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Section 504 Flowchart  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

Source: General education intervention (GEI) case 
conference committee (CCC) finds student 
ineligible for special education, but suspects 
Section 504 eligibility. 

Building Section 504 coordinator responsibilities: 

 Give Notice of Parent/Student Rights-
Section 504 

 Get parent notice of permission to evaluate 
under Section 504 

 Parent completes referral for Section 504 
services 

 Gives parent social history for all referrals 
and developmental history for initial 
evaluations to complete 

 Send physician questionnaire for medical 
concerns and permission for release or 
exchange of information to physician 

Complete: Notice of Section 
504 conference. Give 
parent Notice of 
Parent/Student Rights 
Section 504 

Source: Parent/community service provider or  
reevaluation of student currently on a 504 
Accommodation Plan 

Contact building Section 504 coordinator to attend 
case conference 

Student not eligible for special education services 
by case conference committee (CCC). Complete on 
IIEP: Notice of case conference, initiate, student 
information, multidisciplinary (MD) team and 
eligibility page. 

School psychologist will assist in determining 
information needed. 
Section 504 coordinator sends notice of 504 
conference. 
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Student found ineligible. 
Send completed packet to 
Student Services /Special 
Education Department to be 
filed. 

 

Committee completes Section 504 summary report 

Student found eligible. Complete: 

 504 Accommodation Plan 

 Coordinator distributes plan to general education 
teacher and distributes to any related 
services/special education teachers specified on 
plan 

 Send completed packet to the Student Services 
/Special Education Department.  

 504 Plan will be uploaded into PowerSchool. 

Ongoing 504 coordinator responsibilities: 

 Arrange conference to review plan and 
determine continued eligibility annually 

 Complete Notice of 504 conference, Section 504 
summary report: all pages, and update the 
Section 504 Accommodation Plan 

 Distribute Accommodation Plan to all general 
education teachers and related services staff. 

 Notify receiving 504 building coordinator when 
student moves or transitions to new building 

 Arrange for reevaluation when deemed 
necessary.  


