Section 504 Procedures

All inquiries regarding Section 504 should be directed to the local building’s designated 504 contact person.  

___1.   Upon receipt of a request for a Section 504 referral by the classroom teacher or other interested person, the 504 contact person will request that the referring person complete the Section 504 Referral Form.  If the referral includes any health concerns, the Section 504 contact person will immediately notify the school nurse and send by county mail a copy of the referral to the consulting nurse. If the referral includes any food allergy or dietary issues, the Section 504 contact person will immediately notify the food and nutrition services coordinator and send the coordinator a copy of the referral by county mail. 

NOTE:
  The Referral Form is intended to provide information that will allow the necessary personnel to be included in and prepared for the Section 504 meeting.  This purpose can only be fulfilled if the Referral Form is prepared and sent to the correct people well in advance of the meeting. 

___2. 
Upon receipt of a completed Section 504 referral form, the 504 contact person will begin collecting relevant information from the student’s educators and school staff.  

Relevant information may include, but is not limited to: report cards, attendance and discipline records, current academic performance, behavioral data, school clinic records, SST records, special education records, and information from the student’s health care provider (e.g. diagnosis, prognosis, medications, and limitations). 

___3.  The 504 contact person will send to the family and other necessary team members written notice of a 504 meeting to determine the student’s eligibility.  

NOTE:  For students with health concerns, the 504 contact person must confer with the consulting nurse to determine who the nursing representative will be at the meeting.  For students with food allergies/dietary issues, the Section 504 contact person must confer with the FNS coordinator to determine if a FNS representative should be at the meeting.

___4.  The 504 contact person will convene a meeting with the necessary personnel to consider the student’s eligibility as a child with a disability.  During the meeting, the team will review all relevant information and complete the Section 504 Eligibility Form. The 504 Team will consider whether the current information is a substantial limitation on a major life activity. The 504 contact person will ensure that minutes are taken during the meeting.  At the discretion of the 504 contact person and the nurse, the nurse may lead the meeting. 

___5.
a.
If the team finds that the student is a child with a disability under Section 504, the 



team may develop a Section 504 plan if required. The parent must be provided 


with a copy of all paperwork completed at the meeting and the Section 504 parent 


rights.  

b. If the team finds that the student is not a child with a disability under Section 504, then the parent will be provided with a copy of the Eligibility Form and the Section 504 parent rights.  If appropriate, the team may refer the student to the Student Support Team (SST).  If appropriate, the team may refer the student to the nurse for consideration for an Individual Health Care Plan (IHCP).

___6.  The 504 contact person will ensure that all of the relevant School District staff are made aware of the student’s plan and have sufficient understanding of its requirements to implement the plan.  At the discretion of the 504 contact person and the nurse, the nurse may assume the responsibility of informing staff. 

___7.  As specified by the student’s 504 plan or otherwise periodically (e.g. once per grading period), the 504 contact person will contact the student’s teachers/providers to ensure that the 504 plan is being implemented and is effective for the student. It would be appropriate for the 504 contact person to place documentation of the plan’s implementation in the student’s 504 folder. At the discretion of the 504 contact person and the nurse, the nurse may assume the responsibility of monitoring the implementation of the plan. 

___8.  At anytime that the plan requires revision but at least annually, the 504 contact person will convene a meeting to review and revise the student’s 504 plan.  The meeting must include all necessary personnel.  A student’s eligibility may be reviewed as necessary.   
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