




504 Initial Meeting
 Prior to the meeting, complete:
__ Notice and Consent for Initial Section 504 Evaluation *
__ Section 504 Procedural safeguard (prints with consent)*
__ Parent Input* (if dyslexia referral, use Dyslexia parent input in appendix of manual)

__ Gather Referral Information* 
__ Teacher Input* (if dyslexia referral, use Dyslexia    parent input in appendix of manual)

__ Forms returned and uploaded into SuccessEd History
__ Dyslexia/Dysgraphia referral only- enter request into Eduphoria and uploaded consent for testing
*No need to go back into program and type info. Leave blank in program and lock.  Scan copy into Success Ed and place original in folder.
__ Notice of Section 504 Meeting to parent
__ Send email invite to campus staff (must include gen ed. teacher, admin, and dyslexia specialist (if app.) 
__ Forms locked and printed
__ Copy to parent

 At meeting, 504 Coordinator completes:
          ___ Section 504 Evaluation (click initial evaluation)

___ Section 504 Student Service Plan (optional)

___ Notice of Section 504 evaluation results

___ Parent consent for Section 504 service *

___ Forms locked and printed

___ Copy to parent 
___ Service plan uploaded into Branching Minds
___ Email sent to teacher with read receipt. Keep a copy of teacher receipt for a calendar year

___ Notify PEIMS by email the start date of 504 services.  Note: 504 services may not begin until parent signs consent for services. 
Annual 504 Review meetings or 3 year 
Re-Evaluation, Dismissal
(On/or before date from previous year/3 year)
Prior 504 Annual Meeting:

__   Notice of Section 504  

__ send email invite to campus staff (must include gen ed. teacher, admin, and dyslexia specialist, behavior specialist (if app.) 

__ send Teacher Input 

__ Forms locked and printed
__ Copy of Notice of Section 504 meeting sent to parent 
__ Upload Teacher Input into SuccessEd history
At the meeting, complete:

___ Section 504 Evaluation (click annual meeting or re-evaluation)

___ Section 504 Student Service Plan (optional)

___ Behavior Intervention plan (optional)

___ Forms locked and printed

___ Copy of all forms to parent 

___ Service plan and/or BIP uploaded into Branching Minds

___ Email sent to teacher with read receipt. Keep a copy of teacher receipt for a calendar year

(PLEASE REMEMBER EVALUATION MUST BE DONE EVERY THREE YEARS in lieu of annual meeting. If you are dismissing a student from 504, you would click  re-evaluation)
                     Section 504 Manifestation Meeting
Prior to 504  MDR meeting:

___ AP notifies you of date of hearing

___ Notice of Section 504 Meeting to parent

___ Send email invite to campus staff (must include gen ed. teacher, admin, behavior specialist and dyslexia specialist 
__ Forms locked and printed

__ Copy of Notice of Section 504 meeting sent to parent

At meeting, complete:


___ Section 504 Evaluation (click manifestation review)
___ Section 504 Manifestation Determination Evaluation
____BIP (create or revise if pattern of behavior)
___ Notice of Section 504 Manifestation Determination Evaluation Results

____ Forms locked and printed

____ Scan and email MDR, annual meeting, service plan to Sal & KP


___ Copy of all forms sent to the parent
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