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Section 1. Policy of Nondiscrimination 
 
Section 504 is a provision of the Rehabilitation Act of 1973 that prohibits 
discrimination based on disability. Section 504 is a civil rights statute that 
requires the needs of students with disabilities to be met as adequately as 
the needs of the non-disabled are met.  Education Center International 
Academy will not discriminate  or exclude students on the basis of a 
disability and must comply with the requirements of Section 504 of the 
Rehabilitation Act of 1973 (section 504); Title II of the Americans with 
Disabilities Act of 1990 (Title II), and Disabilities Act Amendments Act 
of 2008 (Amendments Act), effective January 1, 2009, amended the 
Americans with Disabilities Act of 1990 (ADA). 
 
Section 2.   Section 504 Coordinator 
The following position is designated as Section 504 compliance coordinator: 

 
Elicia Villa 
Special Populations  Coordinator 
Education Center International Academy 
302 North Town East Blvd,  
Sunnyvale, Texas 75160  
(214)  628-9152 
 
Section 3.  Section 504 Committee 
 
The Section 504 committee shall be composed of at least two persons, including 
persons knowledgeable about the student, the meaning of the evaluation data, the 
placement options, and the legal requirements regarding least restrictive 
environment and comparable facilities for students with disabilities. 
The Committee shall create a placement for the eligible Student that ensures the provision of 
educational services with persons who are not disabled to the maximum extent possible 
appropriate to the needs of the eligible Student. The regular classroom is the appropriate 
placement, unless it is demonstrated that the eligible student.  The classroom with the use of 
supplementary aids and services cannot be achieved satisfactorily.  
 
Section 4.   Training 
 
The Section 504 coordinator and members of the Section 504 committee shall 
receive training in the procedures and requirements for identifying and providing 
educational and related services to those students who have disabilities but who 
are not in need of special education in accordance with IDEA. 
 
 



Section 5.  Notice of Nondiscrimination Policy 
SECTION 5.1. Notification of Nondiscrimination.  
 
Education Center International Academy shall take appropriate steps to 
notify the parents or guardians of students, and students seeking enrollment, 
and employees of Education Center International Academy including those 
with impaired vision or hearing, that it does not discriminate on the basis of 
disability. 
 
Mitigating measures and development of Section 504 plans: the determination 
of whether an impairment substantially limits life activity shall be made 
without regard to the ameliorative effects of mitigating measures such as 
medicine, medical supplies, equipment, or appliances, low-vision 
devices(which do not include glasses or contacts), prosthetics including limbs, 
devices, hearing aids, cochlear implants or other hearing devices, mobility 
devices or oxygen equipment and supplies; use of assistive technology; 
reasonable accommodations.  504 plans should be developed at the time, in 
order for the student to have needs adequately met as those of nondisabled 
students.  Should the need develop, the 504 committee shall develop an 
appropriate plan.  Further, students with physical or mental impairments 
whose needs are addressed through early intervention, MTSS, or health plans 
will not be excluded from consideration for possible 504 referral, even when 
current interventions, services, or health plans successfully address their 
impairment needs. 
 
SECTION 5.2. Contents of Notice.  
 
Education Center International Academy  shall ensure that the provision of 
nonacademic and extracurricular services and activities (such as meals, recess, 
counseling services, physical recreational athletics, transportation, health 
services, recreational activities, special interest groups or clubs sponsored by the 
recipients, referrals to agencies which provide assistance to handicapped persons, 
and employment of students, including both employment by the recipient and 
assistance in making available outside employment) are provided so that: 

1. Eligible Students are afforded an equal opportunity to participate in such 
service and activities. 

2. Eligible Students participate with nondisabled students to the maximum 
extent appropriate to the needs of the eligible Student. 
 

The notice shall state that the school does not discriminate in its educational 
programs and activities. 



 
SECTION 5.3. Methods of Notification: 
 Methods of initial and continuing notification shall include: 
 

1. Posting of notices; 
 

2. Publication in newspapers and magazines; 
 

3. Placing notices in school publications; and 
 

4. Distributing memoranda or other written communication 
 
If the school publishes or uses recruitment materials containing general 
information that it makes available to applicants or employees, it shall include in 
those materials a statement of its nondiscrimination policy 
 
Section 6. Identification of Students with Disabilities under Section 504 
(Child Find) 

 
SECTION 6.1.  School Responsibility.  
 
As part of the on-going identification and referral process, Education Center 
International Academy  will make reasonable efforts to identify and locate 
every qualified disabled Student residing within the District who is not receiving 
a public education. Education Center International Academy  shall inform the 
Parents or Guardians of these potentially eligible Students (who may be 
attending private or homeschools) of Education Center International 
Academy’s duties under Section 504.  As part of the Child Find effort,  the 
District shall annually publish the Child Find Notice in local newspapers, student 
handbooks, and/or place the Notice in locations likely to be seen by Parents of 
eligible Students (such as daycares, etc.)  Additionally, every teacher within 
Education Center International Academy should have information regarding the 
504 Committee process, understand how to initiate a  Section 504 Referral and 
know how to identify Students who should be referred.  
 
Education Center International Academy will undertake to annually identify 
every student with a disability qualifying under Section 504 who is enrolled in 
the school or has contacted the school about enrollment. Identification will occur 
through routine and periodic screening as well as other means. The school will 
take appropriate steps to notify the parents or guardians of such students of the 
school’s duty under Section 504. 
 
 



SECTION 6.2.  Referrals.   
 
A student may be referred by parents, teachers, administrators, or any other 
school employee for evaluation to determine if the student has disabilities and is 
in need of special instruction or services. In accordance with SECTION 10.1, 
parents shall be given written notice of the school’s refusal to evaluate a student 
or to provide specific aids and services the parents have requested. 
 Education Center International Academy  shall refer for an evaluation of any 
Student who “because of a disability, needs or is believed to need special 
education or related services before taking any action with respect to the initial 
placement of the person in regular or special education and any subsequent 
significant change in placement 34 CFR §104.35(a). Students with physical or 
mental impairments whose needs are addressed through early intervention, 
MTSS or health plans will not be excluded from consideration for possible 
Section 504 referral, even when current interventions, services or health plans 
successfully address their impairment-related needs. The Parent may also initiate 
a Section 504 referral. Education Center International Academy 
acknowledges and respects the parents right to request a special education 
evaluation for their child at any time.  
When a  Section 504 referral has been initiated, the Section 504 Referral should 
be quickly forwarded to the 504 Coordinator designed to be the person initiating 
the referral, utilizing information from the Student's cumulative folder or other 
sources. From that basic information, the Coordinator will determine whether a 
Section 504 Evaluation is necessary. If Education Center International 
Academy staff believe that no Section 504 Evaluation is required, the 
Coordinator shall forward the Notice of Parent Rights form to the Parents, with a 
letter explaining why the Referral did not lead to a  Section 504 Evaluation at 
this time. Notice of Denial of Parent Request for Section 504 Evaluation serves 
as the letter to provide parents the reasons for the refusal of the evaluation.  
 
Section 6.2  Consent for Evaluation 
 
If a Section 504 Evaluation is necessary, the Coordinator should send to the Parent Notice of 
Parent Rights under Section 504,  together with a Notice and Consent for Initial Evaluation form 
and the Parent Information form for Section 504.  If no parental consent is received for  Section 
504 Evaluation, the Coordinator should remind the Parent every semester  Education Center 
International Academy’s desire to conduct an Evaluation under Section 504.  
 
 
 
 
 
 



Section 7. Free and Appropriate Public Education 
SECTION 7.1. School Responsibility.  
 No eligible Student may be excluded by Education Center International 
Academy from receiving a public elementary or secondary education. When 
considering the educational placement for eligible students, the Committee will 
ensure that the services provided are:  

1. Appropriate. The Section 504 services are designed to meet the 
individual needs of the eligible Student as adequately as the needs of 
nondisabled students and are based upon adherence to the regulatory 
procedures relating to educational setting, evaluation and placement, and 
procedural safeguards.  

2. Free. An eligible Student’s educational program provided under Section 
504 is provided without cost to the Parent of the eligible Student, 
regardless of where those services are provided or by whom.  
 

Education Center International Academy shall provide a free appropriate 
public education to each student with a disability who enrolls in the school or 
program regardless of the nature or severity of the student’s disability. 
 
SECTION 7.2. Appropriate Education. 

1. For the purpose of compliance with this policy, the provision 
of an appropriate education is the provision of regular or 
special education and related aids and services that are: 

 
a. Designed to meet individual educational needs of students with 

disabilities as adequately as the needs of students without disabilities are 
met; and 

 
b. Based upon adherence to procedures that satisfy the requirements of 

Section 9. 
 

2. Education Center International Academy may implement 
an Individualized Education Program or Individualized 
Section 504 Plan developed in accordance with Section 504 
as a means of meeting the standard established in SECTION 
7.2(a). 

 
3. Education Center International Academy  may place a 

student with a disability or refer such a student for aid, 
benefits, or services other than those that it operates or 
provides as its means of carrying out the requirements of 
Section 504. 



 
4. The ED or designee shall facilitate accommodations for a 

Section 504 student taking the state-mandated assessments 
when the accommodations have been determined not to 
destroy the validity of the test, are necessary for the student 
to take the test, are consistent with modifications provided 
the student in the classroom, and are approved by TEA. 

 
 
SECTION 7.3.  Free Education. 
 For the purpose of compliance with this policy, the provision of a free 
education means the provision of educational and related services without cost 
to the student with a disability or to his or her parents or guardian, except for 
those fees that are imposed on students without disabilities or their parents or 
guardians. 
 
Section 8.  Education Setting 
SECTION 8.1. Academic Setting.  
Education Center International Academy shall provide for the education 
of each enrolled disabled student, within the meaning Section 504, in the 
same setting with students who are not disabled to the maximum extent 
appropriate to the needs of the disabled student. A disabled student shall be 
placed in the regular educational environment operated by the school unless 
it is demonstrated by the school that the education of the student in the 
regular environment with the use of supplementary aids and services cannot 
be achieved satisfactorily. Whenever the school places a student in a setting 
other than the regular educational environment pursuant to this paragraph, 
Education Center International Academy shall take into account the 
proximity of the alternate setting to the student’s home. 
 
SECTION 8.2. Nonacademic Settings.  
Education Center International Academy shall ensure that students  with 
disabilities participate with students who are not disabled in nonacademic 
activities and services to the maximum extent appropriate to the needs of the 
disabled person in question. 
 
SECTION 8.3. Comparable Facilities.  
If Education Center International Academy, in compliance with SECTION 
8.1, operates a facility that is identifiable as being for disabled persons, the 
school shall ensure that the facility and the services and activities provided 
therein are comparable to the other facilities, services, and activities of the 
school. 



 
Section 9. Evaluation and Placement 
SECTION 9.1. Preplacement Evaluation.  
When the consent is received from the parent, the Coordinator should:  

1. Gather evaluation data and coordinate/direct the completion of the 
various documents. The evaluation data consists of information from a 
variety of sources, including efforts and results of early intervention 
activities, aptitude and achievement testing, teacher recommendations, 
student’s historical and current physical and mental condition (including 
data on conditions in remission and episodic conditions), social or 
cultural background, adaptive behavior, and mitigating measures; the 
Teacher Input form to be completed by one or more teachers, and the 
Parent Input form with information health and medical records if 
available, and any other data the parent would like the Committee to 
consider. Should current special education data exist (an evaluation upon 
which a Student was either dismissed from special education or upon 
which a finding of no IDEA eligibility was made), that data should also 
be considered.  

2. Ensure that formalized testing be considered by the Section 504 
Committee as evaluation data, the tests, educational needs, and any other 
pertinent factors. 

 
3. Schedule the Section 504 evaluation committee  

 
Education Center International Academy shall conduct an evaluation in 
accordance with the requirements of SECTION 9.2 and SECTION 9.3 of any 
student who, because of disability, needs or is believed to need special 
education or related services before taking any action with respect to the initial 
placement of the student in regular or special education and any subsequent 
significant change in placement. 



 
SECTION 9.2. Parental Consent.  
 
 In accordance with SECTION 10.1, the Section 504 Coordinator shall notify parents prior to any 
individual evaluation conducted to determine if their child has disabilities or to determine what 
educational or related services should be provided to the student.  Parental consent shall be obtained 
before the initial student evaluation procedures for the identification, diagnosis, and prescription of 
specific education services. 
Education Center International Academy recognizes the parent’s right to refuse consent for initial 
Section 504 Services as well as to revoke consent for continued Section 504 Services at any time. The 
Parent may exercise the right to refuse consent or revoke consent by completing, signing, and 
returning the parent consent form to the campus or district  Section 504 Coordinator. In the absence of 
a parent consent form written  refusal or revocation, the District will assume that the Parent consents to 
Section 504 Services. Following either a refusal to consent or revocation of consent, the Parent may 
consent to Section 504 Services at any time (as long as the Student remains eligible for Section 504 
services). 
 
 
SECTION 9.3. Evaluation Procedures.    
 
Education Center International Academy shall establish standards and procedures for the evaluation 
and placement of students who, because of disability need or are believed to need special education or 
related services that ensure that: 
 

1. Tests and other evaluation materials have been validated for the specific purpose for 
which they are used and are administered by trained personnel in conformance with 
the instructions provided by their producer; 

 
2. Tests and other evaluation materials include those tailored to assess specific areas 

of educational need and not merely those which are designed to provide a single 
general intelligence quotient; and 

 
3. Tests are selected and administered so as best to ensure that, when a test is 

administered to a student with impaired sensory, manual, or speaking skills, the 
test results accurately reflect the student's aptitude or achievement level or 
whatever other factor the test purports to measure, rather than reflecting the 
student's impaired sensory, manual, or speaking skills (except where those skills 
are the factors that the test purports to measure). 



 
 
SECTION 9.4. Placement Procedures.  
 
 In interpreting evaluation data and in making placement decisions, the Section 504 Committee 
shall: 
 

1. Draw upon information from a variety of sources, including aptitude and 
achievement tests, teacher recommendations, physical condition, social or cultural 
background, and adaptive behavior; 

 
2. Establish procedures to ensure that information obtained from all such sources is 

documented and carefully considered; 
 

3. Ensure that the placement decision is made by a group of persons, including 
persons knowledgeable about the child, the meaning of the evaluation data, and the 
placement options; and 

 
4. Ensure that the placement decision is made in conformity with 

specifications for educational settings in Section 8. 
 
SECTION 9.5 Annual Review 
 
 In addition to the required periodic three-year re-evaluation, it is Education Center International Academy’s 
practice to conduct annual reviews for Section 504-eligible students. Annual review/reevaluation is not required under 
the Section 504 regulations but is a best practice.  
 
 
SECTION 9.6. Reevaluation.  
 
Education Center International Academy shall establish procedures, in accordance with SECTION 
9.3, for periodic reevaluation of students who have been provided special education and related 
services. Periodic reevaluation for a student eligible for services under Section 504 may be conducted 
in accordance with the IDEA regulations: 
 

At least every three years, the 504 Committee should meet to conduct a periodic re-evaluation of 
students on Section 504 Services Plans as well as those students who are eligible under Section 
504 but not in need of a Section 504 Services Plan at this time. If the Committee completes the 
screening questions on Annual Review and is satisfied that there are no significant changes in 
impairment  or the student’s need for accommodations and services, it may complete the 
periodic re-evaluation using as these screening answers have confirmed continued Section 504 
eligibility and need for services. Should the Committee, following its completion of the 
screening questions, determine that there are significant changes to the student’s impairment or  
need for services, it should conduct the periodic reevaluation of these changes by conducting a 
504 reevaluation.  
 
 
 



Prior to a re-evaluation, Education Center International Academy will provide the parents 
with notice of the time and place of the re-evaluation meeting, inviting parents to attend.  
Written notice, while not required, is preferred, and can be accomplished utilizing the Notice of 
Section 504 Meeting form. If the Student remains eligible and in need of a Services Plan, the 
Committee should focus on the student's changing needs due to effects of different classroom 
subject matter, school demands and other factors. Should the Committee determine that the 
Student is no longer eligible, the Committee should dismiss the Student from 504. The Parent 
shall be given notice of the results of the re-evaluation. 

 
Section 10.  Procedural Safeguards 
SECTION 10.1. Notification Requirements. 
 

1. Prior to Evaluation. The Section 504 Committee chairperson shall notify parents 
in writing prior to any individual evaluation conducted to determine if their child 
has disabilities or to determine what educational or related services should be 
provided to the student. 

 
2. Determination of Eligibility/Ineligibility.  The Section 504 Committee chairperson 

shall notify parents in writing when a student has been determined to be eligible or 
ineligible for services under Section 504. 

 
3. Significant Change in Services. The Section 504 Committee chairperson shall 

notify parents in writing prior to a significant change in a student’s status or 
services. 

 
 

4. Refusal of Parental Request. The Section 504 Committee chairperson shall notify 
parents in writing if the school has determined that it will not evaluate a student 
or to provide specific aids and services the parents have requested. 

 
5. Right to Impartial Hearing. The Section 504 Committee chairperson shall notify 

in writing parents of all students with disabilities of their right to an impartial 
hearing under SECTION 10.3. 

 
 
SECTION 10.2. Parental Review of Records.  
The Section 504 Coordinator or designee shall ensure that a parent or guardian is able to examine 
relevant records relating to decisions regarding your child’s identification, evaluation, educational 
program, and placement upon request. 
 
SECTION 10.3. Impartial Hearing. 
 

1. Right to a Hearing. Education Center International Academy shall establish a 
process that ensures that a parent or guardian has the opportunity for an impartial 
hearing if they have a concern or complaint about the school’s actions regarding 
the identification, evaluation, or educational placement of a student with 
disabilities. 
 



 
 

2. In the event of a parent or guardian wishes to contest an action or omission on the 
part of the Education Center International Academy with regard to the 
identification, evaluation, or placement of a disabled child under §504 of the 
Rehabilitation Act of 1973, the parent has a right to an impartial hearing before 
an impartial hearing officer. Omissions on the part of Education Center 
International Academy with regard to a disabled child might include, for 
example, the District's failure to identify a child eligible for services under  
section 504. Thus, a child’s identification as eligible for services under  section 
504 is not an absolute prerequisite to the right to due process. 
 

3.   Impartial Hearing Officer. The impartial hearing shall be conducted by a person 
who is knowledgeable about the issues involved in Section 504 and who is not 
employed by the school or related to a member of the Board in a degree that 
would be prohibited under state laws and rules relating to nepotism. The impartial 
hearing officer is not required to be an attorney. 

 
4. Timeline. Education Center International Academy shall conduct hearings within 

twenty (20) instructional days after it receives the request, unless the hearing officer 
grants an extension, and at a time and place reasonably convenient to the parent. 

 
5. Appeal. If a parent or guardian is dissatisfied with the outcome of the hearing and 

requests an appeal, the parent or guardian must specify the objections in writing 
and file them with Education Center International Academy and the opposing 
party within twenty (20) instructional days of the date the hearing officer’s 
decision is received. Education Center International Academy shall appoint an 
independent appeals officer to conduct a review of the record as a whole. The 
officer may, at his/her election, conduct the review with or without oral argument. 
Such review shall be conducted within twenty (20) instructional days of the receipt 
of the petition to review, unless either party requests an extension of time. 

6. In the event of an action or omission on the part of Education Center 
International Academy with regard to the identification, evaluation, or placement 
of a disabled child under §504 of the Rehabilitation Act of 1973 ent has a right to 
an impartial hearing before an impartial hearing officer. Omissions on the part of 
tEducation Center International Academy with regard to a disabled child might 
include, for example, Education Center International Academy's failure to 
identify a child eligible for services under section 504. Thus, eligibility for 
services under  section 504 is not an absolute prerequisite to the right to due 
process.   

7. Decision timeline. A decision must be issued within 45 days after the date of the 
Request for a Due Process Hearing is received by the district.  
 

 
SECTION 10.4. Complaint to Office of Civil Rights.  At any time, a parent may file a complaint with 
OCR if he or she believes that Education Center International Academy has violated any provision 
or regulation of  Section 504. The filing of a complaint does not affect the hearing process, or the 



timelines set forth above. OCR addresses Section 504 complaints separately and independently of the 
local hearing process, in accordance with the guidelines set forth in the OCR’s  Complaint  Resolution 
Manual. Nothing in this policy shall be construed to deny the right of a parent or guardian to file a 
formal complaint with the Office of Civil Rights at the U.S. Department of Education.

 
 


