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Refer the 
Student 

• Parents/guardians and school staff may refer a student, Form A 

• Referrals go to Section 504 Building Coordinator 

Parents Informed 
and Invited to 
504 Meeting 

• Section 504 Building Coordinator sends Forms B & C to parent 

• Section 504 Building Coordinator sends Form D to appropriate staff members 

504 Team 
Meeting to 
Determine 
Eligibility 

/Ineligibility 

•504 Team meets and reviews information on Form D 

•504 Team reviews all data made available to them (e.g., aptitude and achievement tests, teacher recommendations, 
physical condition, and adaptive behavior and recommendations from medical providers as appropriate) 

•If there is enough information to determine eligibility/ineligibility, the 504 Team will proceed to Form F 

•If additional information or formal evaluations are required to determine eligibility/ineligibility, the 504 Team will 
proceed to Form E 

Determine 
Student’s 
Eligibility 

• Review all data and determine eligibility/ineligibility; Form F 

Develop & 
Monitor 504 

Plan 

•504 Team will discuss the recommended accommodations and the Building Coordinator will document the proposed 
accommodations on Form G 

•A copy of Form G needs to be provide to the parent, along with a copy of Form C/C2 

•If the parent consents to implementation of the Individual Accommodation Plan, the parent must sign Form G 

•A copy of signed Form G and Form C/C2 must be given to the parent and maintained for the student’s Section 504 file  

•Plan is scanned into PowerSchool 

•Teachers are informed by the Building Section 504 Coordinator  

•If the parent refuses to sign consent for implementation of the Accommodation Plan, or requests additional time to 
consider the plan, the Building Section 504 Coordinator will make a notation under notes on Form G and the Building 
Section 504 Coordinator will follow-up with the parent in fifteen days if the parent has not submitted written consent 

Annual  
Update 

•Building Section 504 Coordinator sends Form H and Form C notification of annual update and invitation to parent 

•Building Section 504 Coordinator sends Form I to teachers 

•504 annual update meeting to discuss accommodations; not less than twenty days before the expiration of the 
accommodation plan  

•Unless there is a need for a specific staff member to attend the meeting, including if the parent requests their 
attendance, the annual update Section 504 Team meeting may be attended by only the Section 504 Building 
Coordinator and the parent  

•Building Section 504 Coordinator completes required paperwork (Form J, Form G); parent is given a copy of Form 
C/C2 ; Re-evaluated at least once every 3 years. 


