______________________School District

Section 504 Internal Referral Procedures

The principal/designee shall ensure that Section 504 referral forms are available in the main office. The District shall provide a free, appropriate public education (FAPE) to each student with a disability who resides in the District’s jurisdiction, regardless of the nature or severity of the student’s disability. If a parent/guardian or staff member suspects that a student is a student with a disability who needs, or is believed to need, special education or related services, then the District must conduct an evaluation of the student before taking any action with respect to the student’s initial placement in regular or special education. When the need for such evaluation arises, the principal or designee shall follow the procedures outlines below:
	
	REFERRAL AND EVALUATION PROCEDURE
	PERSON RESPONSIBLE
	FORMS (S)

	1.
	INITIAL REFERRAL FOR SECTION 504 EVALUATION

(PARENT/GUARDIAN REFERRALS)

A Parent/Guardian may verbally or in writing express their concerns regarding the child’s suspected mental or physical impairment or request a Section 504 evaluation to their child’s teacher, principal/designee, school counselor, social worker, nurse or school psychologist.

· The parent can obtain the Referral for Service form from the building principal or school counselor. Either the parent/guardian or staff member can complete the form. Also, the parent/guardian may express their concern in writing or verbally to a staff member or a concerned staff member may express their concern to principal/administration.  Upon receipt of the concern, whether written or verbal, the concern must be given directly to the principal/Administration. 

· If parent requires assistance, a staff member shall assist the parent in filling out the referral form, whether or not the staff member agrees with the grounds for the referral.

(STAFF REFERRALS)

When a staff member has a concern about a student and possible eligibility under Section 504, then the staff member will complete the Referral for Services form and submit it to the principal.  An Intervention Assistance Team (IAT) or Response to Intervention (RTI) team meeting will be scheduled and the parent/guardian invited to attend to discuss the concerns.  

The parent/guardian must be notified of the referral.

	Parent 

Parent

Principal

Staff member, principal/ designee 

Principal/ designee 

Staff member
	1. Section 504 Referral for Services

2. Section 504 Referral for Services




	
	POST REFERRAL
	PERSON RESPONSIBLE
	FORMS

	2.
	The principal signs and dates the completed referral.  Copies of the referral are made and forwarded to the following:

1. parent 

2. school psychologist

3. counselor

4. principal’s Section 504 file

5. the original shall be forwarded to the Section 504 Compliance Officer. 


	Principal
	1. Completed 

Section 504 Referral for Services

	
	INITIAL SUSPECTING OF A DISABILITY
	PERSON RESPONSIBLE
	FORMS

	3.
	An IAT/RTI team meeting will be scheduled. The team meets to determine if the district will either agree or refuse to evaluate, and provide notice of refusal or request consent for evaluation. The school psychologist or other designated person assigned as the 504 Case Manager, provides the parent/guardian the Section 504 Meeting Notice to Parents and the Section 504 Procedural Safeguards.

During this meeting an initial decision shall be made whether the school initially suspects that the child has a present disabling condition that substantially limits a major life activity.  RTI interventions can be implemented and be a part of the evaluation, but cannot result in a delay of the evaluation. If the district does not suspect a disability under Section 504 then the school provides the parent written notice of their decision and provides the Section 504 Notice to Parent Rights and Due Process Procedures.

If the school suspects that the child may have a disability under Section 504, the parent must consent for an evaluation, use Section 504 Notice to Parent and Request for Consent to Evaluate to Determine Eligibility under Section 504.  If the parent consents, the Section 504 Team must complete the student’s Section 504 evaluation within sixty (60) calendar days.   
If the parent does not consent, a Section 504 Notice to Parents must be sent indicating that the District was prepared to evaluate the student but cannot proceed due to lack of parental consent.  The Section 504 Procedural Safeguards Notice must also be sent. 

	School Psychologist and/or designated 504 case manager 


	1. Section 504 Meeting Notice to Parents w/504 Procedural Safeguards;

2. Written Notice is provided if district proposes to evaluate if parent declines or district does not believe evaluation is warranted);

3. Request for Consent to Evaluate to Determine Eligibility under Section 504; 

	
	EVALUATION
	PERSON RESPONSIBLE
	FORMS

	4.
	When the evaluation is complete, the parent shall be notified in writing of the date, time and place of the Section 504 team meeting that will be held to discuss the evaluation and determine eligibility Section 504 Meeting Notice to Parents.  The Section 504 Team includes a group of persons knowledgeable about the student, the evaluation data and the placement options. The District shall provide the parent/guardian with a meaningful opportunity to participate in the meeting. If the parent is unable to attend, the school will use alternative means to obtain the parent’s input prior to making a final eligibility decision.

The Section 504 Team will convene and consider all pertinent data including medical reports, educational records, response to inter​vention, teacher data, physical condition, social or cultural background, adaptive behavior, and standardized assessments. The team will consider and determine if the child has a mental or physical impairment 
that substantially limits one of more of the major life activities (such as, but not limited to, walking, seeing, hearing, breathing, speaking, learning, caring for oneself, performing manual tasks, eating, sleeping, standing, lifting, bending, reading, concentrating, thinking, communi​cat​ing, and/or working, or the operation of a major bodily function, including but not limited to, functions of the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, and endocrine functions). Use Section 504 Eligibility Determination and Worksheet forms.
· If the team decides that a medical assessment is required for an eligibility determination, then the District will have to decide the best means for obtaining the necessary documentation which could include, but is not limited to, obtaining a release of medical records from the parent/guardian or having the student assessed by a health care provider. The parent/guardian cannot be held financially responsible for obtaining this information.
· Evaluation must be multi-factored (no required domains)

· Multiple measures, valid and reliable along with observational and subjective if appropriate

· Reasonable time frame: sixty (60) calendar day completion from consent

· Must be a team of persons knowledgeable about the student, the evaluation data and the placement options. 
· No Independent Educational Evaluation required under 504
· Section 504 Notice to Parent and signed copy of Eligibility Determination evaluation provided to parent regardless of whether child is found eligible or not
· Cannot consider mitigating measures (except eye glasses), eligibility is based on with and without medication or treatment

· An impairment that is “episodic” or “in remission” is a disability if it would substantially limit a major life activity when active.

· Temporary, non-chronic impairments of short duration (typically six (6) months or less) with little or no residual effects that usually will not substantially limit a major life activity may not be a disability. Examples can include, not limited to a common cold, seasonal or common influenza, a sprained joint, minor or non-chronic gastrointestinal disorders, a broken bone expected to heal completely, appendicitis, and seasonal allergies.
· One or more major life activity must be substantially limited. The team’s focus cannot be limited to learning
If the Section 504 Team determines that the child does have a mental or physical impairment that substantially limits a major life activity then the child is determined to be a student with a disability and the school is obligated to develop a Section 504 service/ accommodation plan.   A Section 504 Notice to Parent, including Section 504 Procedural Safeguards, must be given to the parent that fully explains this decision.  
If the Section 504 Team determines that the child does not have a mental or physical impairment that substantially limits a major life activity then the child is determined to not be a student with a disability and the student  is not eligible for a services/ accommodation plan.   A Section 504 Notice to Parent, including Section 504 Procedural Safeguards, must be given to the parent that fully explains this decision.  

	Principal/ designee
	1. Section 504 Meeting Notice to Parents ;

2. 504 Procedural Safeguards;

3. Section 504 Eligibility Determination and Worksheet; 

4. Section 504 Written Notice to Parents

    

	
	INDIVIDUAL PLAN FOR SERVICE OR 
INDIVIDUAL ACCOMMODATION PLAN
	PERSON RESPONSIBLE
	FORMS

	5.
	Within a reasonable time period after the Section 504 evaluation meeting, the principal/designee shall make copies of Section 504 Eligibility Determination and worksheet  and forward a copy of the evaluation to:

1. parent (the parent should also be provided Section 504 Written Notice to Parents, Eligibility Determination and notice of procedural safeguards)
2. the child’s general education teacher(s) 

3. school psychologist and/or related service personnel (if applicable)

4. principal/designee’s Section 504 file 

5. the ORIGINAL shall be forwarded to the Section 504 Compliance Officer.
If the service/accommodation plan is developed at a meeting separate from the evaluation meeting, within 3 business days of the meeting the principal/designee shall make copies of the Service/ Accommodation Plan and forward a copy of the plan to:

1. parent (Section 504 Written Notice to Parents, Eligibility Determination and Notice of Procedural Safeguards)
2. the child’s general education teacher(s) 

3. school psychologist and/or related service personnel (if applicable)

4. principal/designee’s Section 504 file 

5. the ORIGINAL shall be forwarded to the Section 504 Compliance Officer. 


	Principal/

designee

Principal/ designee
	1. Section 504 

           Evaluation and      504 Plan
2. State/District wide Assessment

3. Section 504 Eligibility Determination and Worksheet

4. Section 504 Written Notice to Parents



	6.
	If the Section 504 Team determines the student is eligible under504, the Section 504 team will determine the placement and services the child requires as a result of the disability to provide the student with FAPE.  If services and accommodations are required, the team will develop a Section 504 plan.  Parental consent must be obtained prior to initiating the INITIAL Section 504 placement/services.  
· Can include special education, related services or aids and/or accommodations, modifications for the individual student
· Least restrictive environment
· Services, aids or accommodations must address the students individual needs
· Must be a team familiar with child, the evaluation data and the placement options. Suggested members: nurse, parent/guardian, psychologist/counselor, administrator, and teacher (s)
· Group consensus reached for initiation of 504 plan

· If a parent/guardian cannot attend, the parent/guardian must be provided with a meaningful opportunity to participate and consent must be obtained before initial plan is initiated.

· Completion of Plan within thirty (30) calendar days

However, the team may move forward even without parental consent for the annual review of the plan, as long as the parent/guardian is provided meaningful opportunity to participate.  Parent written consent or attendance not required for periodic reviews.
 If the team determines that no accommodations or services are necessary, a Section 504 plan will not be developed.  However, the student will still be eligible for all Section 504 protections.  Students who have a record of a disability or are regarded as having a disability are protected from discrimination and can file a grievance pursuant to the District’s grievance procedures. 

	Principal/ designee
	1. Section 504 Plan
2. State/District wide Assessment

3. Section 504 Written Notice to Parents




	7. 
	Section 504 plan is implemented
	General or special education teachers and related service personnel if applicable.

Principal
	1. Section 504 Plan

	8.
	The Section 504 Plan shall be reviewed periodically (at least annually)

· Annually, at the end of the school year and beginning of the next school year, District/Building Compliance Officer (s) will ensure existing 504 plans are transferred to new school buildings and new school personnel.
· Reviewed by October 15 annually

	Principal/ designee
	1. Section 504 Plan

	
	REEVALUATION
	PERSON RESPONSIBLE
	FORMS

	9.
	The Section 504 Team must review the student’s continued eligibility at least every three (3) years, or sooner if the Section 504 Team believes necessary.  Written consent not required.
A re-evaluation is also required before a significant change in the student’s placement. Examples of a significant change in placement include, but are not limited to: termination of services, suspension/expulsion or a series of suspensions or expulsions over ten (10) days.  
	Case Manager, principal/designee
	1. Section 504 Eligibility Determination and Worksheet



	
	MANIFESTATION DETERMINATION
	PERSON RESPONSIBLE
	FORMS

	10.
	If the District is proposing disciplinary action less than ten (10) consecutive days or constitutes the accumulation of less than ten (10) days within a school year, a Manifestation Determination is NOT required.
If the District is proposing disciplinary action more than ten (10) consecutive days or constitutes the accumulation of more than ten (10) days within a school year, a Manifestation Determination IS required.
Manifestation Review process and meeting shall occur within ten (10) school days of proposed disciplinary action. In carrying out a 
manifestation determination review, the 504 team must consider, re-evaluation data gathered relevant to the proposed disciplinary action that may constitute a change in placement. Manifestation Determination data will serve as the re-evaluation, and needs to be multiple measures and can be from multiple providers including parent/guardian.
· If the 504 team determines that the behavior was NOT a manifestation of the student’s disability, the student shall be subject to disciplinary action in the same manner as a nondisabled student under the Student Code of Conduct.
· If the 504 team determines that the behavior WAS a manifestation of the student’s disability, the student SHALL NOT be suspended or expelled beyond ten (10) consecutive or accumulated days.
· EXCEPTION: unless the behavior was involving weapons, illegal drug (s) or dangerous behaviors, (use IDEA Definitions) If so, the 504 team may consider a forty-five (45) day Interim Alternative Educational Setting (IAES) which may/may not include general or special education services. Case by case determination. 
· EXCEPTION: District can also consider requesting an Impartial Hearing Officer (IHO) ruling to remove the student for a IAES or request a local court of jurisdiction for an injunction to remove for safety purposes. 

· EXCEPTION: following (IDEA) disciplinary procedures and timelines
1. Section 504 Manifestation Determination, Written Notice to Parents and Notice of 504 Procedural Safeguards to be completed and
2.  copies provided parent/guardian and copies forwarded to 

3. the child’s general education teacher(s) 
4. school psychologist and/or related service personnel (if applicable)

5. principal/designee’s Section 504 file 

6. the ORIGINAL shall be forwarded to the Section 504 Compliance Officer. 

	Principal/designee/Psychologist/Counselor/Nurse
	1. Section 504 Manifestation Determination
2. Section 504 Written Notice to Parents

3. 504 Procedural Safeguards

	
	CHILD FIND
	PERSON RESPONSIBLE
	FORMS

	11.
	District is required to conduct Child Find activities
· To locate and notify parent/guardians of children who have, had or are regarded as having a mental or physical impairment that substantially limits a major life activity (MLA) and requires a free, appropriate public education (FAPE).
· Identify 504 compliance officer with contact information if different than IDEA Child Find lead person

· Child Find Activities may include: flyers/brochures and public notices in district offices, website, district-wide community reports and community agencies with district area
	District Compliance Officer/designee
	1. Child Find Brochure and Public Notices

	
	WRITTEN NOTICE and PROCEDURAL RIGHTS
	PERSON RESPONSIBLE
	FORMS

	12.
	District is required to provide Section 504 Written Notice to Parents
Minimally provided to parent/guardian:

· LEA refuses evaluation

· At completion of evaluation regardless of whether the student is found eligible or not

· At completion of drafting 504 plan,  even with parent/guardian in agreement
· Significant change in placement (LRE or discipline)

· Disagreement
	District Compliance Officer/designee/psychologist/counselor
	1.  Section 504    Written Notice to Parents

2. 504 Procedural Safeguards



	13
	SECTION 504 & IDIEA

· During any phase of the Section 504 identification, evaluation, plan or placement process, the 504 team members if appropriate,  can consider eligibility and procedural rights afforded under IDIEA
	
	


� For purposes of these Section 504 procedures, the term “parent” includes natural and adoptive parents, surrogate parents, legal guardians or anyone acting as a parent with whom the child resides.
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