504 Meeting Checklist for 504 Coordinators

A Section 504 Eligibility Determination Meeting can be prompted in the following ways
(refer to S-Team flow chart): 
· S-Team Referral 
· Medical Condition Only, With No Academic Concerns 
Prior to the Meeting:
· Create a 504 folder for student (if not already done)
· Contact parents: explain purpose of the meeting and identify any questions/concerns.
· Schedule meeting with participants, including parents and administration .
· Send Invitation for a Meeting to parent reminding parent of date, time and location.
· Gather pertinent information or identify individuals to provide the information to be shared at the meeting: teachers' updates, grades, medical/health information, behavior & attendance records, etc.  
· Develop meeting agenda.
· Complete and print any draft forms on EdPlan that can be completed before the meeting .
· If planning an eligibility meeting, print Consent for Evaluation in EdPlan. 
· Bring all current forms and the student’s cumulative folder to the meeting.  
· If you will not have computer access in the meeting, you may print a copy of the Accommodations List, to which you can refer during the meeting (Located on the EdPlan main menu under the Documents/504 tab). Do not give this list out during the meeting.

During the Meeting: 
· Identify a note-taker for meeting minutes (prior to the start of meeting).  
· Have participants introduce themselves and state/explain their role.
· Clarify purpose of meeting.
· Sign meeting invitation.
· Present and sign Procedural Safeguards/Parent and Student Rights.
· Review agenda.
Eligibility (only if meeting is an initial or 3-year re-evaluation) 
· Have parent sign Consent for Evaluation.
· State areas of classroom problems or concerns.  
· Ask for parental input. 
· Review sources of data.
For example: 
· Student academic progress.
· Medical history review.
· Assessments, teacher observations, reports.
· Attendance or behavioral documentation.
· Committee determines eligibility, chairperson fills in Supporting Documents section of Eligibility Report in EdPlan to document rationale of committee determination.
· Committee members sign Eligibility Report.

Services and Accommodations
· Complete or revise Section 504 Service Plan (accommodations). 
· Committee determines accommodations/services and members sign.

Conclusion
· Provide copies of Eligibility Report (if completed during meeting) and 
Service Plan to parents.
· Read the minutes aloud to ensure committee agreement of meeting procedings. Everyone sign the minutes document.
· Thank everyone for participation and cooperation.  

After the Meeting:  
· Complete final Eligibility Report and/or Service Plan documents in EdPlan (if not completed during meeting). 
· Upload signature sheets, minutes, and any supporting documents into EdPlan. 
· Put originals of all forms into student’s 504 folder.
· If parents did not receive all documents at meeting, provide copies to parents 
(within 5 school days).  
· Be sure all teachers know and understand their responsibilities under the 504 plan. Distribute Accommodations at a Glance and obtain teacher signatures.
· Mark calendar for check-ins to monitor implementation of plan. Keep log of contacts related to implementation of plan.  
