairment;	or	be	regarded	as	having	an	impairment.		Eligibility	for	a	Section	504	Accommodation	Plan	is	
determined	using	a	3-pronged	approach	that	considers	if	the	student:	(1)	has	a	physical	or	mental	impairment;	(2)	
that	substantially	limits;	(3)	a	major	life	activity.		In	order	to	be	considered	disabled	under	Section	504,	all	three	
prongs	need	to	accurately	reflect	the	student	within	the	school	setting,	and	eligibility	for	accommodations	under	
Section	504	is	determined	by	a	Team	of	people	with	knowledge	about	the	student.	
	
Your	student’s	assigned	School	Counselor,	who	will	chair	the	Section	504	Eligibility	meeting,	will	contact	you	after	
the	start	of	the	school	year	to	schedule	this	meeting.		Although	your	attendance	and	input	at	this	meeting	is	
voluntary,	I	hope	that	you	will	partake	in	the	process.		Please	feel	free	to	contact	me	directly	at	781-545-8750	x370	
if	you	have	any	further	questions	or	concerns.			
	
Sincerely	yours,	
	
	
Tammy	A.	Rundle	
Department	Chair,	School	Counseling	Services,	PK-12	
District	Section	504	Coordinator	
Scituate	Public	Schools	
	
	

The	Scituate	Public	Schools	have	a	commitment	to	maintaining	an	educational	environment	and	workplace	where	bigotry	and	intolerance,	
including	discrimination	on	the	basis	of	race,	color,	national	origin,	age,	sex,	sexual	orientation,	gender	identity,	religion,	homeless	status	or	
disability	are	not	tolerated	and	where	any	form	of	intimidation,	threat,	coercion	and/or	harassment	that	insults	the	dignity	of	others	and	

interferes	with	their	freedom	to	learn	or	work	is	unacceptable.	
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File: AC - NONDISCRIMINATION POLICY

The Scituate Public Schools have a commitment to maintaining an educational environment and workplace
where bigotry and intolerance, including discrimination on the basis of race, color, national origin, sex, sexual
orientation, religious beliefs, disability or age are not tolerated and where any form of intimidation, threat,
coercion and/or harassment that insults the dignity of others and interferes with their freedom to learn or work is
unacceptable.

The Scituate Public Schools strictly enforce a prohibition against harassment and discrimination, sexual or
otherwise, of any of its students or employees by anyone, including any fellow student, teacher, supervisor, co-
worker, vendor, or other third party, as such conduct is contrary to the mission of the Scituate Public Schools and
its commitment to equal opportunity in education and employment.

The Committee's policy of nondiscrimination will extend to students, staff, the general public, and individuals
with whom it does business; No person shall be excluded from or discriminated against in admission to a public
school of any town or in obtaining the advantages, privileges, and courses of study of such public school on
account of race, color, sex, gender identity, religion, national origin, sexual orientation or disability. If someone
has a complaint or feels that they have been discriminated against because of their race, color, sex, gender
identity, religion, national origin, sexual orientation or disability, their complaint should be registered with the
Title IX compliance officer.

The Scituate Public Schools will not tolerate harassing or discriminatory conduct that affects employment or
educational conditions, that interferes unreasonably with an individual's school or work performance, or that
creates an intimidating, hostile, or offensive work or school environment. Discrimination and/or harassment of
employees or students occurring in the schools or workplace is prohibited by law and will not be tolerated by the
Scituate Public Schools. For purposes of this policy, "workplace" or "school" includes school-sponsored social
events, trips, sports events, work related travel or similar events connected with school or employment.

Further, any retaliation against an individual who has complained about discrimination, harassment or
retaliation; or any retaliation against any individual who has cooperated with an investigation of a
discrimination, harassment or retaliation complaint is similarly unlawful and will not be tolerated.

The Scituate Public Schools takes allegations of discrimination and harassment seriously and will respond
promptly to complaints. Where it is determined that inappropriate conduct has occurred, the Scituate Public
Schools will act promptly to eliminate the conduct and will impose corrective action as necessary, including
disciplinary action where appropriate, which may include termination of employment or school-related
discipline.

II.  Definition of Discrimination and Harassment

"Discrimination" and "Harassment" are defined as unwelcome conduct, whether verbal or physical, that is based
on race, national origin, sex, sexual orientation, religious beliefs, disability or age. Discrimination and/or
harassment includes, but is not limited to:

•  Display or circulation of written materials or pictures that are degrading to a person or group described
above.

•  Verbal abuse or insults about, directed at, or made in the presence of an individual or group described
above.

•  Any action or speech that contributes to, promotes or results in a hostile or discriminatory environment
to an individual or group described above.
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•  Any action or speech that is sufficiently severe, pervasive or persistent that it either (i) interferes with
or limits the ability of an individual or group (as described above) to participate in or benefit from
employment or a program or activity of the Scituate Public Schools; or (ii) creates an intimidating,
threatening or abusive educational or working environment.

Many forms of harassment and discrimination have been recognized as violations of the civil rights laws
(including Section 504 of the Rehabilitation Act of 1973, Title VI and Title IX) by federal courts, state courts,
the U.S. Equal Employment Opportunity Commission, the U.S. Department of Education, Office for Civil
Rights and the Massachusetts Commission Against Discrimination.

"Sexual harassment" is defined as sexual advances, requests for sexual favors, and verbal or physical conduct of
a sexual nature when:

•  Submission to or rejection of such advances, requests, or conduct is made either explicitly or implicitly
as a term or condition of employment, academic standing, school-related opportunities or as a basis for
employment decisions.

•  Such advances, requests, or conduct have the purpose or effect of unreasonably interfering with an
individual's academic or work performance by creating an intimidating, hostile, humiliating, or sexually
offensive work or educational environment.

Under the definition stated above, direct or implied requests by a teacher, supervisor or any individual in a
position of work or school authority for sexual favors in exchange for actual or promised job or school benefits
such as favorable reviews, salary increases, promotions, increased benefits, continued employment, better
grades, recommendations or other advantages constitutes sexual harassment.

While it is not possible to list all circumstances that may be considered sexual harassment, the following are
examples of conduct that are inappropriate and that, if unwelcome, may constitute sexual harassment. In each
case, such a determination will depend upon the totality of the circumstances, including the severity of the
conduct and its pervasiveness. Sexual harassment includes, but is not limited to:

•  Unwelcome sexual advances, whether they involve physical touching or not.

•  Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting
comments.

•  Sexual epithets, jokes, written or verbal references to sexual conduct, comments about an individual's
body, comments about an individual's sexual activity, deficiencies, or prowess.

•  Discussions of one's own sexual activities or inquiries into others' sexual experiences.

•  Displaying sexually suggestive objects, pictures, cartoons.

The definitions of discrimination, harassment and sexual harassment are broad. In addition to the above
examples, other unwelcome conduct, whether intended or not, that has the effect of creating a school or work
environment that is hostile, offensive, intimidating, or humiliating to either male or female students or workers
also may constitute discrimination, harassment and/or sexual harassment.

III.  Reporting Complaints of Discrimination and Harassment

If any Scituate Public Schools student or employee believes, in good faith, that he or she has been subjected to
sexual harassment or any other form of harassment or discrimination described above, the individual has a right
to file a complaint with the Scituate Public Schools through the Assistant Superintendent. This may be done
verbally or in writing. Any complaint by a member of the school community must be reported to the Grievance
Officer. If a complaint comes to any member of the staff, that staff member must notify the Assistant
Superintendent. Teachers or other staff members who observe
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incidents of harassment involving students should report such incidents immediately to the student's Principal or
Assistant Principal. Administrators aware of harassment involving any employee should report such incidents to
the Assistant Superintendent.

If you wish to file a complaint, you may do so by contacting your immediate supervisor or the Assistant
Superintendent in the case of employees; and your teacher, Principal, Assistant Principal or Assistant
Superintendent in the case of students.

IV. Complaint Investigation

When the Scituate Public Schools receives a complaint of discrimination or harassment, it will investigate the
allegation in a fair and expeditious manner. The investigation will be conducted in such a way as to maintain
confidentiality to the extent practicable under the circumstances. The investigation may include an interview
with the person filing the complaint and also may include interviews with witnesses or other individuals who the
Scituate Public Schools believes would be useful to the investigation. The Scituate Public Schools also will
interview the person alleged to have committed the discrimination or harassment. When the Scituate Public
Schools has concluded its investigation, the Scituate Public Schools will, to the extent appropriate, inform the
person filing the complaint and the person alleged to have committed the conduct of the results of the
investigation.

These complaint investigation procedures cover complaints alleging discrimination or harassment based on race,
color, national origin, sex, religion, age, sexual orientation and disability. The procedures are designed to
promote the sensitive handling of employee and student issues, the thorough investigation of complaints, and to
facilitate a prompt and expeditious internal review and a fair and equitable resolution of complaints alleging
discrimination based on race, color, national origin, religion, sex, age, sexual orientation, or disability. An
employee or student may select any of the routes identified above in Section III or identified below in Section
IV.B to discuss a concern or file a complaint of discrimination or harassment. Employees and students are
encouraged to attempt resolution within their school or administrative office and may seek advice from
appropriate individuals within their school or administrative office or from the Assistant Superintendent without
being required to file a formal complaint.

Please note that while these procedures relate to the Scituate Public Schools' policy of promoting a workplace
and educational setting free from discrimination and harassment, including sexual harassment, as detailed further
in this policy, these procedures are not designed nor intended to limit the Scituate Public Schools' authority to
discipline or take remedial action for workplace and educational conduct which the Scituate Public Schools
deems unacceptable.

A.  General Policies

1.  No reprisals or retaliation shall be invoked against any employee or any student for processing, in
good faith, a complaint, either on an informal or formal basis, or for participating in any way in
these complaint procedures.

2.  No reprisals or retaliation shall be invoked against any employee or any student who, in good
faith, has testified, assisted or participated in any manner in any investigation, proceeding, or
hearing of a complaint or for otherwise participating in any way in these complaint procedures.

3.Whenever possible, a conference should be scheduled during a time that does not conflict with
regularly scheduled work and/or school programs.

4.  The Scituate Public Schools will work with an individual who files a complaint of discrimination
or harassment, including conducting an investigation and holding conferences, in order to fairly and
expeditiously resolve the complaint.

B.  Procedures
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1.  Informal Resolution of Discrimination and Harassment Concerns.

Before initiating the formal procedure, the student or employee should, if possible, resolve any
complaint regarding an alleged discriminatory practice on an informal basis.

a.  The student can raise the issue to his or her teacher, principal, assistant principal, or Assistant
Superintendent.

b.  The employee can raise the issue to either his or her supervisor, or to the Assistant
Superintendent.

The appropriate department or school administrators shall attempt, within his/her authority, to work
with the individual to resolve the complaint fairly and expeditiously within ten (10) working days of
receiving the complaint.

Whichever option is chosen, attempts will be made to resolve the matter to the satisfaction of the
employee or student who has made the complaint. If the employee or student is not satisfied with the
resolution, or if the employee or student does not choose informal resolution, then the employee or
student can begin the formal complaint process.

2.  Formal Resolution of Discrimination and Harassment Concerns. Both employees and
students may direct the complaint to the Assistant Superintendent for investigation. Employees and
students are expected to direct the complaint no later than twenty (20) calendar days after the alleged
discriminatory practice occurred in order for an expeditious investigation to be conducted, unless
extenuating circumstances exist. The employee or student shall submit a written statement that will
state the name of the individual and the location of the school/department where the alleged
discriminatory practice occurred, the basis for the complaint and the corrective action the employee
or student is seeking.

After filing the formal written complaint, the Assistant Superintendent shall promptly give written
notification to the appropriate school/department identified in the complaint. This written
notification shall be a copy of the complaint filed with the Assistant Superintendent.

The Assistant Superintendent will conduct the necessary investigation promptly after receiving the
complaint. In the course of its investigation, the Assistant Superintendent shall contact those
individuals that have been referred to as having pertinent information related to the complaint. This
process shall include, at a minimum, contacting the complainant and the person against whom the
complaint was filed and/or the principal or appropriate authority involved. If further documentation
is needed, the Assistant Superintendent shall present to the appropriate authorities, written requests
for additional information pertaining to the complaint. Strict timelines cannot be set for conducting
the investigation because each set of circumstances is

different. For example, sometimes the employees or students that are involved in the complaint are
not immediately available. The Assistant Superintendent, however, will make sure that the
complaint is handled as quickly as is feasible and will strive to complete the investigation within
thirty (30) working days. When more than thirty (30) working days is required for the investigation,
the Assistant Superintendent shall inform the employee or student who filed the complaint that the
investigation is still ongoing.

After completing the formal investigation of the complaint, the Assistant Superintendent shall
request a meeting with the person against whom the complaint was filed and/or the principal or
appropriate authority involved, to discuss the findings of the Assistant Superintendent and, at the
same time, to give the person against whom the complaint was filed and/or the principal, supervisor
or appropriate authority involved, an opportunity to respond to the findings, and to seek to resolve
the complaint. When feasible and appropriate, the Assistant Superintendent will make every attempt
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to resolve the issue within the time parameters of this initial meeting; however, more than one
meeting may be necessary. The Assistant Superintendent will strive to complete both the
investigation and the resolution of the complaint within thirty (30) working days. When more than
thirty (30) working days is required for the investigation and resolution process, the Assistant
Superintendent shall inform the employee or student who filed the complaint and the individual
against whom the complaint was filed and/or the principal or appropriate authority involved that
additional time is needed for the resolution process.

If the Assistant Superintendent finds that there is reasonable cause for believing that a
discriminatory or harassing practice has occurred, the Assistant Superintendent will refer the matter
to the Superintendent of Schools for the Scituate Public Schools and/or his or her designee for
appropriate action, up to and including termination for employees or expulsion for students.

If no satisfactory resolution can be reached through either the informal or formal resolution
procedures detailed above the student or employee has the right to take the complaint to an
appropriate state or federal agency. Moreover, it should be noted that using the Scituate Public
School's complaint process does not prohibit you from filing a complaint with these agencies. For
students, complaints may be taken to the Office for Civil Rights, John W. McCormack Building,
Post Office and Court House, Boston, MA 02109-4557; the Bureau of Equal Education Opportunity,
Massachusetts Department of Education, 350 Main Street, Maiden, MA 02148-5023; or other
appropriate state or federal agency.

For employees or applicants for employment, complaints may be taken to the Massachusetts
Commission Against Discrimination, One Ashburton Place, Boston, Massachusetts; Equal
Employment Opportunity Commission, One Congress Street, 10th Floor, Boston, Massachusetts; or
other appropriate state or federal agency.

V.  Disciplinary Action

If it is determined that inappropriate conduct has been committed by a Scituate Public Schools employee or
student, the Scituate Public Schools will take action that is appropriate under the circumstances. Action may
range from counseling to termination of employment or discipline, up to and including expulsion.

VI.  State and Federal Remedies

In addition to the above, employees who believe they have been subjected to discrimination and/or harassment,
may file a formal complaint with the respective state agency and/or the EEOC. Using the Scituate Public
School's complaint process does not prohibit you from filing a complaint with these agencies. Each agency has a
specific time period for filing a claim. The United States Equal Employment Opportunity Commission (EEOC)
allows at least 180 days (may be longer in some circumstances) to file a complaint, and the Massachusetts
Commission Against Discrimination (MCAD) allows at least 300 days to file a complaint.

1.  The United States Equal Employment Opportunity Commission (EEOC)

JFK Federal Building 
Room 475 1801 L Street, NW 
Boston, MA 02203  Washington, DC 20507 
(617) 565-3200 
TTY (617) 565-3204

You can reach an EEOC field office by calling toll free: (800) 669-4000

TDD (800) 800-3302

2.  Massachusetts Commission Against Discrimination (MCAD)
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Boston Office: Springfield Office: 
One Ashburton Place 436 Dwight Street 
Room 601 Room 220 
Boston, MA 02108 Springfield, MA 01103 
(617)994-6000 (413)739-2145

Students may also file complaints with the Massachusetts Commission Against Discrimination at the addresses
listed above, and with the United States Department of Education, Office for Civil Rights, J. W. McCormack
Building, Room 701, Boston, MA 02109; (617) 223-9662.

About Equity in Scituate Public Schools

Federal law prohibits discrimination on the basis of race, color or national origin (Title VI of the Civil Rights
Act of 1964); sex (Title IX of the Education Amendments of 1972); or disability (Section 504 of the
Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990) in educational programs or
activities receiving federal financial assistance. Pursuant to this, the following information is provided for use by
Scituate Public School System, parents, students, and other interested parties.

District Equity Coordinator

Assistant Superintendent of Curriculum, Instruction & Staff Development

606 Chief Justice Cushing Highway, Scituate, MA 02066

Voice (781) 545-8759

LEGAL REFS.:  Title VI, Civil Rights Act of 1964 

Title VII, Civil Rights Act of 1964, as amended by the Equal Employment Opportunity Act of
1972 

Executive Order 11246, as amended by E.O. 11375    

Equal Pay Act, as amended by the Education Amendments of 1972

Title IX, Education Amendments of 1972

Rehabilitation Act of 1973

Education for All Handicapped Children Act of 1975

M.G.L. 71B:1 et seq. (Chapter 766 of the Acts of 1972)

M.G.L. 76:5; Amended 2011

M.G.L.76:16

BESE regulations 603CMR 26.00 Amended 2012

BESE regulations 603CMR 28.00

CROSS REFS.:  ACA- ACE, Subcategories for Nondiscrimination 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71b/section1
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter76/section5
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter76/section16
http://www.doe.mass.edu/lawsregs/603cmr26.html
http://www.doe.mass.edu/lawsregs/603cmr28.html
https://z2policy.ctspublish.com/masc/doccode=ACA&z2collection=scituate#z2Code_ACA
https://z2policy.ctspublish.com/masc/doccode=ACE&z2collection=scituate#z2Code_ACE
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File: ACE - NONDISCRIMINATION ON THE BASIS OF HANDICAP

Title II of the Americans With Disabilities Act of 1992 requires that no qualified individual with a disability
shall, because the School District's facilities are inaccessible to or unusable by individuals with disabilities, be
excluded from participation in, or be denied the benefits of the services, programs, and activities of the District
or be subject to discrimination. Nor shall the District exclude or otherwise deny services, programs, or activities
to an individual because of the known disability of a person with whom the individual is known to have a
relationship or association.

Definition: A "qualified individual with a disability" is an individual with a disability who, with or without
reasonable modification to rules, policies, or practices, the removal of architectural, communication, or
transportation barriers, or the provision of auxiliary aids and services, meets the essential eligibility requirements
for the receipt of services or the participation in programs or activities provided by the District.

Reasonable Modification: The District shall make reasonable modification in policies, practices, or procedures
when the modifications are necessary to avoid discrimination on the basis of disability, unless the District can
demonstrate that making the modifications would fundamentally alter the nature of the service, program, or
activity.

Communications: The District shall take the appropriate steps to ensure that communications with applicants,
participants, and members of the public with disabilities are as effective as communications with others. To this
end, the District shall furnish appropriate auxiliary aids and services where necessary to afford an individual
with a disability an equal opportunity to participate in, and enjoy benefits of, a service, program, or activity
conducted by the District. In determining what type of auxiliary aid or service is necessary, the District shall
give primary consideration to the requests of the individuals with disabilities.

Auxiliary Aids and Services: "Auxiliary aids and services" includes (1) qualified interpreters, note takers,
transcription services, written materials, assisted listening systems, and other effective methods for making
aurally delivered materials available to individuals with hearing impairments; (2) qualified readers, taped texts,
audio recordings, Braille materials, large print materials, or other effective methods for making visually
delivered materials available to individuals with visual impairments; (3) acquisition or modification of
equipment or devices and (4) other similar services and actions.

Limits of Required Modification: The District is not required to take any action that it can demonstrate would
result in a fundamental alteration in the nature of a service, program, or activity or in undue financial and
administrative burdens. Any decision that, in compliance with its responsibility to provide effective
communication for individuals with disabilities, would fundamentally alter the service, program, or activity or
unduly burden the District shall be made by the School Committee after considering all resources available for
use in funding and operating the program, service, or activity. A written statement of the reasons for reaching
that conclusion shall accompany the decision.

Notice: The District shall make available to applicants, participants, beneficiaries, and other interested persons
information regarding the provisions of Title II of the American with Disabilities Act (ADA) and its
applicability to the services, programs, or activities of the District. The information shall be made available in
such a manner as the School Committee and Superintendent find necessary to apprise such persons of the
protections against discrimination assured them by the ADA.

Compliance Officer: The District shall designate at least one employee to coordinate its efforts to comply with
and carry out its responsibilities under Title II of ADA, including any investigation of any complaint
communicated to it alleging its noncompliance or alleging any actions that would be prohibited under ADA.

Contact the Assistant Superintendent of Curriculum, Instruction & Staff Development, 606 Chief Justice
Cushing Highway, Scituate, MA 02066 with any grievances or concerns regarding equity issues.
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The District shall make available to all interested individuals the name, office address, and telephone number of
the employee(s) so designated and shall adopt and publish procedures for the prompt and equitable resolution of
complaints alleging any action that would be prohibited under the ADA. The school system receives federal
financial assistance and must comply with the above requirements. Additionally, the School Committee is of the
general view that:

1.  Discrimination against a qualified handicapped person solely on the basis of handicap is unfair; and

2.  To the extent possible, qualified handicapped persons should be in the mainstream of life in the school
community. Accordingly, employees of the school system will comply with the above requirements of
the law and policy statements of this Committee to ensure nondiscrimination on the basis of handicap.

LEGAL REFS.:  Rehabilitation Act of 1973, Section 504

Education For All Handicapped Children Act of 1975

M.G.L. 71B:1 et seq. (Chapter 766 of the Acts of 1972)

Title II, Americans with Disabilities Act of 1992

Board of Education Chapter 766 Regulations, adopted 10/74, as amended through 3/28/78

CROSS REFS.:  IGB, Support Service Programs

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71b/section1
https://z2policy.ctspublish.com/masc/doccode=IGB&z2collection=scituate#z2Code_IGB
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File: JJIF - POLICY AND PROCEDURE FOR MANAGEMENT OF HEAD INJURIES AND
CONCUSSIONS IN EXTRACURRICULAR ATHLETIC ACTIVITIES

This policy is aligned with the Commonwealth of Massachusetts Regulation (CMR 201.000) for the purpose of
protecting the health and safety of our students who incur head injuries while involved in extracurricular
activities. This is accomplished by providing a comprehensive, standardized treatment paradigm by which all
head injuries are managed.

Medical management of sports-related concussion is evolving due to a significant amount of research in the area
of brain function. We now know that a concussion is not a structural injury and therefore is not visible on x-ray
imaging. Scituate has established a policy and procedure to provide concussion education for administration,
faculty, athletic department staff, parents and students. This document defines procedures for staff to follow in
managing head injuries, and outlines school policy as it pertains to return both to academics and to athletic play
after concussion.

Scituate Public Schools seek to provide a safe return to activity for all athletes after injury, particularly after a
concussion. Procedures have been developed to aid in insuring that concussed athletes are managed
appropriately. These include identification of concussed athletes, appropriate medical referral for treatment and
follow-up, academic assistance, and insuring full recovery prior to return to athletic activity and full academic
load.

Scope

This policy applies to students beginning in grade six through high school graduation. The unique configuration
of Scituate Public Schools necessitates the governance of this policy in all elementary schools in the district. As
such, the requirements (CMR 201.000) shall apply to students in these grades who participate in any
extracurricular athletic activities.

Review

This policy will be reviewed and revised every two years, at a minimum, but more often as deemed necessary.
The review committee shall consist of the Scituate school physician, a representative from our guidance
department, nursing, athletic director and certified athletic trainer in consultation with Scituate's school health
advisory council. Any changes or modifications will be reviewed and given to athletic department staff and
appropriate school personnel in writing.

Definitions

For the purpose of clarity those definitions listed in the regulations as they relate to Scituate are as follows:

Athlete refers to a student who prepares for or participates in an extracurricular athletic activity.

Athletic director refers to an individual employed by a school district or school and responsible for
administering the athletic program or programs of a school. For schools that do not employ an Athletic Director,
the term Athletic Director refers to the individual designated to be responsible for administering the athletic
program or programs of a school.

Certified athletic trainer or athletic trainer refers to any person who is licensed by the Board of Registration in
Allied Health Professions in accordance with GX. c.l 12 §23 A and 259 CMR 4.00 as an athletic trainer and
whose practice includes schools, teams or organizations with whom the trainer is associated. Pursuant to G.L. c.
112 §23 A, the athletic trainer practices under the direction of a physician or dentist duly registered in the
Commonwealth.

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXVi/Chapter112/section23
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Coach refers to an employee or volunteer responsible for organizing and supervising student athletes to teach
them the fundamental skills of extracurricular athletic activities. The term coach refers to both head coaches and
assistant coaches.

Concussion means a complex disturbance in brain function, due to direct or indirect trauma to the head, related
to neurometabolic dysfunction, rather than structural injury.

Diagnosis means a physician's opinion, derived from observation, examination, and evaluation of procedures or
tests of a patient, including those by a nurse practitioner or certified athletic trainer.

Extracurricular athletic activity means an organized school sponsored athletic activity generally occurring
outside of school instructional hours under the direction of a coach, athletic director or band leader including but
not limited to Alpine and Nordic skiing and snowboarding, baseball, basketball, cheerleading, cross country
track, fencing, field hockey, football, golf, gymnastics, horseback riding, ice hockey, lacrosse, marching band,
rifle, rugby, soccer, skating, softball, squash, swimming and diving, tennis, track (indoor and outdoor), ultimate
frisbee, volleyball, water polo, and wrestling. All interscholastic athletics are deemed to be extracurricular
athletic activities.

Head injury means direct or indirect trauma to the head including a concussion or traumatic brain injury.

ImPACT testing (Immediate Post-Concussion Assessment and Cognitive Testing) is a research based software
tool utilized to evaluate recovery after concussion. ImPACT evaluates multiple aspects of neurocognitive
function, including memory, attention, processing speed, reaction time, and post- concussion symptoms.

Massachusetts Interscholastic Athletic Association (MIAA) is a private, non-profit association organized by its
member schools, public and private, to govern, coordinate and promote athletic activities in 33 sports for high
school students.

Neuropsychologist means a licensed psychologist with training and experience in administering and interpreting
neuropsychological tests. The neuropsychologist duties may include, but are not limited to pre-injury
measurement of the cognitive abilities that may be disturbed by a concussion, testing within the first few days
post-head injury, and periodic retesting to track resolution of the student's subjective symptoms and
improvement in cognitive functioning. The neuropsychologist may also advise school staff regarding the
student's need for post injury academic accommodations.

School Health Advisory Council means a committee consisting of school and community members who advise
the school district on its comprehensive, coordinated school health program.

Second impact syndrome means a potentially lethal condition that can occur when a person sustains a head
injury prior to complete healing of a previous brain injury, causing dysregulation of cerebral blood flow with
subsequent vascular engorgement.

Traumatic brain injury (TBI) means a complex pathophysiological process affecting the brain, induced by
traumatic biomechanical forces. TBI may be caused either by a direct blow to the head, face, neck or elsewhere
on the body with an impulsive force transmitted to the head. TBI includes, but is not limited to, a concussion.

Volunteer means an adult who volunteers as a referee, coach, assistant coach, team parent, physician, nurse, or in
an authoritative role to assist students who are engaged in an extracurricular athletic activity.

Policy Oversight

The Superintendent designates the athletic director as the person who is responsible for the implementation of
the sports related concussion policy and procedure. The athletic director oversees the collection, by his staff, of
the SHS Athletics Emergency Information Sheet that includes a pre participation concussion/head injury history
(Appendix A).
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The superintendent designates the school nurse as the person responsible for ensuring appropriate medical
documentation of the annual physical examination (performed within the last 13 months), as required by the
MIAA. Students may not participate in any sport, including practices, without said documentation.

Training Program Mandated annual training of persons specified in CMR 201.008 in the prevention and
recognition of a sports-related head injury, including second impact syndrome, and documentation of each
person's completion of such training. Those persons include:

o  Coaches

o  Certified athletic trainer

o  Volunteers

o  School physician

o  School nurses

o  Athletic director

o  Referees/umpires who are school employees

o  Participating students

o  Parents of participating students

Mandated online trainings approved by the Massachusetts Department of Public Health are as follows:

The National Federation of High Schools (NFHS)

www.nfhs.org or

The Center of Disease Control (CDC)

www.cdc.gov/concussion

At the completion of one of the above courses a printed certificate is awarded. This certificate will be submitted
to the office of the athletic director.

Contents of training will include the following:

o  Recognition of concussion

o  Management and referral guidelines for staff

o  Guidelines and procedures for coaches

o  Follow-up care during the school day

o  Return to play procedure

Recognition of Concussion

1.  Signs (observed by others):

•  Athlete appears dazed or stunned

http://www.nfhs.org/
http://www.cdc.gov/concussion
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•  Confusion (about assignment, plays, etc.)

•  Forgets plays

•  Unsure about game, score, opponent

•  Moves clumsily (altered coordination)

•  Balance problems

•  Personality change

•  Responds slowly to questions

•  Forgets events prior to hit

•  Forgets events after the hit

•  Loss of consciousness (any duration)

2.  Symptoms (reported by athlete):

•  Headache

•  Fatigue

•  Nausea or vomiting

•  Double vision, blurry vision

•  Sensitive to light or noise

•  Feels sluggish

•  Feels "foggy"

•  Problems concentrating

•  Problems remembering

3.  Cognitive impairment as determined by ImPACT testing

•  Baseline testing (high school)

•  Post-concussion testing as ordered by physician

Management and referral guidelines for staff include the immediate removal of student who sustains a head
injury or suspected concussion from practice or competition. Emergency medical transport is provided when
indicated. That student may not return to practice or compete the same day. Parents must be promptly notified of
any suspected head injury or concussion. Coaches will complete a Report of Head Injury Form (Appendix B) if
a student is removed from play due to a suspected head injury. If a head injury occurs outside of school related
extracurricular athletic activity, the parent/guardian is required to complete and submit this form. All Report of
Head Injury forms will be submitted to the athletic director with a copy to the school nurse and athletic trainer.

Indications for emergency transport include but are not limited to the following:

o  Witnessed loss of consciousness of any duration
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o  Deterioration of neurologic function

o  Decrease or irregularity in respirations

o  Decrease or irregularity in pulse

o  Unequal, dilated, or unreactive pupils

o  Mental status changes

o  Seizure activity

Medical clearance and authorization for return to play for any student with a suspected head injury must occur
prior to resuming the extracurricular athletic activity. Such clearance and authorization must be submitted on the
proper form provided by the State of Massachusetts. The form is titled; "Post Sports-Related Head Injury
Medical Clearance and Authorization Form".

o  A duly licensed physician

o  A certified athletic trainer in consultation with a licensed physician

o  A nurse practitioner in consultation with a licensed physician

o  A neuropsychologist after the student has been examined and cleared by a licensed physician

Academic support is provided in the form of a graduated academic re-entry plan directed by a team comprised of
the physician, school nurse, guidance, teachers, parents and the student. Neurocognitive function can be
significantly impaired following concussion hindering students from fully engaging in the academic process.
The Return to Academics Plan (Appendix C), developed by Scituate's Department Chairs and Dr. David Morin
of Scituate Pediatrics, outlines four color coded stages of recovery with guidance for teachers, students and
parents to assist the student during recovery.

Penalties for failing to adhere to this policy will be at the discretion of school administrators.

In Conclusion

Scituate Public Schools will make every effort to ensure that our coaches, athletic trainer and volunteers will
instruct and inform our students in techniques and skills that minimize sports-related head injury. A coach,
trainer or volunteer for an extracurricular athletic activity shall be directed to discourage and prohibit a student
athlete from engaging in any unreasonably dangerous athletic technique that endangers the health or safety of a
student, including using a helmet or any other sports equipment as a weapon.

LEGAL REFS.:  M.G.L 111:222

105 CMR 201.000

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXVI/Chapter111/section222
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File: EFAB - LIFE THREATENING ALLERGY (LTA) POLICY

The Scituate Public Schools will work in cooperation with parent/guardians, students, and physicians to
minimize risks and to provide a safe educational environment for all students. Students diagnosed by their
physician with a life-threatening allergy and those with a medication order for the administration of epinephrine
auto-injector for allergic reactions will be included in this policy. The focus of allergy management will be
prevention, emergency response education, awareness, communication, and collaboration with medical
professionals and families.

Scituate Public Schools will:

•  Register with the MDPH in order for school nurses to train personnel, who are not licensed nurses, to
administer epinephrine by auto-injector to students with diagnosed allergic conditions, consistent with
105 CMR 210.000.

•  Maintain standing orders/protocols for licensed personnel (school nurses) to administer epinephrine to
individuals with undiagnosed allergies. The first time an undiagnosed allergy is encountered in a school
setting, the school nurse should administer epinephrine. This may be delegated to trained staff, when the
school nurse is not readily available.

•  Educate students about life-threatening allergies through the Health curriculum.

•  Ensure school nurses are proficient with the up to date information and practices about lifethreatening
allergies prevention and medical responses.

•  Ensure that school nurses communicate with families of students who present a diagnosis of a life
threatening allergy diagnosis to discuss available interventions to meet the student´s LTA needs including
Individual Health Care (IHC) Plans, proactive exposure avoidance and response protocols, 504s, Allergy
Action Plan (AAP), and other measures as needed. The district´s Nurse Leader will ensure appropriate
implementation of IHC plans.

•  Develop, implement and maintain general LTA procedures at the district, school and classroom levels
to ensure the safety of students with life-threatening allergies. Such procedures should be reflected in an
LTA procedure manual. This manual shall be reviewed and maintained by the District Wellness
Committee.

•  Train and educate staff and appropriate personnel on LTA related procedures

First Reading July 16, 2018

Second Reading August 27, 2018

Third Reading Not Applicable

Adopted August 27, 2018




