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L.

II.

PURPOSE AND PHILOSOPHY

Pursuant to Section 504 of the Rehabilitation Act of 1973 (“Section 504"), no otherwise
qualified student with a disability shall, solely by reason of his/her disability, be excluded
from participation in, be denied the benefits of, or be subjected to discrimination under
any program or activity of Ogden Preparatory Academy (OPA). The purpose of this
policy is to ensure that all qualified students with a disability are provided reasonable

accommodations and related aids and services to allow them to receive a free appropriate
public education (“FAPE”).

POLICY

The Administration will provide accommodations to students with special needs who
require special services/interventions by Ogden Preparatory Academy and its personnel
to enable their participation in the educational process.

III. DEFINITIONS

A. “Student Eligible for Accommodations under Section 504”: a student must be
determined to have a physical or mental impairment that substantially limits one
or more major life activities; have a record of such impairment, or be regarded as
having such an impairment.

B. “Major Life Activities”: include functions such as caring for oneself, performing
manual tasks, walking, seeing, hearing, speaking, breathing, learning, and
working.

C. “Mental or Physical Impairment”: any mental or physiological disorder or
condition, cosmetic disfigurement, or anatomical loss affecting one or more body
systems

D. “504 Coordinator”: is the building principal or designated 504 administrator

IV. REFERRAL & EVALUATION PROCEDURES FOR STUDENTS WITH

DISABILITIES
A. Referral Process




1. A parent, teacher, administrator, or other certificated school employee who
has reason to believe a student has a disability and may need special
education, related services, or reasonable accommodations in order to
have his or her individual educational needs met adequately as the needs
of nondisabled students may refer the student to the principal or 504
coordinator for evaluation and identification of the student’s individual
education needs.

a. Referrals from parents may be in writing or verbal. All verbal
communications between parent and school personnel will be
documented in writing by school personnel.

b. The individual requesting evaluation and special services may also
submit documentation of the student’s impairment, including but
not limited to, reports from physicians or other health providers,
reports from psychologists, therapists, or other mental health
professionals, and teacher observations.

c. In cases where a student is experiencing academic and/or
behavioral difficulties, the school should first consider a review by
the school's Child Assessment Team (CAT) to discuss and evaluate
the student’s difficulties. The team may evaluate the student’s
difficulties unless it is clearly evident that the disability is at issue.

m The Child Assessment Team will review available
information and data and may implement appropriate
classroom interventions, and propose appropriate
mitigating measures to help correct the difficulties
encountered by the student. If the interventions are
successful, the team will continue to implement any
necessary interventions and monitor the student under an
informal intervention plan, as may be appropriate under the
circumstances.

m [f the early intervention strategies are unsuccessful, the
team should make a referral for evaluation under Section
504, special education, or other appropriate school
program.

B. Notice of Rights and Release of Information

1. Upon receipt of a referral, the OPA 504 coordinator shall send written
acknowledgment of receipt to the parent, along with a copy of the
following documents:
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a. Written “Notice of Parent and Student Rights under Section 504,
“Your Rights Under Section 504 (Procedural Safeguards)

b. “Consent to Evaluate” form
“Release of Information” forms for the parent to sign and return to
facilitate direct communication between school personnel and the
student’s medical or mental health service providers. The parent
may bring the medical information directly to the 504 coordinator
without a medical release.

C. Evaluation

1. Upon receipt of parental consent, The 504 coordinator shall;

a. Initiate a prompt individualized evaluation of the student’s
disability and educational needs.

b. Assemble a multi-disciplinary 504 team to evaluate the student.

2. The 504 team members shall:

a. Determine what information will be needed to make a
knowledgeable decision as to whether or not the student has a
disability. Information shall be relevant to the student’s disability
and the manner in which it affects his/her major life activities and
educational performance.

b. Gather and document information drawn from a variety of sources
in the evaluation process in order to minimize error. All significant
factors related to the student's learning process must be considered.
These sources and factors may include but are not limited to,
aptitude and achievement tests, teacher recommendations, physical
condition, social or cultural background, adaptive, and behavior.

3. Tests and other evaluation materials are validated for the specific purpose
for which they are used and administered by trained personnel.

4. A purely medical impairment (e.g., asthma, cancer, diabetes, etc.) may not
require a full educational evaluation by the 504 team. In this case, the 504
team’s evaluation may simply be a review of all relevant data provided by
health care professionals and the parents.

5. The 504 coordinator will make every reasonable effort to respond within
five (5) business days to requests that seek an expedited response.

D. Eligibility Determination

1. The student’s 504 team shall be composed of persons knowledgeable

about the student, the meaning of the evaluation data, and the
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placement/service options. The 504 team will consist of a minimum of
three people, which may include:

a. the child’s regular education teacher or teachers;

b. the school 504 coordinator or other school administrator;

c. aschool psychologist, related server, school nurse, or other school
employee capable of interpreting the meaning of educational
evaluation data;

d. aspecial education teacher or representative, as appropriate
(particularly if a special education teacher has been involved in
testing or evaluating the student);

e. the student’s parent(s) or legal guardian(s);
the student, if appropriate;

g. other individuals with relevant knowledge about the student,
including but not limited to mental health professionals and
counselors.

2. Following the evaluation and the gathering of all relevant data, the
student’s 504 team shall meet promptly to review and consider the
relevant information and data collected and determine the student’s
eligibility for accommodations under Section 504.

3. The 504 coordinator will notify the student’s parent or legal guardian of
the 504 team’s eligibility/placement meeting and invite the parent to attend
and participate. The 504 team shall issue a written decision regarding the
student’s eligibility for free appropriate public education and
accommodations using the “ Eligibility Worksheet” and provide a copy to
the student’s parent or legal guardian.

4. If the student’s 504 team determines that there are legitimate questions
about either the student’s eligibility (disability status) or requested
services/accommodations, the school 504 coordinator shall contact the
USBE for technical assistance.

E. Reevaluation

1. For students deemed eligible for accommodations under Section 504, the
504 coordinator shall periodically initiate a re-evaluation of the student’s
continued eligibility and needs. A re-evaluation may be initiated as
conditions warrant, or if the student’s parent or teacher requests a
re-evaluation, but not more than once a year (unless the parent and 504
Coordinator agree otherwise).
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2. A re-evaluation must be conducted prior to a significant change of
placement such as terminating or significantly reducing a related service
or when the student transitions from elementary school to junior high.

V. ACCOMMODATION PLANS FOR ELIGIBLE STUDENTS

A. If the student’s 504 team determines that the student has a disability and is eligible
for free appropriate public education and reasonable accommodations under
Section 504, the student’s 504 team shall develop a written 504 accommodation
plan recorded on the OPA Student Information System. The Section 504 Plan is
not a plan designed to enhance a student’s performance. It is a plan to provide
fairness and equal access to education.

B. Students may be eligible for reasonable accommodations under Section 504 even
though they do not qualify for special education and related services under the
Individuals with Disabilities Education Act (IDEA). At the same time, students
who qualify for reasonable accommodations in the regular education environment
may also qualify for special education and related services under IDEA, and be
entitled to an appropriate Individualized Education Plan (“IEP”).

1. If the student’s IEP team determines that the student is eligible for special
education and related services under IDEA, it is not necessary for the
student's 504 team to develop a 504 plan. Rather, the IEP team must
develop an IEP that, among other things, addresses any program
modifications, aids, services, or reasonable accommodations which may
have been included in a 504 plan. On rare occasions, where
accommodations and services in the IEP do not align with the student's
IEP goals, there may be a need for both an IEP and a 504.

VI. TRANSFER STUDENTS

A. If a student with a disability transfers to Ogden Preparatory Academy from
another school with an existing Section 504 accommodation plan, the OPA 504
coordinator shall initiate a review of the existing plan and supporting
documentation.

B. Ifthe OPA 504 coordinator determines the existing plan is appropriate, OPA shall
implement the plan and record the plan in OPA’s Student Information System and
notify parents.

C. If the OPA 504 coordinator determines the existing plan is not appropriate, the
team shall initiate the evaluation and eligibility procedures as outlined in this
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policy and determine which educational program or accommodations are
appropriate for the student.

D. OPA may implement the previous 504 plan from the previous school during the
interim period.

VII. 504 GRIEVANCE PROCEDURES

A. A parent or legal guardian who believes their student has been subjected to
discrimination based on an alleged violation of Section 504 relative to the
identification, evaluation, or educational placement of their student under the
provisions of this policy may file a complaint in accordance with the OPA
Grievance Policy.

B. At any time, a parent may file a complaint with the appropriate state and federal
agencies without exhausting administrative appeals, including the U.S.
Department of Education’s Office for Civil Rights:

1. U.S. Department of Education
Cesar E. Chavez Memorial Building
1244 Speer Boulevard, Suite 310
Denver, CO 80204-3582
Telephone: (303) 844-5695
Facsimile: (303) 844-4303
Email: OCR.Denver@ed.gov

Document History
Initial Creation: 10/23/2025

Legal References
Section 504 regulatory provision at 34 C.F.R. 104.35

Section 504 of the Rehabilitation Act of 1973 (“Section 504")
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