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Recording Section 504 in PowerSchool 
Students with a Section 504 designation must be recorded in PowerSchool for the purposes 

of the Office of Civil Rights (OCR) data collection. The Civil Rights Data Collection (CRDC) is 

submitted to the OCR every two years. 

Use the following document to create a record indicating a student has been designated 

Section 504 in your Local Education Agency (LEA). An active Section 504 designation is a 

record that: 

 Does not have an Exit Date or 

 The Exit Date is in the future 

 

Important:  Section 504 designation is a local policy. Records in PowerSchool should 

reflect the start and end dates of the Section 504 designation/plan within 

your LEA. For federal guidance regarding Section 504 plans, please use the 

following link: http://www2.ed.gov/about/offices/list/ocr/docs/placpub.html 

 

Applicable to the SY 2013-2014 OCR Collection Only 

For the purposes of the school year 2013-2014 Office of Civil Rights data collection, below 

are scenarios in which a student must have a Section 504 record in PowerSchool. 

 Students who were active must have a Section 504 record. 

 Students active in the school year 2013-2014 but transferred out (withdrawn) of 

your LEA. 

 Students who graduated in school year 2013-2014. 

Note:  It is not required to add an Exit Date to students who graduated in school 

year 2013-2014 

 

Important:  All Section 504 Entry and Exit dates should reflect the dates the student 

entered and existed the program as determined by your LEA 504 Coordinator. 

If the date the student was designated Section 504 is on or before Oct 01, 

2013, they will be reported for the school year 2013-2014 OCR collection. For 

e.g.: if the student was designated as Section 504 on September 15, 2013, 
enter 09/15/2013 in the Entry Date field. However, if the student was 

designated as Section 504 on February 4, 2014, enter 02/04/2014 to be 

captured in the next OCR collection timeframe. 

 

 

http://www2.ed.gov/about/offices/list/ocr/docs/placpub.html
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Recording a new Section 504 Special Program Assignment 
Students who have been evaluated and require a Section 504 designation must have a 

record in PowerSchool within Special Programs. 

Fields for Section 504 OCR Collection: 

 Program 

 Entry Date 

 Exit Date 

 

Navigation: Start Page > Select Student > Special Programs 

 

1. Click New. 

2. Record the Entry Date. 

3. From the Program drop-down, select 504. 

 

Note:   The Grade Level field is not used for the purposes of OCR data collection. The 

collection will look at student enrollment records for the appropriate grade level. 

 

4. Click Submit. 
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Updating an existing Section 504 Special Program Assignment 
If the student already has an existing/open Section 504 record in PowerSchool that: 

 Accurately reflects their current Section 504 status; 

o There is no need to add an Exit Date for this record and recreate a new 

Section 504 record.  Update the existing record with an Exit Date when 

applicable. 

 Inaccurately reflects their current Section 504 status; 

o Update the Exit Date to reflect the date the student was no longer eligible 

for Section 504. 

 

Ending a Section 504 Special Program Assignment 
Section 504 designations in PowerSchool should be ended when the student withdraws from 

the LEA. This section describes the process to exit a Section 504 designation when the 

student is: 

 Evaluated by Section 504 Coordinator, page 3 

 Withdrawn from the LEA, page 4 

 

Note:   For the purposes of the school year 2013-2014 OCR collection, there is no need to 

add an Exit Date to a student who graduated from your school in school year 2013-2014 . 

However, if you do not add an Exit Date to these records, the students will remain in your 

Special Program Enrollment roster until an end is provided. 

 

Evaluated by Section 504 Coordinator 

Navigation: Start Page > Select Student > Special Programs 

1. From the Special Programs list screen, click the Entry Date link for the Section 

504 record. 

 

2. Record the Exit Date. 

3. Click Submit. 
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Withdrawn from the LEA 

Once a Section 504 designation has been recorded for a student, an indicator appears on 
the Transfer Student Out page. 

Navigation: Start Page > Select Student > Functions > Transfer Out of School 

 

 

1. On the Transfer Student Out screen, check the 504 checkbox. 

2. Click Submit. 

 

Refer to the Transfer Out (QRD) (located under http://www.nc-

sis.org/admit_withdraw.html) for additional information on the transfer process. 

 

 

 

http://www.nc-sis.org/admit_withdraw.html
http://www.nc-sis.org/admit_withdraw.html
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Locating Students with existing Section 504 Designations 
Staff with the appropriate access can view a list of active students with Special Program 

enrollments, including Section 504 designations. Refer to PS_QRD_SecurityGroups 

documentation under http://www.nc-sis.org/school_information.html for security and 

screen configurations. 

 

LEA Level 

Staff with central level access can view all students with an active Section 504 designation 

in the LEA, including students in a Transferred Out state, or in the Graduated Students 

school. 

An active Section 504 designation is a record that: 

 Does not have an Exit Date or 

 The Exit Date is in the future 

Navigation: Start Page > LEA Office > LEA > Special Programs 

 

1. At the Special Programs screen, click the Display link for the ‘504’ Program Name. 

2. At the Enrolled Students: 504 screen, under the Students column, click the 

student name to review their Section 504 record. 

 

http://www.nc-sis.org/school_information.html
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School Level 

Staff with school level access can view a list of active students with an active Section 504 

designation in their school. 

An active Section 504 designation is a record that: 

 Does not have an Exit Date or 

 The Exit Date is in the future 

Navigation: Start Page > Special Functions > Special Program Enrollment 

 

1. At the Special Programs screen, click the Display link for the ‘504’ Program Name. 

2. At the Enrolled Students: 504 screen, under the Students column, click the 

student name to review their Section 504 record. 
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