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Special Education and Special Services Vision Statement 
 

The El Paso Independent School District offers a unified continuum of educational 
services and programs for eligible disabled students ages 3-21. The El Paso Independent 
School District’s mission of excellence in teaching and learning applies to all students. A 
unified system of general and special education is one that is capable of responding to 
the needs of all its students by accessing a range of specialized services and supports. 

A unified educational system is based on the principle that each student 
represents a unique combination of abilities and educational needs and 
may require individual assistance at varying times during the school years in 
order to achieve desired outcomes.” 
-- McLaughlin and Warren, 1992 

The unified system stresses a system of standards and accountability for all students, 
including those with disabilities, and engages in a collaborative process of continual 
improvement. For students with disabilities, processes are put in place to ensure that 
the educational services and programs selected are both appropriate and effective. This 
is achieved through the design, use, and assessment of resources at both the district 
and school level, which have one intention: to improve student performance. 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

El Paso ISD Special Education and Special Services Contacts 

Phone: (915)-230-2825      Fax: (915)230-0825 
 

Vacant, Assistant Superintendent of Special Education and Special Services 

 

Verna Ball, Director, Special Education Operations and Compliance 

Antoinette Howard, Director, Curriculum and Instruction, Special Education 

Angelica Rodriguez, Director of Special Education 

 

Coordinators: 

Kelly Ball, Coordinator, Section 504 and Title IX     

Carmen Castro-Toriano, Coordinator, RDSPD, AI & VI    

Dr. Suzy Natividad, Program Manager, Homebound/Hospital  

 

Facilitators: 

Melissa Rodriguez, Facilitator, Speech Language Pathologists 

Dr. Ramon Garcia de Alba, Facilitator, LSSP & MSW 

Nick Guerrero, Facilitator, Occupational and Physical Therapists 

Pearlie King, Facilitator, Evaluations, Diagnosticians 

Melissa Prado, Facilitator, Compliance 

Catalina Renz, Facilitator, Compliance Reimbursement (Medicaid) 

Maria Short, Facilitator, Dyslexia and Reading Disorders 
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Introduction 

 

The purpose of the Section 504 and the American’s with Disabilities Act (ADA) is to eliminate 
discrimination based on disability.  Section 504 is a federal law designed to protect the rights of 
individuals with disabilities in programs and activities that receive Federal financial assistance from the 
U.S. Department of Education. 

A student is eligible for Section 504, when the student has a physical or mental impairment that 
substantially limits one or more major life activities or bodily functions. 

Section 504 provides accommodations in the general education setting to those students with 
disabilities that are not severe enough to qualify for special education, yet still substantially limit a major 
life activity.  Section 504 also includes service animals, homebound services, auditory impairments, 
visual impairments and Dyslexia services. 

A student is eligible for Section 504 when the student has a physical or mental impairment that 
substantially limits one or more major activities.  Eligible students under Section 504 will receive a 504 
Individual Accommodation Plan that outlines any reasonable accommodations to the general education 
classroom or educational environment that are required for the student to have equal access to the 
educational benefits of the school.  These accommodations may be based on physical or mental health, 
emotional, behavioral, environmental or academic needs of the student 

 

Discrimination Defined  

“No qualified person with a disability shall, on the basis of disability, be excluded from 
participation in, be denied the benefits of, or otherwise be subjected to discrimination under any 
program or activity which receives federal financial assistance” (34 CFR §104.4(a)). 

“Discrimination under Section 504 (34 CFR §104.4(b)) is essentially the same as under Texas 
Law and occurs when an institution engages in any of the following practices: 

Denying a qualified person with a disability the opportunity to participate in of benefit from the 
aids, benefits, or services that are afforded student without disabilities.” 

Child Find 

At least annually, the school shall make an effort to identify and locate every eligible child with a 
disability. Appropriate steps must be taken to find any eligible child and notify the child’s parent or 
guardian, and if appropriate, the student, of the school division’s use of Child Find procedures (e.g. 
record reviews, general screenings, preschool advertisements, distribution of information in the 
community) or through any other means necessary to comply with this requirement under Section 504. 

 



                                                                                                                                            
 

 

 

 

 

Identification of 504 Students 

Definition of “Disabled” Under Section 504 and the Americans with Disabilities Act. 

Section 504 of the Rehabilitation Act of 1973 

A. Definition of an “individual with disabilities”: An individual with disabilities under Section 504 is 
any person who: 

Has a physical or mental impairment, which substantially limits on or more major life activities;  

Physical or mental impairment means: (A) 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, genito- urinary; hemic and lymphatic; skin; and 
endocrine; or (B) any mental or psychological disorder, such as mental retardation, organic brain 
syndrome, emotional or mental illness, and specific learning disabilities.  34 C.F.R.104.3(j)(2)(i) 

Include impairments that are episodic, in remission, or mitigated. Temporary impairments are 
not included unless severity creates substantial limitation for extended periods.  

Section 504 excludes from the definition of a student with a disability, and from Section 504 
protection, any student who is currently engaging in the illegal use of drugs when a covered 
entity acts on the basis of such use. (There are exceptions for persons in rehabilitation programs 
who are no longer engaging in the illegal use of drugs).  U.S. Department of Education Section 
504 FAQ 

The determination of 504 Eligibility is based on two questions: 

 A. Does the student have a physical or mental impairment? 

 B.  Does the impairment substantially limit one or more major life activities? 

In order for a student to be considered eligible under Section 504, both questions must be answered 
“YES.” 

Physical or Mental Impairments 

Such impairments may include, but are not limited to 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,  
• genito- urinary;  
• hemic and lymphatic; 
• skin; and endocrine 



                                                                                                                                            
 

 

 

 
 

OR 

Any mental or psychological disorder, such as: 

• mental retardation (intellectual disability) 
• organic brain syndrome  
• emotional or mental illness  
• specific learning disabilities   

(34 C.F.R.104.3(j)(2)(i)) 

Substantially limited 

  “Substantially limits” is not meant to be a demanding standard. Impairment is a disability if it 
substantially limits the ability of an individual to perform a major life activity as compared to most 
people in the general population. 

Impairment need not prevent, or significantly or severely restrict, the individual from performing 
a major life activity in order to be considered substantially limiting. Nonetheless, not every impairment 
will constitute a disability under Section 504. 

The determination of whether an impairment substantially limits a major life activity requires an 
individual assessment. The comparison of an individual’s performance of a major life activity to the 
performance of the same major life activity to the performance of the same major life activity by most 
people in the general population usually will not require scientific, medical, or statistical analysis. 

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. 

Mitigating Measures include anything, such as medication, or assistive devices that reduce the severity 
of the disability. 

The determination of whether an impairment substantially limits a major life activity shall be 
made without regard to the ameliorative effects of mitigating measures such as: 

• medication, 
• medical supplies,  
• equipment, or appliances,  
• low-vision devices (which do not include ordinary eyeglasses or contact lenses), 

prosthetics including limbs and devices,  
• hearing aids and cochlear implants or other implantable hearing devices,  
• mobility devices, 
• oxygen therapy equipment and supplies;  
• use of assistive technology;  



                                                                                                                                            
 

 

 

• reasonable accommodations or auxiliary aids or services; 
• learned behavioral or adaptive neurological modifications. 

The ameliorative effects of the mitigating measures of ordinary eyeglasses or contact lenses shall 
be considered in determining whether an impairment substantially limits a major life activity. 42 U.S.C. 
12102(4)(C)(D)(E)(i)(ii) 

In order to determine if the disability causes a Substantial Limitation, consider the following questions: 

• Is the impairment mild or severe? 
• Does the impairment result in failure or the student is not achieving near expected level? 
• Does the impairment impact a Major Life Activity? If so, how and for how long? 
• Will the impairment be of such short duration as to not cause significant problems? 
• Will the impairment cease impacting the child without intervention? 
• Will the impairment be short or long in duration? 
• If the impairment is of short duration, will it have a significant impact without 

intervention? 
• If the impairment will be long term, will the impact negatively affect the child’s status,  

 

Impairments impact major life activities to varying degrees. If the 504 committee determines that 
the impairment substantially limits the student's performance of the major life activity, then the student 
should be identified as an individual with a disability under Section 504 and the ADA. If the Team 
determines that the impairment limits the student to a mild or moderate degree, then the student should 
not be identified as an individual with a disability under Section 504 and the ADA. However, the Team 
may proceed to consider non-disability related accommodations or services that would be helpful to the 
student, if appropriate. 

Moreover, with regard to impairments that are episodic or in remission, the Team will consider 
the impact of the impairment when it is active (U.S. Department of Education Section 504 Guidelines 
2014).  An Impairment that is episodic or in remission is a disability if it would substantially limit a 
major life activity when active. 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

 

Major life activities include, but are not limited to: 
 

• caring for oneself  
• performing manual tasks 
• seeing  
• hearing  
• eating  
• sleeping  
• walking  
• standing  
• lifting  

 
A major life activity 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 

 
(42 U.S.C. 12102(4)(a)(2)(A)(B)) 
 
This list is not exhaustive. Other functions can be major life activities for purposes of Section 504. (U.S. 
Department of Education Section 504 FAQ) 
 
Other 504 Considerations 
 

1. Has a record of such an impairment: or While a “record of an impairment of being “regarding as 
having” an impairment by the recipient gives rise to antidiscrimination protection under Section 504 , 
this factor alone (in the absence of the next item) does not trigger the school division’s obligation to 
provide a free appropriate public education or FAPE. “Logically, since the student is not, in fact, 
mentally or physically handicapped, there can be no need for special education or related aids and 
services.” OCR senior staff memo, 191DELR 894 (OCR 1992) 

2. Is regarded as having such an impairment. These sections cover persons with a history of a disability 
or persons who are perceived as having a disability. These sections create a very different type of 
Section 504 eligibility. While a “record of” an impairment or being “regarded as having” an impairment 
by the recipient give rise to anti-discrimination protection under Section 504, these two prongs do not 
trigger El PASO ISD’s obligation to provide a free and appropriate public education (FAPE). These two 
prongs are meant to reach situations where individuals either were or are “considered” to be disabled, 
and are currently being treated by others as if they were.  

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

 

• brain 
• respiratory 
• circulatory 
• endocrine 
• reproductive function 

 



                                                                                                                                            
 

 

 

Consequently, the only duty as to these students is to not discriminate against them based on the 
history or perception of impairment. 

A “qualified” disabled person for public preschool, elementary, secondary, or adult education services 
is one who is an individual with a disability (defined above) AND: 

a. Is of an age during which a person without disabilities are provided such services. 
b. Is of an age during which it is mandatory under state law to provide such services to persons 

with disabilities. 
c. Is a resident of a state / county that is required to provide free and appropriate public 

education under IDEA. 
d. Is currently enrolled and participating in the public school for which services are being 

sought. 

Further Clarification: 

The determination of whether an impairment substantially limits a major life activity shall be 
made without regard to the ameliorative effects of mitigating measures, such as medication, reasonable 
accommodations, hearing aids and cochlear implants, mobility devices, assistive technology, etc. The 
use of ordinary eyeglasses or contact lenses is the only exception and may be considered in the 
determination of eligibility. 

When a qualified disabled child needs a systematic, consistently implemented battery of 
accommodations in order to have his/her needs met as adequately as non-disabled children, or 
when a student exhibits intermittent conditions that substantially limit a major life activity, 504 
becomes necessary. 

Temporary Disabilities 

Temporary conditions may qualify a student for Section 504 if the condition substantially 
impairs a major life activity and is of unknown origin.   

Examples: 

Typically, “normal” broken bones are not temporary conditions in need of a 504 plan unless they 
are severe enough to cause a substantial limitation to a major life activity for an extended period of time 
(generally 6 months or longer).   

A broken arm, wrist or hand prior to a state assessment is not a 504 issue.  Accommodations for 
the state assessment are addresses in the STAAR Assessment Manual under Accommodations in 
Unexpected or Emergency Situations. 

Pregnancy is generally not a qualifying condition for 504.  A pregnancy becomes a qualifying 
504 condition when medical conditions arise during the pregnancy that may require homebound services 
or frequent visits to a physician. 

 

 

 



                                                                                                                                            
 

 

 

 

Exceptions to “Physical or Mental impairment.”  

Environmental, cultural, and economic disadvantage are not in themselves covered, nor are age, 
or homosexuality. Of course, if a person who has any of these characteristics also has a physical or 
mental handicap, the person is included within the definition of handicapped person. 

Homosexuality and bisexuality are not considered impairments under 504. 1992 OCR 
Memorandum on Differences Between ADA Title II and 504 Regulations (OCR 1992). Transvestitism 
was excluded under 504 (1) …pedophilia, exhibitionism, voyeurism, gender identity disorder not 
resulting from physical impairment, or other sexual behavior disorders; (2) compulsive gambling, (3) 
kleptomania, (4) pyromania (Americans with Disabilities Act, 42 U.S.C. 12211.1992). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

Section 504 Eligibility 

The purpose of the Section 504 Evaluation is to provide accurate data: 

• To determine whether or not a disabling condition exists: 
• To determine if the student meets the definition of a “qualified disabled person”. 
• To collect information that can be utilized to develop an appropriate Section 504 Plan if the child 

is determined eligible. 

Timelines 

EPISD maintains the following timelines: 

a. 15 school days to respond to parent as to whether a Section 504 evaluation will be conducted 
at this time or at all. ** 

b. 45 school days from date of consent to conduct a Section 504 evaluation, including a 
Dyslexia Evaluation if needed 

c. 30 calendar days from date of evaluation to hold the Section 504 meeting. 

d. At least 5 school days between the date of the Notice of Meeting and the actual meeting date 
(unless waived by the parent), meetings are held at a mutually agreed time and place 

** The campus 504 designee must respond to any written request for Section 504 evaluation 
within 15 school days. Within the 15 school days the campus Section 504 designee will complete 
the Section 504 Notice of Action page in eStar (screen 48) if the district is indicating the refusal to 
conduct a Section 504 evaluation.  Parent(s) are to be provided a copy of their procedural 
safeguards (parent rights) when obtaining consent to evaluate and/or notifying the parent of the 
refusal to evaluate. 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

Section 504 Evaluation Process 

The identification of students eligible for protection under Section 504 of the Rehabilitation Act 
will be conducted at the campus level. Under the direction of a campus principal, each campus shall 
establish a Section 504 committee whose purpose shall be to process referrals for students suspected of 
having disabilities under Section 504, in EPISD this is an Assistant Principal, or other district approved 
persons if special circumstances are present. 

A Section 504 Evaluation is generally a gathering of data as opposed to formal testing, with the 
exception of Dyslexia testing.  The Assistant Principal/Campus 504 designee will gather information 
and data to assist in determining 504 eligibility.   

Section 504 Evaluation information should include, but is not limited to: 

• School records-grades, attendance, discipline, teacher input 
• Other staff input as needed, nurse, counselor 
• Previous Special Education Evaluations, if available 
• Parent input 
• Outside agency information, physician’s statement, outside evaluations 
• Previous district documentation for transfer students 

When interpreting Section 504 evaluation data and making placement decision, the campus 
Section 504 committee is required to “draw upon information from a variety of sources, including 
aptitude and achievement tests, teacher recommendations, physical condition, social or cultural 
background, and adaptive behavior.  Information obtained from all such sources is to be documented 
and carefully considered. 34 CFR §104.35(C)(1)&(2) 

Determinations regarding Section 504 eligibility and the provision of appropriate services may 
not be based on administrative convenience, staff shortages, and /or financial constraints. Any eligibility 
decision regarding a particular student must be made on an individual basis.  

The 504 Committee: 

The 504-committee is a group of at least three persons, including persons knowledgeable about 
the child, the meaning of the evaluation data, and the placement options. 34 CFR §104.35(C)(3) 

In EPISD the 504 committee must include, at a minimum the following persons: Campus 
Section 504 Designee (i.e. Assistant Principal), Parent(s), and Teacher(s).  Any other persons with 
knowledge of the student (Principal, Assistant Principal, Counselor, At Risk coordinator, Instructional 
Coordinator, School Nurse, etc.) should be invited as needed. 

Parents are not required members of the Section 504 committee. However, best practice suggest 
that parental involvement be emphasized at every stage of the Section 504 planning process. 

 

 

 



                                                                                                                                            
 

 

 

 

Parent Notification of Section 504 Meeting  

Whenever a Section 504 Meeting is to be held, written notification to Parents of Section 504 
Meeting Form must be sent to the parent via mail, or physically given to the parent. The meeting should 
be scheduled at a mutually agreed upon time and place.  EPISD requires five (5) school days between 
the date of notice and the date of meeting unless the parent agrees to waive this five notice.  Should the 
parent waive the five-day notice, documentation in the 504 deliberations is required. 

When a case is referred to the Section 504 eligibility Committee the Assistant Principal/designee 
will schedule a meeting, notify the parents/guardians, ensure written notification is delivered and 
encourage them to attend. A copy of the notification is kept in the student’s educational record. (eStar 
will be utilized throughout the process, i.e., Referral, notice and consent, etc.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

The Section 504 Meeting 

The purpose of the eligibility meeting is to determine: 

a. Whether or not a physical or mental impairment is present, AND 

b. Whether or not the impairment results in a substantial limitation of a major life activity. 

The Section 504 Eligibility Committee should review all information presented and make a 
determination regarding the specific needs of the student as they relate to the definition of a qualified 
individual with disabilities under Section 504. Information must include school records (grades, 
attendance, discipline, and state assessment results if applicable).  Teacher input must also be part of the 
Section 504 evaluation, at a minimum, one (1) teacher is present and other teachers provide input that is 
summarized at the meeting.   

Parent information must also be considered and documented during the Section 504 meeting.  
Any outside agency information provided by the parent is also considered in the Section 504 meeting for 
determination of eligibility.  This may include physician’s statement(s) and recommendations (U.S. 
licensed physicians, psychologists and psychiatrists), and any other outside agency evaluations. 

Transfer Students 

 If a student transfers into EPISD, the previous Section 504 plan (or current Section 504) is 
honored with comparable services to the best of our ability as soon as the previous Section 504 plan is 
received.  Within 30 days of the student being enrolled in EPISD, a new Section 504 meeting will 
conducted to update the student’s Section 504 plan. 

 Out of Area Students 

 For student enrolling from a Texas school, send an email to Kelly Ball (klball@episd.org) with 
the student’s name, date of birth and local ID in order to determine if the sending district uses the eStar 
system.  If the district uses eStar, the transfer request is done through eStar.  If the district does not use 
the eStar system, then the campus will request records.  Once received, previous records should be 
scanned into the student’s archive in eStar. 

 Local Area Students 

 The majority of area districts utilize the eStar system for Sped and 504 records.  Transfers from 
local area districts will done through the eStar system.  Send an email to Kelly Ball (klball@episd.org) 
with the student’s name, date of birth and local ID.  Once the transfer has been approved, the student 
will appear on the campus student list in eStar. 
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Least Restrictive Environment 

The least restrictive environment is the setting that allows the disabled student the maximum 
exposure to nondisabled peers while still allowing him/her to receive an appropriate education. 34 CFR 
§104.34(a)(1) Section 504 creates the presumption that each disabled child can be educated in the 
regular classroom. 

Should the school segregate disabled students on buses, at recess, during lunch, class time, 
or field trips, it must stand ready to demonstrate that the segregation was necessary for the 
disabled child or children in question to benefit. 34 CFR §104.34(b) 

If FAPE cannot be achieved in the regular education setting, even with accommodations, then eligible 
Section 504 students may need access to special education and related services.  This entails a referral 
for a special education evaluation. 

Section 504 Deliberations  

A summary of the Section 504 meeting is required utilizing screen 8 of the eStar system.  The 
deliberations are not meant to be a word-for-word account of the meeting, rather a summary of the 
meeting.  Deliberations must include (see Deliberations Template): 

• Date 
• Members Present 
• Purpose of meeting 
• Distribution of procedural safeguards 
• Summary of 504 evaluation information  
• Parent concerns and statements 
• Summary of any outside agency information 
• Eligibility statement 
• LPAC information (as needed) 
• State assessment information to include accommodations for current and next year state 

assessments (as needed, for 2nd grade students, 3rd grade state assessments must be addressed) 
• Placement information 
• Statement of committee agreement and any members in disagreement 

Once a student is determined eligible, the campus Section 504 designee will complete a 504 PEIMS 
identification/exit form and provide it to their campus PEIMS clerk for entry into TEAMS.  

Special Education Referral 

 Should the committee decide that the accommodations provided through Section 504 do not 
meet the needs of an eligible student with a disability, a referral for a Special Education Evaluation may 
be appropriate.  When a Special Education Evaluation is proposed, the campus Section 504 designee 
(Assistant Principal), must document the proposal in the Section 504 plan in eStar.  The campus Section 
504 designee will document the Special Education Referral on page 8 in eStar and in the 504-committee 
deliberations.  Once the Section 504 meeting is complete, the campus Section 504 designee will provide 
the appropriate special education assessment staff with a copy of the Section 504 plan indicating a 
special education evaluation referral. 



                                                                                                                                            
 

 

 

 

Disagreement 

Once the Section 504 Plan is developed, agreement or disagreement from the parents is 
determined. Although the parents are not required to give permission to implement a Section 504 plan, 
best practice suggests that having their cooperation and approval of the Section 504 plan is 
advantageous for student success. If the parent(s)/guardian(s) disagree with the Section 504 eligibility 
committee decision, they should be informed of their rights (given another copy of their parental rights 
under Section 504) and advised that they may exercise their due process right at this time, including the 
right to request a hearing. The parent(s)/guardian(s) request an impartial hearing by notifying the EPISD 
Section 504 Coordinator, Kelly Ball at (915) 230-2856 or klball@episd.org 

At this time the Assistant Principal/Campus 504 Designee should provide the parent with a copy 
of the 504 Parent Grievance Form and Instructions. 

Archiving Section 504 Documentation 

All Section 504 meetings are recorded using the eStar program.  Once a meeting is completed, 
parents should receive a hard copy of the meeting in its entirety and the meeting must be archived in the 
eStar system. 

All external documents relating to the student’s Section 504 plan must be scanned and archived 
into the eStar system in the student’s Section 504 archive. 

External documents include any hard copy document such as, but not limited to: 

• parent(s) signed notice 
• signed receipt of rights 
• signed consent for 504 evaluation 
• physician’s statement(s) 
• copies of email 
• outside agency evaluations 
• parent information forms 
• teacher information forms 
• teacher receipt of accommodations 

Hard copies of Section 504 meetings are no longer required in EPISD.  All 504 meetings and 
accompanying documentation is archived in the eStar system.   

Any hard copies of Section 504 records on campus must be kept in a secure location with access to 
only persons that have an educational or administrative need to view them.  Hard copy Section 504 
records cannot be kept with student cumulative records or with student special education records. 

Only appropriate staff should receive copies of student Section 504 records.   
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Section 504 Procedures 
Annual Review/3-year Section 504 Re-evaluation Steps 

These steps follow the same sequence as an initial 504 as outlined above under eligibility. 

Notice of Meeting 

The campus Section 504 designee will provide the parent(s) with a written notice of meeting at 
least five (5) school days prior to the meeting.  Section 504 meetings must be scheduled at a mutually 
agreed upon date and time.  The parent(s) must approve the wavier of this five (5) school day notice and 
it must be documented in the Section 504 meeting deliberations.  

Gather all necessary information prior to the Section 504 meeting.  This includes school records, 
teacher information, nurse information (as applicable), LPAC information (as applicable) and any other 
pertinent information.  Parent information can be provided prior to the meeting or parent may bring 
information to the meeting. 

Conduct the Section 504 meeting to determine eligibility and accommodations. 

If there is not sufficient data/information to make an informed decision, document the need for 
additional information in the deliberations and schedule a new meeting.   

Ensure all information is recorded using to the eStar system to include archiving the meeting, 
and scanning and archiving any hard copy documents. 

If the 504 meeting is an initial determination of Section 504 eligibility or if the Section 504 
meeting determined the student is no longer eligible for Section 504 accommodations, the campus 
designee will complete a Section 504 PEIMS identification/exit form and provide it to their campus 
PEIMS clerk for entry into TEAMS.  

More detailed steps relating to conducting an initial or annual 504 meeting are located in the 
Appendix. 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

 

Supplements 
Transportation: 

EPISD will provide transportation as a service for eligible students with disabilities under 
Section 504 when the student would not otherwise have access to the benefits of the general education 
curriculum without special transportation. 

Not all students covered under Section 504 qualify for transportation as a service.  
Transportation is considered for students covered under Section 504 based on need due to the student’s 
disability.  Transportation for Section 504 students would be considered when the student: 

• Requires special assistance or supervision 
• Has insufficient mobility skills for safe travel on a regular bus 
• Requires a specialized vehicle  
• Uses adaptive devices (wheelchair, crutches, braces, etc.) which may endanger him/her or others 

on a regular bus 
• Cannot communicate effectively resulting in a safety issue on a regular bus 
• Exhibits tendencies of hyperactivity, aggression or withdrawal resulting in a safety issue on a 

regular bus 
• Exhibits cognitive deficits which may result in hazard to his/her safety on a regular school bus. 
• Is assigned to a specialized program not offered at the student’s home campus 

In order to initiate transportation service an eligible student, through a 504 meeting, in eStar, 
pages 22-24 must be completed.   

Page 22 in eStar: 

• Enter Start Date 
• Enter contact information for parent and campus 
• Select reason(s) for transportation 
• Select any needed seating options/wheelchair options 

Page 23 in eStar: 

• Indicate when transportation is needed 
• Indicate behavioral concerns 
• Indicate medical concerns 
• Complete schedule of transportation services to include next year 

Page 24 in eStar: 

• Enter Start Date for services 
• Indicate New or Change in Service 
• Select “Pending” 
• Send email to the area transportation center with student ID 

 



                                                                                                                                            
 

 

 

 

Dyslexia  

Dyslexia services may be provided through Section 504 with the exception of students receiving 
special education services. Referrals for Dyslexia testing and the addition of Dyslexia services must take 
place through Special Education following the New Pathway to Dyslexia Identification outlined in the 
Texas Dyslexia Handbook prior to referral to Section 504 for evaluation.   

Dyslexia Testing Procedure: 

STEP 1-Preparing Dyslexia Referral/ Download bundle  

• Sign in to eStar>Section 504>504 plan  
• Enter Campus> Add student/find student  
• Select name 
• Choose Writing 504 plan Screen 1 student demographics- Check Dyslexia box Student Info 

Status  
• Screen 4 (Section 504 Review Committee Referral) Complete reason for referral portion 
• Screen 5 (Section 504 Notice and Consent for 504 Evaluation) complete MINUS CONSENT 

DATE this WILL BE DONE IN Step 2  
• Screen 7 (504 Plan- 1) Check Dyslexia Screen box  
• Top of screen Print/archive  
• Choose Bundle List option  
• Select Dyslexia-Initial and Print final copy  
• Complete accordingly (12 pages)  

STEP 2- Upload Dyslexia Bundle/ Start timeline  

• When all forms are gathered, Sign on to eStar>Archive>Archive manager  
• Choose student name>Reviewing 504 plan  
• Upload Document button  
• Upload Dyslexia Bundle (12 pages) ALONG with legible Work Samples  
• Send to server  
• Back to eStar start page  
• Section 504>504 plan  
• Choose Student>Writing 504  
• Screen 5 (Section 504 Notice and Consent for 504 Evaluation) 
• Enter Notice and Consent date and parent name NOW that Bundle is uploaded  
• Email jjmendoz@episd.org with id# of student being referred  

STEP 3- Complete 504/ Review assessment  

• Sign in to eStar>Section 504>Choose 504 plan  
• Choose student name>Writing the 504 plan  
• Complete the Section 504 plan 
• Complete Screen 10 (504 Dyslexia) “Yes or No” to “Are Dyslexia Services required,” this 

determines placement in the Dyslexia intervention class  
• Provide Parent with a copy of the Talking Book Program (English or Spanish) brochure 
• Archive 504  

https://www.episd.org/site/handlers/filedownload.ashx?moduleinstanceid=12209&dataid=46664&FileName=texas-dyslexia-handbook-2021.pdf
https://www.tsl.texas.gov/sites/default/files/public/tslac/tbp/school/Student%20Resources%20for%20Reading%20Disability.pdf
https://www.tsl.texas.gov/sites/default/files/public/tslac/tbp/school/Programa%20de%20Libros%20que%20Hablan%20Flyer.pdf


                                                                                                                                            
 

 

 

• Send email to jjmendoz@episd.org let us the process is complete 

 

Homebound 

Students who are chronically ill, or who have other medical conditions, which result in the 
student being confined to their home for at least four consecutive or cumulative weeks during the school 
year, may be eligible to receive instruction at home. This placement requires documentation from a 
physician indicating the type and severity of the condition as well as the anticipated length of 
confinement to the home. 

Homebound services for all students are considered short-term solutions. Campuses, including 
Section 504 and IEP Committees, need to periodically review the homebound services for each student 
and, if appropriate, develop a plan to transition the student back to his/her home campus as soon as 
possible. 

Homebound placement only covers a specific span of time during one school year. If services are 
to continue from school year to school year, new documentation is required and a homebound meeting is 
required to be held for all general education homebound students. (Documentation for homebound 
special education students would be noted at the student’s ARD meeting.) Once again, Homebound is 
considered a short-term placement. Our goal is to get students to return to the school setting as soon as 
possible. 

While homebound, students are not to come on campus without permission from their physician 
and a campus administrator. Likewise, a student being served in the Homebound Program may not 
participate in school athletics or extra-curricular activities. 

Homebound Basics 

1. If a parent requests homebound services or provides a physician’s statement indicating 
homebound services, please contact Dr. Suzy Natividad, Homebound Program Manager. 

2. Students are not eligible without a completed Homebound Needs Assessment form signed by a 
certified physician in the state of Texas. On the form, the physician should explain why the 
student would need to be confined to their home for a minimum of four weeks and the specific 
reason the student cannot attend school for this length of time. (Please note that absences 
accumulated before the placement meetings are not considered as part of the four-week 
confinement time.) Once this form is completed, homebound services will be considered. (The 
Homebound Needs Assessment form is not a prescription or the final determination for a 
homebound placement.) Complete and upload the Homebound Referral Packet to the eStar 
Archive. 

3. Homebound is intended to be a temporary placement and is not an alternative placement for 
students who are habitually absent or simply refuse to attend school. 

4. If a Section 504 or special education student qualifies for homebound, a Section 504 or ARD 
meeting must be held and the committee must document this placement. 

5. Once the student is eligible for homebound services, the student will be enrolled in the 
Homebound/Home Hospital School, while remaining attached the student’s home campus.  The 
homebound teacher(s) will then become the teacher(s) of record for the student, assigning grades 
and attendance.  The homebound teachers will need cooperation from the student’s home campus 
to ensure that appropriate instruction is provided and any make up work is available. (Campus 
PEIMS clerks will be instructed on PEIMS coding by the homebound PEIMS clerk) 



                                                                                                                                            
 

 

 

6. Courses to be continued during homebound instruction for general education homebound 
students are determined by the general education homebound committee.  

7. For Homebound Services, one hour of instruction is equivalent to one full day present. 
8. Students receiving homebound services during the state assessment will be administered the test 

at home by a qualified staff member. 
9. Dismissal from Homebound requires documentation from a physician. 
10. All students that receive homebound services must have a Section 504 meeting prior to 

homebound services starting and a new Section 504 meeting prior to the student returning to 
campus if possible.  If the Section 504 is unable to be held prior to the student returning to 
campus, the Section 504 meeting must be held within 10 days of the student’s return.  The 
student cannot return to campus without a physician’s statement releasing the student back to 
school.  (Students in Special education will follow SPED guidelines on conducting ARD 
meetings for students entering or exiting from Homebound services) 

This instructional arrangement/setting is for providing Section 504 services to students who are 
served at home or hospital bedside. 

• Students served on a homebound or hospital bedside basis are expected to be confined for 
a minimum of four consecutive weeks (or a time period of four or more weeks on an 
intermittent basis) as documented by a physician licensed to practice in the United States. 

• Homebound or hospital bedside instruction may, as provided by local district policy, also 
be provided to chronically ill students who are expected to be confined for any period of 
time totaling at least four weeks throughout the school year as documented by a physician 
licensed to practice in the United States. 

• The student's 504 committee shall determine the amount of services to be provided to the 
student in this instructional arrangement/setting in accordance with federal and state laws, 
rules, and regulations, including the provisions specified in subsection (b) of this section. 

This arrangement/setting also applies to school districts described in Texas Education Code 
§29.014.  

To be placed in the Section 504 homebound instructional arrangement/setting, a student with a 
disability must meet the following three criteria: 

• The student is expected to be confined at home or hospital bedside for a minimum of 4 weeks 
(the weeks need not be consecutive). 

• The student is confined at home or hospital bedside for medical reasons only. 
• The student's medical condition is documented by a physician licensed to practice in the United 

States. 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

Homebound Notes: 

• Throughout this section and other parts related to the homebound instructional 
arrangement/setting and the licensure of physicians, “licensed” means licensed to practice in the 
United States. 

• The student's Section 504 committee determines the amount of services to be provided to the 
student in this instructional arrangement/setting with a minimum of four (4) hours per week 
unless otherwise specified by a physician. 

• The teacher serving a student at home or hospital bedside (“homebound teacher”) while the 
student is in the Section 504 homebound instructional arrangement/setting must teacher that 
meets certification based on TEA requirements.  

• Home instruction may also be used for services to infants and toddlers (birth through age 2) and 
young children (ages 3-5) when determined appropriate by the child's individualized family 
services plan (IFSP) committee or ARD committee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

Manifestation Determination Review 

Student Removals (Suspensions, Expulsions and DAEP Placements) 

A student with a disability may be removed from the student’s current educational setting for 10 
cumulative or consecutive days in a school year for any violation of school rules to the extent removal 
would be applied to a student without a disability. 

The principal or other appropriate administrator may suspend a student who engages in conduct 
identified in the Student Code of Conduct as conduct for which a student may be suspended. A 
suspension may not exceed three consecutive school days. (Texas Education Code 37.005) 

Short-Term 

A short-term suspension occurs when a child is removed from school for 10 school days or less. 
It does not constitute a change in placement. The child is subject to normal disciplinary procedures. 

Serial Suspensions: 

A series of short-term suspensions that aggregate to more than 10 school days constitutes a serial 
suspension. 

A student with a disability under Section 504 may be removed from the student’s educational 
setting for a period of time that cumulatively exceeds 10 school days in a school year for separate 
incidents of misconduct as long as the removals do not constitute a pattern. A pattern of suspensions is 
considered a significant change in placement that requires reevaluation and procedural protections. 

EPISD determines on a case-by-case basis whether a pattern of removals constitutes a significant 
change in placement. The District determines when isolated, short-term removals for unrelated instances 
of misconduct are considered a pattern by considering the following: 

1. The removals accumulate to more than 10 school days in a school year; 
2. The student’s behavior is substantially similar to the student’s behavior in previous incidents that 

results in a series of removals; 
3. Such additional 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. 

If a pattern exists, the removals constitute a significant change in placement, and the school must, 
(for each suspension after the 10th day): 

1. Schedule, notify parents and conduct a Manifestation Determination immediately, if possible, 
but no later than 10 school days after the decision to take disciplinary action is made. 

2. If a Functional Behavioral Assessment and/or a Behavior Intervention Plan already exists, 
review them. Adjustments may need to be made to Behavior Plans. 

3. If a Functional Behavioral Assessment and/or Behavior Intervention Plan is not in place, the 
Section 504 committee must consider developing a timeline to complete them at the Section 
504 MDR meeting due to a possible pattern of behavior. 

 

 



                                                                                                                                            
 

 

 

 

Long Term Suspension, DAEP Placement or Expulsion 

A long-term suspension, DAEP placement or expulsion occurs when a child is removed from 
class for more than 10 consecutive days. If an identified student with a disability as defined under 
Section 504 is referred for long-term suspension DAEP placement or expulsion, a Section 504 Plan 
committee must be convened immediately (within 10 days of date of removal, including off –school 
suspension prior to the hearing) to determine whether a manifestation exists between the child’s 
disability and his/her misconduct. 

The School must: 

1. Schedule, notify parent/guardian(s) and conduct a Manifestation Determination 
immediately, if possible, but not later than 5 days after the decision to take 
disciplinary action is made. 

2. The Section 504 Plan committee should make its determination within 10 school days 
of the school’s formal recommendation for long-term suspension or expulsion. 

3. If a Functional Behavioral Assessment (FBA) and/or a Behavior Intervention Plan 
(BIP) already exists, review the documents. 

4. If a Functional Behavioral Assessment and/or Behavior Intervention Plan is not in 
place, the Section 504 committee must consider developing a timeline to complete 
them at the Section 504 MDR meeting. 
 

Long Term Suspension or Expulsion Discipline may not be imposed if a manifestation of 
the student’s disability exists, except when the violation relates to an automatic DAEP placement 
(drugs, weapons or serious bodily injury). If a manifestation exists, the Section 504 Plan committee 
should review the Section 504 plan and, if relevant, the BIP for appropriateness.  

Drug and Alcohol Violations 

Current Drug/Alcohol Exception to the Procedural Safeguard 

“Local educational agencies may take disciplinary action pertaining to the possession and use of 
illegal drugs or alcohol against any disabled Section 504 student who currently is engaging in the illegal 
use of drugs or in the use of alcohol to the same extent that such disciplinary action is taken against non-
disabled students. Furthermore, the due process procedures at 34 C.F.R. 104.36, Procedural 
Safeguards shall not apply to such disciplinary action.” 29 U.S.C. §706 (8)(C)(iv) 

***Note: The OCR has interpreted this phrase to mean that if a student is currently using illegal drugs or 
alcohol, and is to be disciplined by the school for possession and use, the student loses the procedural 
protections provided by §504, including the manifestation determination prior to a change in placement 
for disciplinary reasons even if the child has another disability (for example, ADHD) that could be 
related to the misconduct (1991 OCR Policy Memo on ADA Amendments to §504). 

 

 

 

 



                                                                                                                                            
 

 

 

 

Manifestation Procedures 

1.  A Manifestation Determination Review (MDR) must take place if the school determines that a 
change of placement has occurred based on the student being removed from the general education 
setting for 10 or more days according to the above student removals. 

2.  Should it be determined that a discretionary disciplinary change of placement has been 
recommended, a Manifestation Determination review must be conducted immediately, but not before the 
Disciplinary Hearing, and no later than 10 days after the decision to place the student in a DAEP (on or 
off campus) is made (to include any OSS days prior to DAEP placement determination). A MDR cannot 
override mandatory DAEP placements. 

In addition, the following procedures are required: 

a. Give notice of the disciplinary decision and of the procedural safeguards to the parents on the 
date on which the decision is made to take disciplinary action. 

b. Notify parent/guardian(s) in writing, immediately, if possible, but not more than 10 days after 
a decision to take action occurs, of the Manifestation Determination Review. 

c. The purpose of the meeting is to determine whether there was a causal relationship between 
the incident for which the student was suspended and their disability 

d. Notification should include identification of time, date, location, and participants who will be 
in attendance.  

e. This meeting is a Section 504 meeting. Parents should participate in the meetings; however, 
if they refuse to attend, they should be given a copy of any final decision.  Reasonable effort 
should be made to involve the parent. 

f. Complete demographic information is needed. 
g. Date of the meeting.  

3.  Participants at the meeting: The names of each person will be recorded and EPISD will ensure that 
each meeting includes: 

School Administration, Parent, School 504 Coordinator, Staff who have been involved in the 
implementation of the 504 plan, and persons who may have knowledge of the student’s 
behavioral or academic needs. 

4. Data Review: The team must consider: 

• All relevant information in the student’s file. 
• The student’s 504 Plan 
• Relevant information provided by the parents 
• Any Functional Behavior Assessment, Behavioral Intervention Plan or behavior contract. 
• Discipline History 
• Attendance, school records 
• Teacher observations 

 



                                                                                                                                            
 

 

 

 

 

5. Incident Review: This should include a summary of the incident and disciplinary hearing findings.  In 
this summary, as outlined in the MDR supplement of eStar, should not include other students names or 
an end date of any DAEP placement.  The summary should indicate the number of days the student is 
assigned to a DAEP (on-campus or off-campus), the anticipated start date, and any review of the DAEP 
placement as indicated in the hearing officer’s decision. 

6. Committee Determination: The committee must determine if the behavior is a manifestation of the 
student’s disability. The committee will determine, after the data and incident review: 

• If the conduct in question was caused by, or had a direct and substantial relationship to, the 
child’s disability; or 

• If the conduct in question was the direct result of the local educational agency’s failure to 
implement the Section 504 Plan. 

7. During all Manifestation Determination Reviews, any existing FBA and/or BIP’s in place must be 
reviewed and updated as needed.  If there is not an FBA or BIP in place, the 504 committee must 
consider whether an FBA and/BIP needs to be developed.  If the committee determines that an FBA 
and/or BIP needs to be developed, a timeline for completion must be documented in the 504 plan. 

Parameters of the Review: 

Question # 1: 

 Is the Behavior a Manifestation of the disability?  

IF the answer is YES: the behavior IS a manifestation of the student’s disability.  The student 
would go back to their previous general education placement.  A review to determine the need 
for an FBA or BIP should take place with the consideration of a possible Special Education 
Evaluation referral. The Manifestation Determination is not retroactive.  If, at the time of the 
incident, the campus administrator removed the student from the campus or classroom due to 
school safety, the MDR does not go back and undo this action.  This holds true if the hearing 
officer placed the student in a DAEP.  The days of student removal will count towards the 
cumulative days of removal for the student. 

Question # 2: 

Is the behavior a result of the local education agency’s (LEA, campus/district) failure to implement the 
current Section 504 plan? 

IF the answer is YES: the behavior is a result of the LEA’s failure to implement the current Section 504 
plan, the student would not go to DAEP and would return to the general education placement.  The 
Section 504 plan should at this time be reviewed and updated as needed.  A plan to ensure proper 
implementation should be created and the district Section 504 coordinator notified immediately (Kelly 
Ball, kball@episd.org, (915) 230-2856). 

mailto:kball@episd.org


                                                                                                                                            
 

 

 

If the Section 504 Team and other qualified personnel determine that both conditions are NO, the 
behavior is NOT a Manifestation of the student’s Disability, or a result of the LEA’s failure to 
implement the current Section 504 plan: 

• The relevant disciplinary procedures applicable to a student without a disability may be applied 
to the student with a disability in the same manner and for the same duration in which the 
procedures would be applied to a student without a disability. 

• If the school initiates disciplinary procedures, providing rights that are applicable to all students, 
EPISD will ensure that the Section 504 and disciplinary records of the student with a disability 
are placed in the hands of the person or persons making the final determination regarding the 
disciplinary action. 

• The Section 504 plan and its associated protections will follow the student to the DAEP 
placement. 

• Parents may appeal the Manifestation Determination findings. A formal impartial hearing request 
must be made in writing. The 504 Coordinator can facilitate this process. Parents requesting an 
appeal of the Section 504 MDR will contact the Section 504 coordinator within 10 school days 
of the Section 504 MDR.  Campus Section 504 designee will provide the parent(s) with contact 
information; Kelly Ball, klball@episd.org, (915) 230-2856. 

• Parents may appeal to the Superintendent regarding the disciplinary action that was taken by 
using the regular disciplinary procedures outlined in EPISD Board Policy FNG. 

• Any appeal of the disciplinary action taken by the discipline-hearing officer is an administrative 
process and is not handled through the Section 504 process. 

Impartial Hearing 

Issues Giving Rise to a Hearing 

A hearing may be requested by any currently enrolled student or parent/guardian(s) of a currently 
enrolled student over a dispute concerning the identification, evaluation, FAPE and educational 
placement of students. 

Note: If the compliant relates to the Individuals with Disabilities ACT, hearings should be 
conducted in accordance with the requirements of that statute and its implementing regulations.  

Section 504 Due Process Hearing Procedures 

Dispute Resolution: 

EPISD seeks to resolve issues regarding Section 504 complaints as quickly as possible.  Campus 
administrators are the first step in resolving disputes regarding Section 504 complaints.  The next step is 
for the campus administrator to contact the district Section 504 coordinator and to provide the district 
Section 504 coordinator’s contact information to the parent(s) or adult student (Kelly Ball, 
klball@episd.org, (915) 204-4509).  The district 504 coordinator will provide support and mediation as 
needed to aid in resolving Section 504 complaints.  (Board Policy EHBAE) 

A. Right to Due Process.  

In the event a parent or guardian [hereinafter "parent"] wishes to contest an action or omission on 
the part of the District with regard to the identification, evaluation, or placement of a disabled child 

mailto:klball@episd.org
mailto:klball@episd.org


                                                                                                                                            
 

 

 

under §504 of the Rehabilitation Act of 1973 ["§504"), the parent has a right to an impartial hearing 
before an impartial hearing officer. Omissions on the part of the District with regard to a disabled child 
might include, for example, the District's failure to identify a child eligible for services under §504. 
Thus, a child's identification as eligible for services under §504 is not an absolute prerequisite to the 
right to due process. 

 

B. Parent Participation & Representation.  

A parent has the right to participate, speak, and present information at the due process hearing, 
and to be represented by legal counsel or any other type of advocate or representative of their choice at 
their expense. If a parent is to be represented by a licensed attorney at the due process hearing, he or she 
must inform the District's §504 Coordinator and the appointed hearing officer of that fact in writing at 
least seven (7) calendar days prior to the hearing date. Failure to notify the §504 Coordinator and the 
appointed hearing officer of that fact in writing shall constitute good cause for a continuance of the 
hearing date. (See "Continuances" below). 

C. Initiation of Due Process Procedures. 

 A parent who wishes to challenge a District's action or omission with regard to the 
identification, evaluation, or placement of a disabled child must submit a written Request for a Due 
Process Hearing to the District's §504 Coordinator. Such a written request must make clear that the 
parent is seeking a due process hearing under §504 before an impartial §504 Hearing Officer. The 
written request may be made on a form provided by the District for that purpose. If an intent to seek a 
due process hearing under §504 is not clear from the face of a Request, the District's 504 Coordinator 
may contact the parent to clarify the Request and ascertain whether the parent wishes to initiate a §504 
due process hearing. The Coordinator may also assist the parent in clarifying any questions regarding 
due process rights under §504. The reasonable time involved in ascertaining whether an ambiguous or 
unclear Request seeks a due process hearing under §504 shall toll the time lines set forth in these 
procedures (meaning that such time will not count toward the time line days specified in these 
procedures). If after such communication, the District is still unsure whether the parent is requesting a 
due process hearing under §504, the District shall initiate due process procedures, and the appointed 
Hearing Officer will hold a pre-hearing conference to decide whether the parent is seeking a due process 
hearing under §504, and whether the 

Hearing Officer has jurisdiction to entertain the claims and issues raised by the parent. (See "Pre-
Hearing Conferences" below). 

D. Appointment of a Hearing Officer.  

Within fifteen (15) days of the date of receipt of a clear Request for a Due Process Hearing (in 
writing), the District will appoint an impartial Hearing Officer to preside over the hearing and issue a 
decision. The Hearing Officer will be hired by the District as an independent contractor at no expense to 
the parent. The Hearing Officer shall not be a current employee of the District, and shall not be related 
to any member of the District's Board of Trustees to a degree prohibited under the Texas Nepotism 
Statute. The Hearing Officer need not be an attorney, but shall be familiar with the requirements of §504 
and the District's Hearing Procedures under §504. The District's choice of an impartial Hearing Officer 



                                                                                                                                            
 

 

 

is final and may not be made an issue at the due process hearing, since such an issue would not relate to 
the identification, evaluation, or placement of a disabled child under §504. If a parent disputes the 
impartiality of the appointed Hearing Officer, he or she may raise such issue in a review of the Hearing 
Officer's opinion by a court of competent jurisdiction (See "Review Procedure" below), or in a 
complaint to the appropriate Office for Civil Rights regional office (See "Complaints to the Office for 
Civil Rights (OCR)" below). 

E. Scheduling of Hearing.  

The appointed Hearing Officer shall issue an Order Setting Hearing Date to the parent and the 
District's §504 Coordinator in writing at his or her earliest opportunity. Such Order shall set a date for a 
hearing to be held within fifteen (15) days of the date of issuance of the Hearing Officer's Order. The 
order shall also set forth a mutually agreeable time and place for the hearing. 

F. Pre-Hearing Conference.  

The Hearing Officer may also order a Pre-Hearing Conference at which the parent or his or her 
representative will state and clarify the issues to be addressed at the hearing. The Pre-Hearing 
Conference can also serve to resolve preliminary matters, clarify jurisdictional issues, and answer the 
parties' questions regarding the hearing process. 

G. Dismissals.  

If, after the Pre-Hearing Conference, the Hearing Officer finds that the parent, as a matter of law, 
alleges and raises no factual claims or legal issues that come within his or her jurisdiction as a §504 
Hearing Officer, he or she may dismiss the hearing and issue an order to that effect explaining the basis 
for such finding. 

H. Continuances.  

Upon a showing of good cause, the Hearing Officer, at his or her discretion, may grant a 
continuance of the hearing date and set a new hearing date by issuing a written Amended Order Setting 
Hearing. 

I. Conduct of Hearing.  

The hearing shall be conducted in an informal, non-adversarial manner. The parties shall address 
the Hearing Officer by name (i.e. Mr. or Ms.). The hearing shall be closed or open to the public, at the 
parent's request. The parties are free to provide the Hearing Officer with information or opinion as to the 
validity and weight to be given the information presented to him or her. Neither the Federal nor Texas 
Rules of Evidence or Civil Procedure, however, will apply. The Hearing Officer is not required to 
entertain any legal evidentiary objections to the admissibility, authenticity, or probative value of either 
oral testimony or documentary exhibits offered at the hearing. In the exercise of his or her discretion, 
however, the Hearing Officer may reasonably limit testimony and introduction of documentary exhibits 
for reasons of relevance. (See also "Submission of Documentary Exhibits" below). 

J. Recording.  

Instead of a formal written transcript produced by a court reporter, the entire due process hearing 
will be tape-recorded. The parent may obtain a copy of the tape recording at his or her request. In order 



                                                                                                                                            
 

 

 

for an accurate recording to be made, the parties and witnesses shall introduce themselves at the 
beginning of their presentations. If a parent proceeds to a review of the due process hearing decision to a 
court of competent jurisdiction (See "Review Procedure" below), the District will prepare a written 
transcript of the hearing tape recording to be offered to the court as an exhibit. 

K. Witnesses.  

Witnesses will present their information in narrative form, without the traditional question and 
answer format of legal proceedings. Cross-examination of witnesses will not be allowed, but a party 
may request that the Hearing Officer, at his or her discretion, ask a witness a certain question. 

L. Format for Presentations.  

The parent will present its case first, by making an opening statement, which outlines the parent's 
position on all issues, presenting personally, calling additional witnesses, and making a closing 
argument. All of the preceding may be done either personally or through counsel, except for personal 
presentations or statements. At the end of the District's presentation, the Parent may offer a short 
response to the District's case.  The above format is not required, but may be helpful in organizing the 
presentation of the case to the Hearing Officer. 

Submission of Documentary Exhibits.  

As part of their presentations, the parties may submit any reports, evaluations, correspondence, 
notes, or any other documents that may support their positions and that the Hearing Officer will admit at 
his or her discretion. Each separate documentary exhibit submitted to the Hearing Officer by either party 
must be marked numerically (i.e., Parent 1, Parent 2; District 1, District 2, etc.).The Hearing Officer 
may, in the exercise of his or her discretion, reasonably limit the number of documents to be submitted 
for his or her review, as well as the number of witnesses and the length and/or scope of their 
presentations or statements. 

N. Written Closing, Arguments or Briefs.  

The parties may submit, at the Hearing Officer's discretion, a written Closing Argument 
summarizing and characterizing the information presented at the hearing, and providing legal authority 
in support of their position. Time lines for the submission of Closing Arguments shall be set by the 
Hearing Officer at the conclusion of the hearing. 

O. Closing of Hearing.  

At the conclusion of all presentations, the Hearing Officer will close the hearing and set a date 
for the issuance of the written decision. The Hearing Officer may make an oral ruling at the conclusion 
of the hearing or take the case under advisement, but must in all cases issue a written opinion addressing 
and ruling on all issues raised by the Petitioner and indicating what corrective action, if any, the District 
must take. Formal findings of fact and conclusions of law, however, are not required. Any issue or claim 
raised by the parent that is left unaddressed by the Hearing Officer in his or her decision will be deemed 
to have been denied to the parent. The decision must be issued to both parties within fifteen (15) days 
after the hearing. 

P. Decision Time line.  



                                                                                                                                            
 

 

 

A decision must be issued within forty-five (45) days after the date the Request for a Due 
Process Hearing is received by the district. 

Q. Remedies and Relief.  

The Hearing Officer must confine his or her orders and rulings to those matters which involve 
identification, evaluation, or placement of children under §504 and to the provisions of the regulations 
implementing §504. If a parent has raised issues or claims outside of the areas of identification, 
evaluation, or placement, that are not within the Hearing Officer's jurisdiction, the Hearing Officer will 
make appropriate findings to that effect either in the written decision, or at any time prior to the issuance 
of a decision (for example, at a Pre-Hearing Conference). A Hearing Officer may not award attorney’s 
fees as a part of relief granted to a parent. 

R. Review Procedure.  

If not satisfied by the decision of the Hearing Officer, a parent may seek review of the hearing 
decision in a court of competent jurisdiction, generally the closest federal district court. 

S. Complaints to the Office for Civil Rights (OCR).  

At any time, a parent may file a complaint with OCR if he or she believes that the District has 
violated any provision or regulation of §504. The filing of a complaint does not affect the hearing 
process or the time lines set forth above. OCR addresses §504 complaints separately and independently 
of the local hearing process, in accordance with the guidelines set forth in OCR's Complaint Resolution 
Manual. 

Local Contact: 

Kelly Ball 
Section 504 Coordinator 
El Paso ISD 
3700 Thomason Ave. 
El Paso, TX 79904 
(915) 230-2856 
klball@episd.org 

 

State Contact: 

Office for Civil Rights, 
Dallas Office 
U.S. Department of Education 
1999 Bryan Street, Suite 1620 
Dallas, TX 75201-6810 
Telephone: (214) 661-9600 
Facsimile: (214) 661-9587 
Email: OCR.Dallas@ed.gov 

 

mailto:OCR.Dallas@ed.gov


                                                                                                                                            
 

 

 

 

 

Functional Behavior Analysis: 

Conducting a functional behavior assessment is the first step in developing a Behavior 
Intervention Plan. The functional assessment gathers information about when, where and why 
challenging behavior occurs, so that interventions can be designed and put into action. 

While functional assessments have been used for many years with students who have severe 
disabilities (Under IDEA), they have recently been found to be helpful in addressing the inappropriate 
behavior of students with milder disabilities, when their behaviors do not improve with the use of typical 
school interventions. 

The Functional Behavior Assessment includes: 

• Identifying the behavior(s) that need to change. 
• It is important that the Section 504 Team members (including parents) clearly define the problem 

behavior in terms of specific observable actions. Many times, students exhibit more than one 
challenging behavior that may be destructive, disruptive, or interfering behaviors that affect the 
learning of the student or others. 

• Gathering information about the behavior  
• This can be accomplished through interviews with school personnel and parents and by 

observing the student in different settings over a period of time (at least two weeks). 
• Developing a hypothesis (best guess) as to the reason for the problem behavior. 
• Figuring out why the student is utilizing these behaviors is very important in the development of 

the behavior intervention plan. What are the triggers to these behaviors? 
• What benefit does the student get from the behavior? (Attention? Escape? Satisfaction?) Benefits 

usually involve the student trying to avoid or gain something. 
• Look for patterns in behavior, time of day, certain subject or class, morning or afternoon, etc... 

Behavior Intervention Plan 

Developing a behavior intervention plan is the second part of the functional behavior analysis 
process to address behavior that interferes with the student’s learning or the learning of others. The plan 
spells out the details and routines of interventions utilized to change the student’s behavior. The plan 
may include teaching new coping skills or change the circumstances surrounding the behavior.  A BIP 
under 504 should not include disciplinary consequences for the student, as the student will continue to 
follow the EPISD Student Code of Conduct. 

The plan includes who is responsible for the intervention and the dates a follow up meeting is to 
be conducted. The School administration, the teaching staff, the parent, and the student are required to 
attend the behavior plan meeting. The student should be encouraged to take responsibility and 
accountability for his/her actions, and communicate with staff and parents. 

Even though a functional assessment may take more time initially, it can make a difference for 
those students for whom typical intervention have not been successful. Developing an understanding of 
the cause of the behavior(s) may be key to helping the student learn more effective behavioral options. 



                                                                                                                                            
 

 

 

 

 

Section 504 Roles and Responsibilities 

Section 504 Committee:  

Section 504 meetings or any meeting that concerns a child can become a highly charged negative 
environment if someone says or does the wrong thing. As highly skilled professionals who have been 
trained to interact with the public, we have a responsibility to set a high standard of decorum in meetings 
that affect the future of a child. 

Goals: 

• Develop greater expertise and knowledge of the 504 process. 
• Commit as professionals to deliver the best service possible to our students, 
• Make the process more efficient. 

Assistant Principal/Campus 504 Designee:  

Run the meeting and keep everyone on task. Complete all required 504 documentation in eStar.  
Utilize the provided agenda. – make sure the 504 Meeting stays on agenda and respects the time 
of all stakeholders. Keep notes. Work hand in hand with the Committee. Schedule the meetings 
with the school and invite all staff who will be involved with the student. Provide 
technical/compliance support and interpret student data for all stakeholders. Focus on EPISD 
504 Compliance, 504 Plan Implementation and the daily work of 504. 

• Responsible for record keeping 
• eStar access and training 
• 504 Compliance & Guidance 
• 504 Action Plan 
• Attend 504 Trainings – Site resource for staff. Presides over campus 504 meetings 
• Responsible for record keeping – Access to eStar 504 Documentation pages of the 504 

forms online 
• Responsible for 504 Student list on campus 
• Assigns staff responsibilities: i.e. scheduling meetings, gathering student information  
• Ensuring appropriate implementation of 504 plans by campus staff 
• 504 Invitation at least 5 days in advance 
• Keep the official minutes – they can be put into eStar during the meeting 
• Accommodations (Draft) are completed and inputted in advance on eStar 
• Bring your working file with updated information such as: 
• Current accommodations, previous accommodations, new proposed accommodations 
• Personal Graduation Plan: Review as necessary 
• Data: Grades, STAAR scores, attendance, behavior, and other pertinent information 

teacher input 

 



                                                                                                                                            
 

 

 

 

 

Parent(s):  

• Advocate for the child 
• Ask questions, provide information about the student 
• Be part of the team decision-making process. 

Teacher(s):  

• Person(s) who deliver accommodations to students.  
• Provides input on the 504 plan 
• Person(s) who know the student’s functioning at academic, behavioral, & physical levels 
• Tracks student progress 

Other Personnel:  

• Provide information/guidance/reports on the accommodations provided 
• Any person the parent wants to attend that has knowledge of the student and has a written 

release of confidential information from the custodial parent 

Advocates:  

• Support/advise the parent.   
• Advocates may assist the parent as needed but cannot make decisions regarding the 504 

plan unless the parent specifically gives the advocate decision-making authority in 
writing. 

Campus Principal: 

• Campus supervision of 504  
• Site compliance officer 
• Liaison with central office 

Campus Nurse: 

• Maintain medical/health records 
• Create, maintain and distribute Health/Medical Plans as needed 
• Provide campus administration with list of possible 504 students 

504 Coordinator: 

• Oversee 504 program 
• Provide organizational and campus support 
• Compliance supervision  

Attorneys: 



                                                                                                                                            
 

 

 

If the parent chooses to bring an attorney to a 504 meeting, they must provide reasonable notice to school 
district in order for the district to have its attorney present at the meeting, if the district so chooses.  

 

 

Progress Monitoring 

With Section 504 plans, as with IEP’s in Sped, progress monitoring is important in establishing evidence 
of implementation.  Ultimately, the campus administrator is responsible for ensuring appropriate 
implementation of 504 accommodation plans.  The staff providing the accommodations are responsible 
for documenting progress and use of accommodations provided for eligible students served through 
Section 504.  Progress monitoring and use of 504 accommodations should be documented using 
monitoring forms (see appendix) and work samples. 

The most common complaint is that 504 accommodations are not being provided according to an 
eligible student’s 504 plan.  Documenting the use of accommodations provides evidence of effective and 
appropriate implementation.  This documentation also provides evidence of accommodations being used 
and being effective or no longer being needed at the student’s annual 504 meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

 

 

 

Questions & Answers 

What is Section 504?  

In 1973 when the Rehabilitation Act was passed, the intent was to encourage participation and 
equal access to federally funded programs by the disabled. As applied to schools, the language of the 
Act broadly prohibits the denial of public education participation, or enjoyment of the benefits offered 
by public school programs because of a child’s disability. The law was enacted to “level the playing 
field” for disabled students. 

Who is covered under Section 504?  

A student “qualifies” if he or she has a mental or physical impairment that substantially limits 
one or more major life activities. 34 C.F.R. 104.3(j)(l)(i) U.S.C. 12102(4) (a)(1)(A)  

Does Section 504 qualification occur only after a 504 evaluation?  

Yes. However, “evaluation” does not necessarily mean a formal test or assessment. The 504 
evaluation is the process of gathering information from a variety of sources to help the 504 committee 
make a determination regarding qualification. If the committee believes a form test/assessment is 
required prior to making a decision, the parental consent must first be obtained. 

What is the “504 evaluation” timeline? 

EPISD maintains the following evaluation timeline for 504. 

h. 15 school days to respond to parent as to whether a 504 evaluation will be conducted at this 
time or at all. 

i. 45 school days total to conduct a 504 evaluation hold the meeting, to include a Dyslexia 
Evaluation 

j. 30 calendar days to hold the Initial 504 meeting 
k. At least 5 days between the date of the Notice of Meeting and the actual meeting date (unless 

waived by the parent) 

What committee or team determines whether a child qualifies under Section 504? 

In EPISD, the campus 504 designee is the Assistant Principal.  The campus AP coordinates the 
504-referral process.  Federal regulations state at least three (3) persons comprise the committee that 
have knowledge of the student. In EPISD, the committee is comprised of a school administrator or 
designee, at least one teacher of the student, the parent(s), and any other staff with knowledge of the 
student who will be implementing the 504 Plan. 

 



                                                                                                                                            
 

 

 

What happens if a child is qualified as disabled under Section 504?  

A 504 Plan is developed to document reasonable accommodations that are necessary for that student. 

 

 

What goes into a 504 Plan?  

A 504 Plan should include only those reasonable accommodations to the regular classroom or 
educational environment that are required for the student to have equal access to the educational benefits 
of the school program.  A 504 plan cannot modify the student’s curriculum or the expected level of 
mastery of the curriculum.  A 504 plan follows the student through all school activities including 
extracurricular activities.  

Do Section 504 rights and protections extend to extracurricular activities? 

Yes.  Where as in IDEA, Special Education, extracurricular activities are seen as privileges and 
not rights, Section 504 is an anti-discrimination act that follows the student through all school-based 
activities. 

What services can be provided through 504? 

The only direct services provided through 504 are: Transportation, Dyslexia (DRD) services, 
and, Homebound services.  Other than these services, 504 only provides accommodations to students 
based on the student’s disability and needs. 

The parents of a 504 (or possible 504) student brought in an evaluation from an outside agency 
that is recommending specific therapy services (Occupational, Physical, Speech, etc...), does 504 
allow for these types of services? 

Related services can be provided through 504 so long as they do not alter or modify the general 
education curriculum.  This is a rare, case-by-case situation.  As all services are determined through 
valuation, should a parent bring in a recommendation for direct therapy services, it is recommended that 
if a parent provides an outside evaluation that recommends any therapy-based services that a Special 
Education evaluation be considered.   

Special Education service providers and staff should not participate in Section 504 meetings. 

How often should the 504 Plan be reviewed?  

The 504 plan must be reviewed annually and re-evaluated every three years. The 504 
committee can designate timelines if it wishes. 

What happens if a student no longer requires accommodations in the school setting? 

The 504 committee can meet at any time and make a determination that any accommodations 
may be added, reduced, or eliminated altogether.  

 

 



                                                                                                                                            
 

 

 

 

 

 

In the discipline process, must a school conduct a Manifestation Determination Hearing for a 504 
qualified student who is being suspended for more than 10 consecutive school days in a school 
year or a series of suspensions that total more than 10 school days in a school year? 

  YES. The 504 committee must convene to conduct a Manifestation Determination. The one 
exception is if the student is a current user of illegal drugs or is currently using alcohol and is being 
disciplined for the use or possession of illegal drugs or alcohol. No manifestation determination is 
required in this case. 

An MDR must be held for any student being recommended for on or off-campus DAEP as well.  
The MDR must occur within 10 days after the date of placement.  The MDR should take place only 
AFTER a discipline hearing has occurred for DAEP recommendations. 

Should the hearing officer determine that the student will NOT be placed in a DAEP, the 504 
committee should still meet to determine if a Functional Behavior Analysis (FBA) and/or Behavior 
Intervention Plan (BIP) is needed. 

A student had an offense that resulted in a possible DAEP placement.  Prior to the hearing, the 
student committed another offense.  Do I have to hold two separate MDR meetings? 

 There should be one (1) MDR meeting for every recommendation of DAEP placement.  If the 
hearing covers both offenses, then the MDR can cover both offenses since there is only one 
recommendation of alternative placement.  If there is more than one (1) hearing, there should be more 
than one (1) MDR meeting.  In other words, there should a MDR meeting for each hearing that 
recommends an alternative placement. 

Are there Procedural Safeguards?  

YES. Procedural safeguards (Parent rights) are provided to parent prior to initial 504 evaluation 
and any other time a 504 meeting is held, to include annual reviews, parent 504 meeting requests and 
manifestation determination reviews.  Procedural safeguards should be provided to the parent(s) at every 
504 meeting held. 

Does a student’s academic success mean he/she is not substantially limited in a major life activity? 

No. It should not be assumed that a student’s academic success means that the student is not 
substantially limited in a major life activity, other than learning, and therefor is not a person with a 
disability (Dear Colleague Letter, 58 IDELR 79, OCR 2012). 

“Each state must ensure that FAPE is available to any individual child with a disability who 
needs special education and related services, even though the child has not failed or been retained in a 
course or grade, and is advancing from grade to grade.” (34 CFR 300.101©(1)). 

We must look beyond grades and test scores in determining whether or not a student needs an 
IEP under Section 504 or Special Education.  In addition, if the student is receiving services under 



                                                                                                                                            
 

 

 

Section 504 or Special Education, not assume that since the student is passing classes and/or state 
assessments that the student no longer needs services.  It is often the case that the child is only able to 
access FAPE because of the services provided and is able to pass classes and state assessments with the 
provision of services. 

Can a student be covered under Section 504 and IDEA (Special Education) at the same time? 

Yes.  Yet the student really should not be.  If a student is eligible for Special Education and 
receives services through Sped programs, there is not a need for additional coverage under Section 504.  
Special Educations’ umbrella of services is greater than Section 504 and is able to provide any service 
that Section 504 would enable and more.  Therefore, if a student is under a Section 504 plan, then 
becomes eligible for Special Education, the same provisions of the 504 plan are encompassed and 
included in the Special Education plan for the student without the addition of any needed services 
through Section 504. 

Can a parent elect to have a student with a disability who is eligible under the IDEA (Sped) 
identified, covered under section 504 only? 

No. OCR stated that it is impermissible for a student’s parent to refuse to accept IDEA services 
and require the district to develop an IAP under Section 504. A rejection of the services offered under 
the IDEA amounts to a rejection of services offered under Section 504. 

This also applies to a parent that revokes services through Special Education and then asks for 
coverage under Section 504. 

Should a district provide Section 504 services without a plan in place? 

No.  If the student has a qualifying disability, then a Section 504 plan should be in place.  Once 
the student has a qualifying disability and the accommodations needed for the student to access FAPE 
fall outside the general education curriculum, then a 504 plan should be developed.  Not developing a 
504 plan in such cases is considered a violation and denial of FAPE according to OCR as cited in Cobb 
County, GA Sch. Dist., 51 IDELR 54, OCR 2008. 

Does a student referred for a Dyslexia assessment need a 504 plan? 

In EPISD, all Dyslexia referrals are handled first through a Special Education referral using 
eStar (see Pathways to Dyslexia Identification). If a student meets eligibility through a Special 
Education evaluation, Dyslexia services will be provided through Special Education through either 
Standard Dyslexia Protocol, Specially Designed Instruction or a combination of both. If the parent 
denies consent for a special education evaluation or the special education referral process is not 
complete, the student will then be referred for a Dyslexia Evaluation through Section.  If, at that time, a 
student qualifies under the Dyslexia assessment, a 504 plan is developed to provide accommodations to 
the student in the classroom.  If the student does not qualify under the Dyslexia assessment, a 504 
meeting is held, and if there are no other disabilities, the 504 status will change to Does Not Qualify.  
The meeting is then archived in eStar, and a copy provided to the parent. 

How many times do I have to contact the parent or re-schedule a meeting when the parent does 
not show up before a 504 meeting can be held without a parent? 



                                                                                                                                            
 

 

 

There is no magic number here, the law states that district must make a reasonable effort to 
involve the parent in the decision making process.  The meeting date and time must also be a mutually 
agreed upon time between the parent(s) and the campus.  A written notice of meeting must be provided 
to the parent, it is recommended that the campus contact the parent several times prior to the meeting to 
provide reminders.  

 

 

A parent brings in a physician’s statement, doctor’s note, stating the student needs a 504 plan or 
needs specific accommodations added to the student’s 504 plan, do we have to follow what the 
physician/doctor states? 

Maybe.  Anything provided by the parent will be considered.   

If the student is not currently served through Section 504 and the parent provides a doctor’s note 
indicating a need for a 504 plan, then this should trigger a 504 evaluation to determine eligibility.  At 
this point, the campus 504 designee will ask the parent for a written statement requesting a 504 
evaluation. 

If the student is currently served under Section 504 and the parent provides a doctor’s note indicating 
specific accommodations need to be added to the student’s 504 plan, again, it is considered.  A 504 
meeting should be scheduled to address the accommodations proposed.   

If the student has a medical condition and the accommodations are medically needed, then the nurse 
should be involved, a health plan created or adjusted and the accommodations are followed.   

If the accommodations are general in nature and not due to the student’s medical condition, then a 504 
meeting should be scheduled to consider the proposed accommodations. 

Since any STAAR accommodation must match an Instructional accommodation (as per TEA 
guidance that STAAR accommodations must be used routinely and effectively in the classroom) 
can STAAR accommodations be used as Instructional accommodations? 

No.  As STAAR and Instructional accommodations must match, STAAR allowable accommodations are 
written specifically for the STAAR tests and not for day to day classroom instruction.  Instructional 
accommodations should be written to closely mirror STAAR accommodations to show “routine and 
effective” use in the classroom yet Instructional accommodations should be written with more 
specificity as to when and how the accommodation is used in the classroom. 

For example, the STAAR accommodation is Extra Time (same day).  This is interpreted as the student 
having the entire established school day to complete the test.  For instructional accommodations, Extra 
Time may be utilized for tests or assignments.  For tests, it may not reasonable to allow the student the 
entire school day to complete a test.  For assignments, Extra Time should specify the amount of extra 
time, examples would be 1 day, 1 class period. 

 

 



                                                                                                                                            
 

 

 

 

 

 

 

 

 

eStar Forms and Sequence 

All demographic data comes directly from TEAMS.  If there are any changes, please take note 
and have your campus PEIMS clerk enter the changes in TEAMS. 

Initial or 3-Year Re-evaluation 504 Meeting: 

Screens 1, 4-9 and any needed supplements 

Annual 504 Meeting: 

Pages 1, 6-9, and any needed supplements 

Screen 1: Top – Homebound or Dyslexia as needed, bottom – Initial Date, Annual Date, 
3-Yr re-evaluation date 

Screen 2: Complete the PEIMS 504 Indicator (yes or no and date) 

Screen 3: Data pulls from TEAMS 

Screen 4: Referral Information  

Screen 5: Notice of Consent to Evaluate  

Screen 6: Meeting Notice 

Screen 7: Main 504 Plan, supplements 

Screen 8: Placement and Deliberations 

Screen 9: Signatures 

Additional Screens and Supplements: 

Screen 10: Dyslexia 

Screen 12: Amendment 

Screens 22-24: Transpiration 

Screen 25: Health Information (print, complete, scan and archive) 

Screen 43: Parent Contact Log 

Screen 44: Consent for Release for VI students 



                                                                                                                                            
 

 

 

Screens 45-46: Release of Confidential Information 

 

 

 

 

 

 

AGENDA - SECTION 504 SEQUENCE OF EVENTS AND COMMITTEE MEETING. 

___ Section 504 Meeting Notice to be Completed Before Meeting 
___ Introductions - Required Members are Present: (Parent, Administration, or administrative designee, 

Regular Education teacher, and others such as Counselor, LPAC, Interpreter, Other. 
___ Norms for the meeting: Be respectful, turn off cell phones. One person speaks at a time. No side 

conversations, Focus on student progress and how the 504 Team can best service the student. 
___ Inform and provide copy of Parent rights and remind all members that the meeting is confidential. 
___ Statement of Purpose of 504: (Provide parent a copy of the 504 Draft to follow along or project on 

screen.) 
___ Procedural Safeguards and signatures: 
___ Date of Notice 
___ Review of 504 Evaluation Data: Formal/Informal data. 

• 504 Evaluation Information Review to include: school records (grades, attendance, discipline 
etc.) 

• STAAR/TELPAS results as applicable 

___Information from Parents and outside sources 

• Any information the parent provides 
• Summary of outside information considered (physician statement, outside evaluations, etc.) 

___Determine Present Level of Academic Achievement and Functional Performance 

• Physical/Health 
• Behavioral 
• Prevocational 
• Academic/Developmental Test Scores 

___Determination of the Student’s Eligibility as a Student with a Disability - Where is the evidence of 
the disability? 

• Question A, eligible physical/mental impairment (disability) 
• Question B, selection of appropriate major life activities 
•  Questions A and B, that determine C 
• Question C, Category of Impairment(s) 



                                                                                                                                            
 

 

 

(This evidence needs to be referred to in the deliberations that justify the accommodations.) 
___Participation in Extracurricular Activities 
___Related Services or Supplementary Aids and Services 
___Personal Graduation Plan Review (PGP, High School) 
___Transition/College or Career planning. (High School) 
___Additional Supplement forms if required 
___Attendance Addressed 

• No issues with attendance 
• Issues with attendance that are addressed 
• Issues with attendance that cause the need for a 504 re-evaluation 

**Attendance note:  Section 504 does not excuse absences, it merely creates an extenuating 
circumstance for student absence(s). 

Supplements (as needed) 

• Dyslexia 
• Homebound 
• Instructional Accommodations (always complete) 
• STAAR Accommodations 
• Behavior Intervention Plan 
• Manifestation Determination Review 

___Transportation (if needed): 
Page 22 in eStar: 

• Enter Start Date 
• Enter contact information for parent and campus 
• Select reason(s) for transportation 
• Select any needed seating options/wheelchair options 

Page 23 in eStar: 

• Indicate when transportation is needed 
• Indicate behavioral concerns 
• Indicate medical concerns 
• Complete schedule of transportation services to include next year 

Page 24 in eStar: 

• Enter Start Date for services 
• Indicate New or Change in Service 
• Select “Pending” 

 

 

 



                                                                                                                                            
 

 

 

 

 

 

 

 

 

Appendix A -Forms 

 

Parent Letter of Possible 504 – English 
Parent Letter of Possible 504 – Spanish 
Deliberations Template 
Accommodation Receipt 
Progress Monitoring Form 
Physician’s Statement - English 
Physician’s Statement for Homebound – English 
Physician’s Statement – Spanish 
Physician’s Statement for Homebound – Spanish 
PEIMS Identification/Exit Form 
504 Parent Grievance Form 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                            
 

 

 

 

 

 

 

 

Campus: 
 

DATE 
 
To the Parents of______________________________________: 
 
 

The information you provided on your child’s emergency card indicates that your child may have 
a medical/health condition that might make him/her eligible for discrimination protection and/or 
accommodations under Section 504 of the Rehabilitation Act of 1973. 

 
In order to determine if your child is eligible for these services, your consent for 504 evaluation 

is required. Attached you will find the following forms: 
 

• Notice and Consent for 504 Evaluation 
• Notice of Rights for Disabled Students and Their Parents Under Section 504 of the 

Rehabilitation Act of 1973 
 

 If you would like to give consent for 504 evaluation, please check “Yes, I consent to the proposed 
Section 504 evaluation for my child” in the Notice and Consent for 504 Evaluation form, return it to 
the school Section 504 administrator and keep a copy of the Notice of Rights.   
 

 If you are not interested in initiating the Section 504 evaluation process for your child, simply 
check “No, I do not consent to the proposed Section 504 evaluation” on the Notice and Consent for 
Evaluation form. Once completed, please return form to the school. 
 

Should you wish to have your child evaluated at a later date, please notify the school in writing 
and the appropriate paperwork will be sent.  If you need more information or have questions, you may 
call me at (XXX) XXX-XXXX.  

 
 

Thank you, 
 
 

 
Campus 504 Designee 
Campus Phone Number 
Campus Name 
 



                                                                                                                                            
 

 

 

 
 
 
 
 
 
 
 
 
Campus  
 
 
Fecha 
 
 
A los padres de  ______________________________________________ 
 
Conforme a las estipulaciones de la Sección 504 y el Acta de Enmienda de los Americanos con 
Discapacidades (ADAA), la Sección 504 requiere: 
 

• que la escuela evalue si hay sospecha de que el estudiante tenga una discapacidad y necesita 
servicios especiales: 

• que la escuela tiene información específica relacionada con la condición médicca del estudiante 
y que el estudiante necesite que la enfermera de la escuela administre su medicina; 

• que la escuela tenga conocimiento de ausencias frequentes debido a hospitalizaciones. 
 
La Oficina de Derechos Civiles (OCR) ha determinado, a través de clarifícación de las reglas, que la 
Sección 504 necesita consentimiento de los padres antes de conducir una evaluación inicial. 
 
Le estamos enviando un documento llamado “Section 504 Notice of Consent for Referral and 
Evaluation” para que usted dé su consentimiento.  En caso de que usted no este interesado en iniciar este 
proceso de Evaluación de la Sección 504 para su niño/a, simplemente escriba sobre el documento- No 
doy mi consentimiento para Evaluación de la Sección 504 a este momento. 
 
Si usted consiente por escrito a la Evaluación de la Sección 504, un administrador de la escuela le 
llamará para hacer una cita para una junta. En esta junta,  se determinará la necesidad de Sección 504 
de acuerdo a si la discapacidad del estudiante impacta sus actividades diarias de manera 
sustancial. 
 
Documentos Adjuntos: 

• Aviso a Estudiantes Discapacitados y a sus Padres sobre sus Drechos Legales conforme a la 
Sección 504 de la Ley de Rehabilitación de 1973. 

• Aviso y  Consentimiento para Recomendación y Evaluación para la Sección 504. 
 
Los expedientes de la Sección 504 son confidenciales y el acceso esta limitado a los miembros del 
personal de la escuela que necesiten saber.  Si usted necesita más información, ó  si tiene alguna 
pregunta, por favor no dude en llamarme al (XXX) XXX-XXXX. 
 



                                                                                                                                            
 

 

 

Atentamente, 
 
 
Subdirectora/Administradora a Cargo de Sección 504 
Campus Name/Telephone Number 

 

 

 

 

504 Meeting Deliberations Template 

 

Date of meeting is:  XXXX 

Members in attendance are: XXXX 

The purpose of this meeting is to conduct a XXX, if parent is not an attendance, state the reason 

Parent has been provided with a copy of rights and a signed receipt was obtained. 

504 Evaluations were reviewed and accepted.  (Add any discussion here.  You can also summarize 
parent information, teacher information, doctor information and/or nurse information) 

Parent concerns are XXX  (If none indicate no concerns at this time) 

Teacher stated XXX  

Student qualifies (or does not qualify) for 504 services for XXXX 

Instructional accommodations reviewed and accepted. 

Complete any applicable supplements, Dyslexia, Homebound, BIP or MDR. 

**HS remind parents of SAT/ACT request for accommodations through counselor. 

LPAC Representative stated XXX (If applicable) 

Student will take STAAR/STAAR Online 

STAAR accommodations reviewed and accepted.   

Student (will continue/ will be placed) in the general education classroom with 504 accommodations. 
(Choose appropriate statement)   

Committee in agreement. 

 

You can copy and paste this template into the Deliberations page on screen 8 and add to it during the 
504 meeting.   



                                                                                                                                            
 

 

 

 
 

 

 

 

 

 

 

RECEIPT OF STUDENT INFORMATION 
 
Student Name: ______________________ ID Number:____________    Gr.____ 
 
504 Campus Coordinator:___________________ Date of 504 Meeting:____________ 
Attached is a copy of:   
 
 Accommodations/Modifications    
 Goals and Objectives 
 Behavior Intervention Plan (BIP) 
 Testing Information 
 Other: 
 
These documents are necessary to provide the student with an appropriate education. 
 
Please use this information as a reference when planning.  Keep the attached information with your 
lesson plans for easy accessibility and compliance monitoring.   
  
 

 
 
 

Room # Teacher Subject Signature Date Received 
     
     
     
     
     
     
     
     
     
     
     



                                                                                                                                            
 

 

 

THIS RECEIPT WILL BE FILED IN THE STUDENT ARCHIVE IN eStar.  
 

 

 

 

 

 

 

504 Accommodation Progress Monitoring Form 

Student: _______________ ID: ___________ Subject: _____________   Week of: __________ 

 

Accommodation Monday Tuesday Wednesday Thursday Friday 
 

 Yes Yes Yes Yes Yes 
No No No No No 

 

 Yes Yes Yes Yes Yes 
No No No No No 

 

 Yes Yes Yes Yes Yes 
No No No No No 

 

 Yes Yes Yes Yes Yes 
No No No No No 

 

 Yes Yes Yes Yes Yes 
No No No No No 

 

 Yes Yes Yes Yes Yes 
No No No No No 

 

Comments:__________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
_____________________________________________________________ 

 



                                                                                                                                            
 

 

 

Teacher Name: _________________ Date: ______________ 

Signature: _____________________ 

 

 

 

 

 

 

Professional Evaluation:  Licensed Physician 

 

 

Student Name: ______________________________________    D.O.B.: ________  Age: _______   

 

 

Date of physical exam: ______________________ 

Have you recommended a follow-up exam?                       When?         

Have you referred student to another physician? _______  

If yes, please provide the name and address of the Physician:  ________________________________ 

__________________________________________________________________________________ 

What is the student’s diagnosis? ________________________________________________________ 

What medication(s) is the student now taking?           

What effects, if any, will the medications have on the student=s learning (e.g. concentration, attention 

span, emotional side effects)?              

__________________________________________________________________________________ 

Please describe how the student’s medical diagnosis may interfere with the student’s ability to function 

at school: __________________________________________________________________________ 

__________________________________________________________________________________ 

 



                                                                                                                                            
 

 

 

 

 

 

  

Licensed Physician=s Signature  Telephone Number 

 

 

Physician=s Printed/Typed Name  Date 



 
 

 

 

 

HOMEBOUND NEEDS STATEMENT 

 

The student has been confined to his/her home for a minimum of four consecutive weeks except for visits to the doctor.  Yes             

No           . 

The period of confinement is expected to last from                                 to                                . 

The student is chronically ill and expected to be confined for a period of time totaling at least four weeks during the school 

year.  Yes             No           . 

Describe the nature of the condition(s) resulting in the need for homebound:  _____________________ 

               

If the period of confinement is not expected to be continuous, describe the basis for your expectation that the student will be 

confined for a period of time totaling at least four weeks during the school year.  What circumstances or condition of the 

student will necessitate confinement (e.g. chemotherapy treatment)?  

__________________________________________________________________________________ 

What are the criteria for the student returning to school? _____________________________________ 

               

Is the nature of the condition            physical?            psychological/psychiatric?            combination? 

Does the student have a communicable disease that poses a risk of the homebound teacher becoming infected or carrying it to 

another student? Yes             No           .  If yes, describe precautions to be taken: 

__________________________________________________________________________________ 

If the condition is psychological/ psychiatric, are there services such as counseling or parent training that would facilitate the 

student=s return to the regular campus?  Yes            No           . If yes, explain: 

__________________________________________________________________________________ 

If the condition is psychological/ psychiatric, list recommendations for a reintegration plan including a time line (e.g. 

desensitization through gradual reintegration over a six week period). _______________ 

               

Is the student physically able to do school work with a homebound teacher?  Yes            No           . 

Is the student permitted to participate in any activities outside the home?  Yes            No           . 

If yes, explain: ______________________________________________________________________ 

               



 
  

 

What accommodations are required for the student to participate in activities outside the home?  

               

If the student has not been totally confined to the home, is the student able to receive any instructional services on a regular 

campus (e.g. shortened school day)?  Yes            No            If Yes, explain: 

               

Are there any accommodations that would enable the student to receive his/her instruction on the regular campus (e.g. special 

transportation, frequent breaks, rest periods, shortened school day)?   

Yes            No            If yes, please describe:  _____________________________________________ 

 

If homebound placement is recommended, please check the following: 

 

   This student is unable to function in the school setting, even for a shortened day at this time (or for a period 
totaling 4 weeks during the school year). 

Yes No 

 

 

   I recognize that homebound placement is a very restrictive educational placement that prevents the student 
from interacting with his/her peers. 

Yes No 

 

 

   My recommendation concerning educational placement is based on my professional medical assessment of 
this student’s condition. 

Yes No 

 

 

 

Licensed Physician’s Signature  Telephone Number 

 

 

 

Physician’s Printed/Typed Name  Date 

 

 



 
  

 

Evaluación Profesional: Médico Autorizado 

 

 

Nombre del Estudiante: ________________________  Fecha de Nacimiento.: _______  Edad: ____   

 

 

Fecha del examen físico: ______________________. 

¿Ha recomendado un examen de seguimiento?                 ¿Cuando?        

¿Ha recomendado al estudiante con otro Médico? _______  

Si es si, por favor indique el nombre y la dirección del Médico: ________________________________ 

__________________________________________________________________________________ 

¿Cuál es el diagnóstico del estudiante? ___________________________________________________ 

¿Qué medicamento(s) el estudiante está tomando ahora?          

¿Qué efectos, si los hubiese, tendrán los medicamentos en el aprendizaje del estudiante (por ejemplo, 

concentración, capacidad de atención, efectos secundarios emocionales)?        

   ________________________________________________________________ 

Por favor describa como el diagnóstico médico del estudiante puede interferir con la capacidad del 

estudiante para funcionar en la escuela: _________________________________________________ 

__________________________________________________________________________________ 

Si es recomendado para los servicios confinados en el hogar, por favor de completar la declaracion de 
las necesidades por confinamiento en el horgar adjunta. 

 

 

 

  

Firma del Médico Autorizado  Número de Teléfono 

 

 

Nombre del Médico  Fecha 

  



 
  

 

DECLARACION DE LAS NECESIDADES CONFINADAS EN EL HOGAR 

 

El estudiante ha sido confinado en su hogar por un mínimo de cuatro semanas consecutivas a excepción 

de las visitas al médico  Si             No           . 

Se espera que el período de confinamiento dure de                                 a                                . 

El estudiante esta crónicamente enfermo y se espera que sea confinado por un período de tiempo total de 

al menos cuatro semanas durante el año escolar: Si             No           . 

Describa la naturaleza de la condición, que como resultado tiene la necesidad de ser confinado en el 

hogar: ____________________________________________________________________________ 

               

Si no se espera que el período de confinamiento sea continuo, describa la base de su expectativa de que 

el estudiante se ha confinado por un período de tiempo total de al menos cuatro semanas durante el año 

escolar. ¿Qué circunstancias o condición del estudiante necesitara confinamiento (por ejemplo, 

tratamiento de quimioterapia)? _________________________________________________________  

__________________________________________________________________________________ 

¿Cuál es el criterio para que el estudiante regrese a la escuela?_______________________________ 

               

¿La naturaleza de la condición es            física?            psicológica/psiquiátrica?            combinación? 

¿Tiene el estudiante una enfermedad transmisible que representa el riesgo de que el maestro se infecte o 

lo transmita a algún otro estudiante? Si             No           .  Si es si, describa las precauciones que se 

deben tomar: _______________________________________________________________________                                     

__________________________________________________________________________________ 

Si la condición es psicológica/psiquiátrica, ¿Hay servicios como consejería o entrenamiento para padres  

que podrían facilitar al estudiante regresar a la escuela regular?  Si            No            Si es si, explique: 

__________________________________________________________________________________ 

Si la condición es psicológica/psiquiátrica, liste las recomendaciones para el plan de reintegración 

incluyendo un lineamiento de tiempo (por ejemplo, desensibilización a través de una reintegración 

gradual de un periodo de seis semanas). _________________________________________________ 



 
  

 

               

 

¿El estudiante es físicamente capaz de hacer trabajo escolar con un maestro para estudiantes confinados 

al hogar?  Si            No           . 

¿El estudiante podrá participar en cualquier actividad fuera del hogar?  Si            No           . 

Si es si, explique: ___________________________________________________________________ 

               

¿Qué adaptaciones son requeridas para que el estudiante pueda participar en actividades fuera del hogar? 

            _____ 

Si el estudiante no ha sido totalmente confinado al hogar, ¿El estudiante es capaz de recibir sus servicios 

de instrucción en una escuela regular (por ejemplo, día corto escolar)? Si            No            Si es si, 

explique: __________________________________________________________________________ 

¿Hay alguna adaptación que permita que el estudiante reciba su instrucción en la escuela regular (por 

ejemplo, transporte especial, descansos frecuentes, periodos de descanso, día corto escolar)?   

Si            No            Si es si, por favor describa: ____________________________________________ 

 

 

 

 

 

 

 

 

 

 



 
  

 

Si es recomendada la colocación de confinamiento en el hogar, por favor de marcar lo siguiente: 

 

   Este estudiante no es capaz de funcionar en el entorno escolar, en este momento aunque 
sea por un día corto (o por un período total de 4 semanas durante el año escolar). 

Si No 

 

 

   Reconozco que la colocación de confinado en el hogar es un lugar educativo muy 
restrictivo que impide que el estudiante interactúe con sus compañeros. 

Si No 

 

 

   Mi recomendación referente a la colocación educativa se basa en mi evaluación médica 
profesional de esta condición del estudiante. 

Si No 

 

 

 

 

 

  

Firma del Médico Autorizado  Número de Teléfono 

 

 

 

Nombre del Médico  Fecha 



                                                                                                                                       

 

Section 504 Identification/Exit Notice to Cumulative File 
 
Date: 
 
Student Name:  
ID#: 
Campus: 
 
The above student has been considered for Section 504 eligibility.    
 
The above student was determined to: 
 

 
not be a student with a disability under Section 504 due to a physical or 
mental impairment that substantially limits a major life activity.  The 
parents have been assured of the District’s nondiscrimination policy and 
procedures. 

 
       no longer be a student with a disability under Section 504, but to  
         have a record of having a disability.  The parents have been  
         assured of the District’s nondiscrimination policy and           

                            procedures. 
 
        be a child with dyslexia that is not a disability under Section 504. 
 

 
 
         be a child with a disability under Section 504 due to a physical or 
         mental impairment that substantially limits a major life activity  
         due to the following physical or mental impairment: 

 
 
Primary Impairment: 
 
Secondary Impairment: 
 
Date of 504 Plan approval: 
 
Contact Name/Title: 
 

 

 

 



                                                                                                                                       

 

Section 504 Grievance Form Procedures 

Campus 504 Designee (Asst. Principal) will provide this form to a parent when the parent is 
requesting to file a complaint or is disagreement with a proposed 504 plan.  This includes 
eligibility or provision of any accommodations or services through Section 504. 

The parent should contact the district 504 Coordinator within 10 days of knowledge of the 504 
meeting or action the parent wishes to seek resolution.   

 Kelly Ball, Section 504 Coordinator, EPISD 

 (915) 230-2856   klball@EPISD.org 

1. Parent is provided with these instructions and the Section 504 Grievance Form with 
EPISD contact information. 

2. Parent contacts EPISD 504 coordinator by phone, email, in writing or in person. 
3. Parent completes the Section 504 Grievance Form to the best of their ability and provides 

it to the EPISD 504 Coordinator.   
4. EPISD Section 504 Coordinator will investigate any claims brought forth and provide a 

response to the parent within 15 school days. 

This Section 504 Grievance Form is intended to address parent concerns or complaints 
specifically relating to eligibility or implementation of Section 504.  Any administrative 
concerns or complaints will be referred to the appropriate person and parents will be notified. 

Parents have the right to file a complaint with the regional office of the U. S. Department of 
Education’s Office for Civil Rights (OCR) at 
http://www2.ed.gov/about/offices/list/ocr/index.html without going through the district’s 
grievance procedures or at: 

Office for Civil Rights, 
Dallas Office 
U.S. Department of Education 
1999 Bryan Street, Suite 1620 
Dallas, TX 75201-6810 
Telephone: (214) 661-9600 
Facsimile: (214) 661-9587 
Email: OCR.Dallas@ed.gov 

 

 

This form should be directed to the District Section 504 Coordinator. 

 

 

mailto:klball@EPISD.org
http://www2.ed.gov/about/offices/list/ocr/index.html
mailto:OCR.Dallas@ed.gov


                                                                                                                                       

 

Section 504 Grievance Form 

Student Name: _______________________   Student ID:__________ 
Campus: ______________________________________  
Parent Name(s): ________________________________ 
Address: ______________________________________  
Phone(s): _______________________ 
 
1. Summary of Grievance—What is the problem? What are the facts?  
 
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
2. How can the problem be solved?  
 
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
3. Who have you spoken to or met with at the school to address this situation?  
What was the result of this contact? ___________________________________  
________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
4. Please describe any corrective action you wish to see taken with regard to  
this grievance.  
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
________________________________________________________________ 
 
Please attach any additional information or documentation you wish the district to consider.  

 

 

 

 

 

 

 

 



                                                                                                                                       

 

Appendix B –Quick Guides 

 

Reason for Meeting 

Status 

Adding a Student 

Dismissal and Withdrawal 

Running Reports 

User Export –Excel Reports 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                       

 

504 Reason for Meeting 

Annual Review – Required annual review of the students current 504 plan 

Discipline – MDR (Manifestation Determination) to be used when a serious discipline incident 
has occurred that may or has resulted in a change of placement 

Dismissal – Student has a current 504 plan and is being considered for dismissal of 504 services 

Initial – Status is referral, a 504 evaluation has been completed and meeting is being held to 
determine eligibility for 504 services  

Reeval – Student is currently served and is in need of a new 504 evaluation or is due for a 3-year 
re-evaluation 

Review – Student is currently served under 504 and a review has been requested prior to the 
required annual meeting (not an amendment) 

 

504 Status 

Currently Served – Student has a 504 plan is being served 

Deny Services – A referral was made, 504 evaluation completed, services offered and 
parent/guardian denies services 

Does not qualify – A referral was made, 504 evaluation completed, student does not meet 
eligibility for 504 services 

Dismissed – Student had a 504 plan and no longer qualifies for 504 services or has been 
qualified for SPED services and has an IEP 

Graduate – Student was in 504 and graduated 

No Show – Student was previously enrolled in EPISD with a 504 plan, did not show up for 
school at the beginning of the current school year 

Referral – Student does not have a 504 plan and has been referred for a 504 evaluation to 
determine eligibility 

Revoke Services – Student had a 504 plan, was being served and parent/guardian provided a 
Written request to revoke services 

Withdrawn – Student was enrolled, had a 504 plan, and has withdrawn from the district 

 

 

 



                                                                                                                                       

 

504 Adding a Student 

 

Once Logged into eStar: 

Go to 504 Plan 

Enter the Student ID 

Select “Add Student” 

If the student does not populate, select “Find” 

Once the student appears, select “Add” 

If the student is new to the district, it takes 24-48 hours for the student to be available for adding 
to eStar 

Previous EPISD students that come back may have been removed from your campus list on 
eStar and can only be added by an eStar administrator (Kelly Ball) 

Please email klball@episd.org if you have any issues in adding a student 

(For Sped students, please contact your campus diagnostician for adding students to ARD 
Forms) 

 

 

 

 

 

 

 

 

 

 

 

 

 

504 Dismissal and Withdrawal 

mailto:klball@episd.org


                                                                                                                                       

 

Once Logged into eStar: 

Go to 504 Plan 

Select your campus  

Select the student 

Select “I am Writing the student’s 504 plan.” 

Dismissal: 

Used when student is no longer under a 504 plan and is still in the district 

Go to Page 4 

Change 504 Status to 504 Dismissed (or 504 Deny Services or 504 Revoke Services) 

On the bottom of the page, enter the Dismissal Date 

Enter Dismissal from Services Reason (Sped, exit, parent denial of services, parent revocation 
of services) 

Select Save at top of page 

If the student becomes eligible for Sped services, the dismissal date is the date of the ARD 

For parental denial or revocation, the date is the date of the Written denial or revocation of 
services 

Complete a 504 Entry/Exit form and give to your campus PEIMS clerk for TEAMS entry 

Notify klball@episd.org to have student removed from your campus list on eStar 

 

 

 

 

 

 

 

 

 

 

mailto:klball@episd.org


                                                                                                                                       

 

Withdrawal: 

Used when a student is still under 504 and leaves the district for any reason other than 
graduating, not showing up for school at the beginning of a new school year, or being dismissed 
from services 

Go to Page 4 

Change 504 Status to 504 Withdrawn 

On the bottom of the page, select Withdraw Student from District 

A pop up window will appear: 

Enter Withdrawal Date 

Select Withdrawal Reason 

Select Withdraw Student on top of pop up window 

Select Save 

Notify klball@episd.org to have student removed from your campus list on eStar 

Note: do not complete a 504 Entry/Exit form for students that are withdrawn 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:klball@episd.org


                                                                                                                                       

 

Running Reports 

 

Once logged into eStar: 

504 

On the main screen choose Reporting – 504 Reports  

From here you can create a report 

Sort by Student Name or Meeting date 

Must select your campus 

You can add grade, Start/End dates, record status and 504 status 

SPED 

On the main screen choose Reporting – ARD reports 

Select options from the list 

Report Filters; 

Must include your campus 

You can add the various filters needed with the drop down and checklist 

 

For either 504 or SPED 

 

Once you have set your report criteria and filters, on the top of the screen choose Create a Report 

A new screen will come up with your report status as NEW 

Select Refresh until your report status changes to DONE 

Select View for your report 

The report will process as a PDF that you can save or print 

 

 

 

 

 

 



                                                                                                                                       

 

User Export 

This application allows users to create and export pre-made reports in an Excel format. 

Once logged into eStar: 

On the main screen choose Reporting - User Export 

A list of available Export reports will appear 

Select the export report  

Choose Create Export on the top of the screen 

A new screen will appear with the status of NEWEXPORT 

Select Refresh until the status changes to DONE 

Select View 

The report will create a new window as a ZIP file 

Click on the ZIP file and it will open a document save window with the Report named “espedfile” as an 
excel document 

Open the excel file to view your report 

After opening the file, if you want to save, make sure the file name is changed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                       

 

 

Appendix C – Other 

 

1. Pathways for the Identification and Provision of Instruction for Students with Dyslexia 
2. Talking Book Brochure (English) 

 

 

 

 

 

 

https://episd.schoology.com/page/5449833429


                                                                                                                                       

 

 

Dyslexia Handbook, page 34 

2021 Update 

Texas Education Agency, September 2021 
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