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Notice of Section 504 Rights and Procedural Safeguards 
 

Districts are required under Section 504 of the Rehabilitation Act of 1973 (34 CFR 104.36) to provide 
parents or guardians with notice of their various rights under Section 504 as well as the procedural 
safeguards in place to make sure their rights are protected. 

Parents have the following rights under Section 504: 

1.  Right to file a grievance with the school district over an alleged violation of the Section 504 regulations.  

2.  Right to have a Section 504 plan that draws on information from a variety of sources.  

3.  Right to be informed of any proposed actions related to Section 504 eligibility and the Section 504 plan 
for services.  

4.  Right to examine all relevant records.  

5.  Right to receive all information in the parent’s/guardian’s native language and primary mode of 
communication.  

6.  Right to periodic re-evaluations and an evaluation before any significant change in program/service 
modifications.  

7.  Right to impartial due process hearing if there is disagreement with the school district’s proposed 
action.  

8.  Right to be represented by counsel in the impartial due process hearing.  

9.  Right to a written decision by the impartial due process hearing officer.  

 

Procedural Safeguards: Persons disagreeing with the identification, evaluation and placement of their 
children have several options available to them. Those options include the following: 

1.  Filing a complaint or grievance through the district’s Section 504 Grievance Procedure.  

2.  Requesting a Section 504 Impartial Due Process Hearing.  

3.  Filing a complaint with the United States Department of Education Office for Civil Rights (OCR).  

4.  The right to file suit in federal court.  

 

Parents or guardians may invoke these procedural safeguards after any of the following events:  

1. When Section 504 eligibility is determined. 

2. When a Section 504 plan is developed. 

3. Before there has been a significant change in placement, including a suspension/expulsion of 
the student for more than 10 days in a school year OR when the student has been subjected to 
a series of suspensions that total more than 10 school days in a school year and a pattern of 
removal exists IF there has been a determination that the behavior for which the discipline has 
been imposed is not a manifestation of the student’s disability.  

4. Before there is a significant change in the Section 504 plan for services. 

 
 

         __________________________ 
         Name of Student     

 



 

Updated 12/1/15 

 
GRIEVANCE PROCEDURE 

 
The District has adopted the following Grievance Procedure for addressing complaints of discrimination 
under Section 504 of the Rehabilitation Act of 1973 and/or Title II of the Americans with Disabilities Act of 
1990.  A person is not required to use this procedure and may instead file a complaint directly with the 
U.S. Department of Education’s Office for Civil rights, 1350 Euclid Avenue, Suite 325, Cleveland, OH 
44115: 
 
Step 1: A person who believes that he/she has been discriminated against by the District is 

encouraged, but is not required, to discuss the matter informally with the appropriate building 
principal, in the case of a student, or his/her immediate supervisor, in the case of an 
employee.  [NOTE: If the building principal or the immediate supervisor is the subject of the 
complaint, or the grievant is not a student or employee, the grievant may, instead, contact 
the District Section 504 Coordinator].  The person receiving the complaint shall verbally 
convey his/her findings to both the person who alleged the violation and the person who is 
the subject of the complaint within 10 business days. 

 
Step 2: If the informal Step 1 process does not resolve the matter, or if the grievant does not wish to 

use the informal procedures set forth in Step 1, a written complaint may be submitted to the 
District Section 504 Coordinator who will investigate the complaint. [NOTE: If the Section 504 
Coordinator is the subject of the complaint, the complaint should be submitted to the 
Superintendent who will appoint another administrator to conduct the investigation].  The 
complaint shall be signed by the grievant and include 1) the grievant’s name and contact 
information; 2) the facts of the incident or action complained about; 3) the date of the incident 
or action giving rise to the complaint; 4) the type of discrimination alleged to have occurred; 
and 5) the specific relief sought.  Names of witnesses and other evidence as deemed 
appropriate by the grievant may also be submitted.  An investigation of the complaint will be 
conducted within 10 business days following the submission of the written complaint.  The 
investigation shall include an interview of the parties and witnesses, a review of the relevant 
evidence, and any other steps necessary to ensure a prompt and thorough investigation of 
the appeal.  Copies of the response shall be provided to both the grievant and the person 
who is the subject of the complaint. 

 
The District hereby provides assurance that it strictly prohibits any form of retaliation against persons who 
utilize this Grievance Procedure.  If you have questions regarding these procedures or desire to file a 
complaint, please contact the District 504 Coordinator: 

 
Terra Webster (Students) OR Cindy Ryan (Employees) 

2555 South State St, Ann Arbor, MI 48104 
734-997-3616 

 
I acknowledge that I have received and reviewed this document 
 
_____________________________________  __________________________ 
Name of Parent/Guardian/ Surrogate or Adult  Name of Student     
 
_______________________________________________________________________ 
Signature of Parent/Guardian/ Surrogate or Adult      Date  


