Section 504 Coordinator 
Background and Sample Position Description 

This document gives a brief background to the position of Section 504 Coordinator and provides a sample job description districts may use as a template. 

What is a Section 504 Coordinator?
Under Section 504 of the Rehabilitation Act of 1973, each school district that receives federal financial assistance must designate at least one employee to coordinate the district’s compliance with its responsibilities under Section 504. Some school districts designate one employee to serve as both the Section 504 and ADA/Title II Coordinator. This document only covers the duties of the Section 504 Coordinator.
The district should document that it has communicated these responsibilities to the Section 504 Coordinator. One way of accomplishing this is to have the Section 504 Coordinator sign and date their position description. 
The Section 504 Coordinator should be sufficiently knowledgeable about the requirements under state and federal disability nondiscrimination laws, regulations, and guidance to advise the district about its policies, procedures, and practices; to investigate complaints alleging violations of Section 504, discrimination based on disability, and disability harassment; and to identify and address potential disparities and systemic barriers based on disability. The Section 504 Coordinator should have sufficient independence and authority to fulfill these duties. If the Section 504 Coordinator has building-level designees to facilitate Section 504 processes and procedures as it relates to individual students, the coordinator should have the skills to oversee responsibilities assigned to designees and assess for alignment across the district.
The school district should ensure that the Section 504 Coordinator receives appropriate and ongoing training. The district should clearly communicate the responsibilities and expectations of the position with the Section 504 Coordinator and should provide them with the time and resources needed to effectively perform these duties. 
Note: If the Section 504 Coordinator also serves as the district’s Title II Coordinator, Civil Rights Coordinator, or Title IX Coordinator, please see the sample position descriptions for these roles for additional responsibilities. 


Section 504 Coordinator 
Sample Position Description

Name: ____________________________       Title: ______________________________                     

School District: ___________________________________
  
Primary Purpose of this Position
The Section 504 Coordinator is responsible for monitoring and implementing the district’s compliance with state and federal laws prohibiting disability discrimination, to prevent discrimination against students, employees, and others on the basis of disability, and to ensure compliance with all procedures and procedural safeguards required under Section 504. They are responsible for the district’s Section 504 complaint process/grievance policy and ensuring prompt and impartial investigations occur. They are also responsible for assessing and addressing systemic barriers that disproportionately affect individuals with disabilities.
General Responsibilities
The Section 504 Coordinator is responsible for monitoring and implementing the district’s compliance with Section 504’s implementing regulations and associated state and federal laws prohibiting disability discrimination. Duties related to general compliance include: 
· Ensuring the school district’s nondiscrimination statements, access information, grievance procedures and other disability-related policies are up to date, posted, and distributed as required.
· Ensuring that all school programs, services, activities, websites, and facilities are accessible to and usable by people with disabilities.  
· Ensuring that the district’s Section 504 complaint process/grievance policy is aligned with federal and state law.
· Ensuring there is a system in each school building for responding to 504 concerns in a timely and appropriate manner.
· Coordinating efforts with the designated Civil Rights Coordinator (CRC) and ensuring that the CRC has the knowledge and training to monitor and oversee compliance with Section 504 and related state laws.
· Establishing consistent procedures for notification of rights, referral, evaluation, planning and implementation for students with disabilities under Section 504, and ensuring the adopted procedures reflect current state and federal requirements. 
· Staying informed about developments in both educational interventions and legal requirements for students with disabilities under Section 504 and provide training to other staff in these areas.
· [bookmark: _heading=h.gjdgxs]Ensuring that disability-related notices are provided to Limited English-speaking parents of students with disabilities in the parents’ native language by translation or documented oral interpretation.
Complaints and Investigations
The Section 504 Coordinator is responsible for responding to students, parents, staff, administrators, and others who report possible Section 504 violations, disability discrimination, or harassment based on disability. The Coordinator is responsible for investigating these concerns, implementing corrective actions when appropriate, informing the individual about the district’s complaint procedures, and assisting individuals in filing complaints when needed. Duties related to complaints and investigation include: 
· Implementing the district’s discrimination complaint procedure with respect to allegations of Section 504 violations, disability discrimination, and harassment based on disability; receive and process complaints; and oversee the step-by-step process to be sure that timelines are met. 
· Conducting and/or coordinating investigations of Section 504 complaints in accordance with the district’s discrimination complaint procedures. This may involve interviewing complainants, respondents, and witnesses; reviewing documents and other relevant materials; and researching legal standards and requirements relevant to the complaint.
· Organizing and maintaining records of all Section 504 and disability discrimination complaints filed, including all formal and informal complaints. At least annually, review complaint files to ensure that the district’s complaint procedures and timelines are consistently being followed, and to identify any patterns and/or repeat offenders.
· Coordinating responses to U.S. Department of Education’s Office for Civil Rights (OCR) investigations and Oregon Department of Education (ODE) civil rights reviews and investigations.

Knowledge and Skills Required
The Section 504 Coordinator should have a working knowledge of current laws, regulations, and guidelines related to disability discrimination in public schools, including Section 504, as well as rules and guidelines adopted by the State Board of Education, ODE and OCR. Duties related to acquiring and applying such knowledge include:
· Attending trainings on Section 504/ADA, such as those offered by the Oregon Department of Education, and share information with district administrators and staff.
· Providing ongoing support and training to administrators and district and building-level staff about requirements under Section 504/ADA, staff responsibilities, complaint procedures, and related district policies and procedures.
· Disseminating information and coordinate training for staff, students and/or parents about their rights and/or obligations under Section 504, and the district’s complaint procedures.



Reviewing Systemic Barriers 
The Section 504 Coordinator should participate in the development and implementation of the school district’s process to routinely review disaggregated student discipline data and course and program enrollment data to identify and address potential disparities and systemic barriers based on disability. Duties related to reviewing systemic barriers include:
· Ensuring that the district evaluates all textbooks and instructional materials for bias, update bias review criteria when needed, and participate on the instructional materials committee when appropriate.
· Continually monitoring school programs, activities, and services (including, but not limited to, Advanced Placement courses, Highly Capable Programs, Career and Technical Education courses, Alternative Learning Experiences, extra-curricular activities, etc.) to ensure that all students are given an equal opportunity to participate without discrimination based on disability.
Preferred Qualifications 
· Previous training and knowledge of educational laws, specifically civil rights in education, or professional‐level experience investigating or auditing civil rights laws in educational institutions
· Excellent verbal and written communication skills
· Skilled in conflict resolution
· Strong interpersonal skills and the ability to work with diverse constituents, including children, parents, faculty, staff, and institution administration
· Ability to demonstrate initiative and exercise consistent good judgment
· Ability to manage highly sensitive and confidential information
· Strong organizational skills and ability to prioritize tasks, manage multiple deadlines, and work independently


_______________________________    		 ____________
Signature of Section 504 Coordinator		Date

_______________________________		_____________
Superintendent Signature     		 	Date
Please note that this is a sample position description provided by ODE to assist school districts. Its use is not mandatory, and school districts may choose to develop their own. ODE encourages school districts to consult with legal counsel, as necessary. Contact ode.civilrights@ode.oregon.gov for more information. Updated on 1/13/2026
