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What is the purpose of this booklet? 
 
The purpose of this booklet is to inform parents and students who are disabled about their 
rights under section 504 of the Rehabilitation Act of 1973.  Section 504 is a Federal law 
that prohibits discrimination on the basis of disability in any program or activity 
receiving Federal financial assistance.  The Seattle School District No. 1, which receives 
Federal money, does not discriminate on the basis of disability.  Any student, parent or 
guardian who believes that their son or daughter needs assistance from the District 
because of a disability under Section 504 can use the procedures described in this 
pamphlet.  If you would like a more complete description of the District’s Section 504 
policies and procedures, a copy is kept on file at each school in the District. 
Here are some definitions that might be helpful as you read through this pamphlet: 
 

1. 504 Student:  Any student enrolled in school who has, or has a record of 
having, or is regarding as having, a physical or mental impairment which 
substantially limits one or more major life activities such as learning, self-care, 
walking, seeing, hearing, speaking, breathing, working, and performing manual 
tasks.  

 
2. Substantially Limits:  For a student to qualify as a 504 Student, he or she must 

have a mental or physical impairment that substantially limits a major life 
activity at the current time.  Simply having an impairment does not 
automatically qualify a student for Section 504 services, accommodations, and 
modifications.  The term “substantially limits” means significantly restricted as 
to the condition, manner, or duration under which a student can perform a 
particular major life activity as compared to the average student in the general 
population.   

 
3. Services, accommodations, and modifications:  These terms can mean 

transportation, and such developmental, corrective, preventative and other 
supportive services as required to assist and provide the Section 504 student a 
free appropriate public education.  Services, accommodations, and 
modifications could include but are not limited to the following:  Use 
highlighted or underlined reading materials, provide visual aids, prove concrete 
manipulative materials, provide tape recorded texts, allow use of a calculator, 
provide materials with wide spaces, provide visual cues, read written material to 
student, provide organizational aids, utilize peer tutors, use clear and concise 
directions, provide written steps for student, have student repeat directions to 
teacher, reduce paper and pencil tasks, divide tasks into parts, give one part at a 
time, give tests orally, give multiple choice only, use essay tests, shorten length 
of tests, provide positive reinforcements, allow projects to be presented orally 
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on tape, use preferential seating, monitor and redirect student, and the use of 
classified staff to name a few. 

 
4. Section 504 Accommodation and Intervention Plan (Section 504 Plan):  A 

Section 504 student’s written description of the specific services, modifications, 
adjustments, accommodations, or other related aids and services to be provided 
in the regular classroom.  This plan should be sufficiently detailed to allow 
teachers to address the individual disability-related needs of the 504 eligible 
students.   

 
5. School Intervention Team (SIT):  The SIT is made up of the school’s Section 

504 Coordinator, at least one staff member who is knowledgeable about the 
student; and representatives of at least three different disciplines.  The makeup 
of the SIT will vary, depending on who is referred and the nature of the 
suspected disability.  The SIT makes decisions regarding the evaluation and 
placement of Section 504 students. 

 
6. Central Office Intervention Team (CIT):  The CIT is a central office team 

that reviews requests from a SIT for (1) additional testing or medical 
evaluations on order to conduct an appropriate evaluation, and (2) services, 
accommodations, and modifications that may require additional resources that 
the school alone is unable to provide. 

 
What does Section 504 require? 
 
Section 504 requires that disabled students be provided a free appropriate public 
education (FAPE).  In order to receive a FAPE, students must first be identified as having 
a disability through an evaluation.  Another Federal statute, IDEA, requires FAPE be 
provided to students with one or more of the specific disabilities covered by IDEA.    The 
Section 504 definition of a disability is broader than IDEA, and it includes any physical 
or mental impairment that substantially limits one or more major life activities.  Thus, 
some students with disabilities under Section 504 are not covered by IDEA.   
 
If you believe your child (or you, if you are an adult student) has a disability under 
Section 504 and the child is not already being served under an Individualized Education 
Plan (IEP) under IDEA, you should notify your school’s Section 504 Coordinator.  The 
SIT will make a decision whether to evaluate your child to determine whether he or she 
has a disability and is eligible for Section 504 services.  If your child is eligible, the SIT 
will create a written plan (a Section 504 plan) describing the services, accommodations, 
and/or modifications that will be provided.  If your child is eligible for services under 
IDEA, the district will provide such services under the district’s IDEA procedures. 
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Can I participate in meetings about my child? 
 
Your participation is valuable.  You will be given opportunities to participate in any 
meetings about the identification, evaluation, and educational placement of your child, 
along with other matters relating to your child’s appropriate public education. 
 
What rights do I have as a parent (or adult student)?  
 
You, as the parent, have the right to have the District notify you in writing about 
important decisions that affect your child’s education in a reasonable time before those 
decisions are put into place.  The District will notify parents or guardians of the 
following: 
 

• Any SIT decisions related to the student’s 504 referral 
• Any evaluation results and any programming and placement recommendations 
• Before initially placing a disabled student 
• Before conducting subsequent evaluations of the student 
• Before implementing a significant change in the student’s placement 
• The right to review and challenge the District’s program and placement decisions 

through a hearing if they disagree with them.  Information about how to request a 
hearing is described in the next to last section of this pamphlet.   

 
Will the District seek my consent before taking action? 
 
Consent means that you, the parent, agrees to an action and have been given and 
understand all information about the District’s decisions concerning your child’s 
identification, evaluation, and placement.  This means if you need the information 
translated into a language other than English, or if you need other types of help to 
understand the information, the District will provide that service.  Your consent is 
voluntary and you can change your mind at any time.   
 
The district seeks parental consent before: 
 

• Conducting an initial evaluation of the student 
• Implementing any modification, service, or accommodation contained in the 

Section 504 plan 
• Conducting a reevaluation.  However, the District may reevaluate your child 

without your written consent if the District can prove it has taken reasonable 
measures to get your consent and you have not responded.  If you refuse consent, 
you must write to the appropriate school staff and tell them why. 

 
Parental consent is not required before: 
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• Reviewing existing information as part of an evaluation or reevaluation 
• Giving a test or evaluation that is administered to all children unless consent is 

required of all children before administering the test. 
• Referral to the SIT for an evaluation 

 
Is my child entitled to Summer School? 
 
The Seattle School District is committed to a positive and productive educational 
environment free from discrimination in its educational programs, including the summer 
programs offered to all qualified students.  Programs are provided when funds are 
available and they offer an extended learning opportunity to students in grades one 
through twelve.  The program usually focuses on reading, writing, and math.  The 
program is designed to provide students with the skills they need to meet the District’s 
challenging standards and to succeed on State assessments. Generally when funds allow, 
the Summer Semester for elementary, middle, and high school students is provided at no 
cost to the parents.  This is different than the high school credit retrieval model.      

 
No student can be excluded from the summer semester just because they have a 
disability.  Further, any student with a disability who has had summer services included 
by the SIT in a Section 504 plan as necessary for FAPE will be provided such services.  
For Section 504 students who have not had summer services specifically included in their 
Section 504 plan, the District currently has a procedure for addressing Section 504 
requests and/or claims.  

 
• Step One:  Schools will be given the names of students whose parents have 

submitted an application for the summer program and where the student has been 
identified as a Section 504 eligible student.  Once the school receives their list of 
students, the school must complete a survey form that will determine whether the 
student meets the entry criteria for the Summer Semester.   School officials who 
know the student best should complete the form. 

• Step Two:  The Central Office Student Intervention Team (CIT) conducts a central 
office review of the completed form.  The CIT will review the impact of the 
disability on the student’s ability to participate in the summer program and make 
recommendations for reasonable modifications that would enable the student to 
participate.  

• Step Three:  If the CIT decides that there are no modifications that would enable 
the student to participate or if the identified modifications would fundamentally 
alter the nature of the program for the student or other participants, the district will 
deny enrollment into Summer Semester.  The parents and/or adult student may 
challenge this decision through the district’s grievance procedure.      
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Can my child attend the school of his or her choice? 
 
No student can be excluded from the District’s School Choice Program just because they 
have a disability.  Once a Section 504 eligible student is assigned to a school under the 
School Choice Program, he or she may change assigned schools if and only if the student 
cannot receive the needed services at the assigned school and requires a transfer to a 
school that can offer the student a FAPE.  

 
To request a transfer in order to receive a FAPE, complete the Student Request for 
Assignment Related Accommodation form.  The accommodation request form can be 
obtained from the General Counsel’s Office (Student Disabilities) or from any 
Enrollment Service Center.  
 
Once a student’s completed Student Request for Assignment Related Accommodation 
form has been received, their request for assignment at another school will be reviewed 
by either the CIT or the school-based SIT at the school the student currently attends.  If 
the SIT decides that a student cannot be provided FAPE at the assigned school, the 
decision will be reviewed centrally.  Only the CIT can make a priority assignment at 
another school in order to provide FAPE for a Section 504 student.   

 
If you disagree with the initial determination made by the CIT or SIT regarding eligibility 
or a requested accommodation or service, you may appeal this decision through a due 
process hearing.   See the next to last section of this booklet.     
 
Can the District discipline my child for behavior related to his or her disability? 
 
Before the District can make a significant change in placement because of a suspension 
or expulsion, the District must determine whether the student’s disability caused the 
behavior that resulted in discipline and/or whether the services, accommodations, and 
program modifications being provided to the student were appropriate.  This is called a 
manifestation determination.  If the SIT determines that the student’s misconduct was not 
a result of his/her disability, or the result of an inappropriate placement, the student may 
be given the same discipline as given to a non-disabled student under the same 
circumstances. 
 
Section 504 requires that a reevaluation be done if there is a significant change in 
placement for a disabled student.  A significant change of placement occurs (1) if the 504 
student is removed for more than 10 consecutive school days or (2) when there is a series 
of removals that add up to more than 10 school days in a school year for discipline 
reasons.  The District looks at factors such as the length of each removal, the total amount 
of time the student is removed, and the proximity of the removals to one another when 
determining if there is a significant change in placement.  In some cases, particularly for 
periods greater than ten days, in-school suspension may be a significant change in a 
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Section 504 student’s placement because it may interrupt the educational programming 
called for in the student’s Section 504 Plan.  Disabled students may be treated just like 
non-disabled students when they are removed for periods of less than ten days 

 
When a Section 504 student has been removed from his/her current placement for more 
than 10 days in the current school year, the school shall provide services equivalent to 
those provided to non-disabled students.  

 
In cases where a Section 504 student has weapons or drugs, a school principal may order 
a change of placement for the student to an appropriate interim educational setting, 
provided that it is for the same amount of time that a student without a disability would 
be subject to, but it may not be for more than 45 days.  This action may be taken if (1) the 
Section 504 student possesses a weapon or carries a weapon to school or to a school 
function, or (2) the Section 504 student knowingly possesses or uses illegal drugs or 
sells/distributes or solicits the sale of a controlled substance while at a school function.  

 
If a student’s parent disagrees with a determination that the student’s behavior was not a 
manifestation of the student’s disability or with any decision regarding placement for 
disciplinary purpose, the parent may request a hearing to appeal the determination and/or 
the placement. The Office of the General Counsel will arrange an expedited hearing with 
an independent hearing officer.  Please see the next to the last section of this booklet for 
an explanation of your due process rights. 
  
If a parent requests a hearing to challenge the interim alternative education setting or the 
manifestation determination, the student remains in his/her current setting pending the 
decision of the hearing officer UNLESS the disciplinary action is related to removals for 
weapons or drugs or dangerous behavior. In the case of removal of a Section 504 student 
for weapons, drugs or dangerous behavior, the student must remain in the interim 
alternative educational setting pending the decision of the hearing officer or until the 45-
days time period expires, whichever occurs first, unless the parent and school agree 
otherwise.  
 
If you would like a more complete explanation of how disabled students can be 
disciplined under the District’s Section 504 policies and procedures, a copy is kept on file 
at each school in the District. 
 
Can I review my child’s records? 
 
Federal law entitles you to access to your child’s educational records. Your District has 
written policies about school records. This policy is published and available to parents 
on request. 
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In summary, you have the right to inspect and review all of your child’s education 
records: 
 
• 
• 
• 

• 

• 
• 

Without unnecessary delay. 
Before any meeting about your child's IEP. 
Before any due process hearing related to your child and, in any case, within 45 
calendar days of your request. 

 
Check your school’s policies to find out to whom requests to review your child’s 
records should be made.  
 
You also have the right to: 
 

A response from the District to reasonable requests for explanations and 
interpretations of the records. 
Have your representative inspect and review the records. 
Request copies of the records containing the information if failure to provide those 
copies would effectively prevent you from exercising your right to inspect and 
review the records. 

 
If you believe that information collected in your child’s education record is inaccurate, 
misleading, or violates the privacy or other rights of your child, you may ask the 
District to amend the information.  If the District decides to refuse to amend the 
information as you requested, you may challenge that decision by requesting a due 
process hearing. 
 
If I disagree with the District’s decisions about my child, what can I do? 
 
You have a right to ask for a 504 hearing to challenge or to show appropriateness of a 
proposal or refusal by the individual school to initiate or change:    

 
• The identification of the student; 
• The evaluation of the student; 
• The educational placement of the student; or 
• The provision of FAPE to the student. 

 
You should make your request for a hearing in writing.  The request should specify the 
school, explain your concerns in general or specific terms, and provide other information 
regarding the request for hearing.  The request should be mailed to:  Seattle School 
District No. 1, Office of the General Counsel, Attn:  504 Hearing, 815 Fourth Avenue 
North, Mail stop AA-151, P.O. Box 19116, Seattle, WA 98109-1116.  The Office of the 
General Counsel will forward a copy of the request to the individual school.  If the school 
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should request a due process hearing because you are not providing consent for an 
evaluation or placement, the Office of the General Counsel will forward a copy of the 
request to you with attachments. 
 
The hearing will be conducted by an Independent Hearing Officer paid for by the 
District.  The Hearing Officer will send you a Notice of Hearing and that Notice of 
Hearing should include the following information: 

 
• The date, time, and place of hearing (by agreement of both parties the hearing may 

be held in the evening). 
• The issue to be addressed at the hearing to the extent the issues have been 

identified at the time of the notice. 
• The rights, procedures, and other matters to be discussed. 
• The forty-five day time line for completing the hearing process shall be from the 

day the Office of the General Counsel receives the written request for a due 
process hearing. 
 

Both you and individual schools have the following hearing rights: 
 

• The right to be accompanied and advised by persons with special knowledge or 
training with respect to the problems of Section 504 students, including an 
attorney.  You also have the right to have your child who is the subject present at 
the hearing. 

• The right to present evidence, including the opinions of qualified experts, 
confront, cross-examine, and compel the attendance of school personnel. 

• The right to prohibit the introduction of any evidence at the hearing that has not 
been disclosed to the other party at least 5 days before the hearing, or two business 
days if the hearing is expedited. A hearing officer may bar any party that fails to 
comply with the 5-day rule from introducing relevant evaluation or 
recommendations at the hearing without consent of the other party. 

• The right to have all evaluations completed and the recommendations contained in 
those reports at least 5 days before the hearing, or two business days if the hearing 
is expedited. 

• The right to obtain a written decision containing findings of fact, conclusions of 
law, and a decision. 

 
A final decision should be reached in the hearing no later than 45-days after the date of 
the receipt of a request for a hearing.  You will be mailed a copy of the decision.   Review 
of the decision of the due process hearing officer by the School Board may be requested 
within ten days of the decision.  A decision on the review will be provided to the parties 
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within twenty days after the School Board has heard the review.  If you are still unhappy 
with the decision, you may appeal to a court of law. 
 
A complete explanation of the hearing process is contained in the District’s Section 504 
Policies and Procedures, which is available for review at your school. 

 
What can I do if I believe my child has been discriminated against on the basis of 
disability? 

  
The Seattle School District prohibits discrimination and harassment based on national 
origin, race, economic status, sex, sexual orientation, pregnancy, marital status, or 
disability.   Section 504 is a Federal law that prohibits discrimination on the basis of 
disability in any program or activity receiving Federal financial assistance.  The Seattle 
School District No. 1, which receives Federal money, does not discriminate on the 
basis of disability.  Any student, parent or guardian who believes that they have been 
discriminated against by within the Seattle School District has the option of using the 
complaint procedures outlined below.  

 
There are two complaint processes: The Informal Complaint Process and the Formal 
Complaint Process.  
 
Informal Complaint Process 
 
Anyone may use the informal complaint procedures to report and resolve complaints of 
disability discrimination. Use of the informal complaint process is not required prior to 
filing a formal complaint.  Informal reports may be made to any staff member.  Staff 
shall direct complaints to the Manager of Equity and Compliance.   Complainant 
should be informed of the right to file informal and/or formal complaints of disability 
discrimination. Complaints should be reported to the Manager of Equity and 
Compliance, 815 Fourth Avenue North, Seattle, WA 98109, (206) 252-0371.     
 
The Complainant will be provided an opportunity to explain their allegation disability 
discrimination.  Informal remedies include the Complainant agreeing not to pursue a 
formal complaint until the District does a preliminary investigation of the allegations.  
The preliminary investigation will be completed within five school days from the date 
the verbal or written complaint is received by the Manager of Equity and Compliance. 
The District and Complainant may identify an agreeable remedy to the dispute during 
the informal process.  Informal complaints may become formal complaints at the 
request of the Complainant or because the District believes the complaint needs to be 
more thoroughly investigated.   
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Formal Complaint Process 
 

Anyone may use the formal complaint procedures to resolve complaints of disability 
discrimination.  Written complaints should be submitted to the Manager of Equity and 
Compliance, 815 Fourth Avenue North, Seattle, WA 98109, (206) 252-0371.  The 
following process will be followed: 
 

1. The Manager of the Equity and Compliance Office or other designee of 
the Superintendent shall receive and investigate all formal, written 
complaints of disability discrimination or information in the District’s 
possession that the Superintendent or his or her designee believes requires 
further investigation. 

 
2. All formal complaints shall be in writing; shall be signed by the 

complainant; and shall set forth the specific acts, conditions or 
circumstances alleged to have occurred and which may constitute 
disability discrimination. The Superintendent’s designee may draft the 
complaint based upon the report of the complainant, for the complainant 
to review and sign. 

 
3. The investigation will be adequate to address the allegations raised and 

conducted in an impartial manner, including providing the Complainant 
the opportunity to provide witnesses and other information.  If the 
complaint should involve a member of the Equity and Compliance Office, 
the superintendent will designate an impartial investigator to address the 
allegations. 

 
4. When the investigation is completed the Superintendent’s designee shall 

compile a full written report of the complaint, the results of the 
investigation, and corrective measures, if any, deemed necessary based on 
the record compiled.  The report may also conclude that the investigation 
is incomplete to date and will be completed by a date certain. 

 
5. Corrective measures deemed necessary as a result of the investigation will 

be instituted as quickly as possible, but in no event more than 30 days 
after the report is submitted to the Superintendent and Complainant.   

 
6. The written report will be provided to the Complainant within 30 days of 

the date the complaint was filed with the Manager of Equity and 
Compliance.  If the matter is resolved, the corrective measures will be 
promptly implemented.  If the matters have not been resolved to the 
satisfaction of the Complainant, within 15 days from the date of receipt of 
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the investigative report, the Complainant may file for a review by the 
Superintendent.    

 
7. The Superintendent shall respond in writing to the Complainant within 30 

days after request for review is received. 
 

8. Corrective measures deemed necessary by the Superintendent will be 
instituted as quickly as possible, but in no event more than 30 days after 
the Superintendent’s written response, unless staff is appealing the 
imposition of discipline and the District is prevented by due process 
considerations or a lawful order from imposing the discipline until the 
appeal process is concluded.    

 
 

Where can I go if I don’t want to file a complaint with the District?  
 
You have the right to file a complaint with the Office for Civil Rights (OCR), the body 
that enforces Section 504.  OCR resolves disability related complaints but does not 
address educational disputes.  The address of the Regional Office that covers Seattle is: 

 
Gary Jackson, Director 
U.S. Department of Education 
Office for Civil Rights 
Henry M. Jackson Federal Building 
915 Second Avenue, Room 3310 
Seattle, WA 98174-1099 
206.220.7900 
www.ed.gov/OCR 
email address:  OCR.Seattle@ed.gov 

 
 

http://www.ed.gov/OCR
mailto:OCR.Seattle@ed.gov
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