
  
 

Section 504 Process 

Flow Chart 
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*Indicates meetings that require the participation of (1) a person knowledgeable about disability/evaluation data; (2) a person    
 who is knowledgeable about the student; and (3) a person who is knowledgeable about placement options. 

 

1. Concern expressed about student.  Teacher discusses strategies 
with other teachers, principal, parents, etc. and implements strategies. 

2. Referral to Building Intervention 
Team (BIT).   

• Complete referral form. 

3. Decision for 504 evaluation: 
• Give parents Notice of Action & Rights. 
• Get parent consent for initial evaluation. 
 

4. Evaluation conducted.   

5. Determine Eligibility.  *504 Team convenes to:  
• Review evaluation results and determine eligibility. 
• Complete the Eligibility Determination Form. 
• Give parents Notice of Action & Rights. 

6. Develop a 504 plan. *504 Team convenes to: 
• Develop a 504 Plan.  May combine with eligibility meeting. 
• Assign a case manager to monitor implementation and student progress. 
• Give parents Notice of Action & Rights and copy of 504 Plan. 
• Get parent consent for initial placement. 

 
BIT refers 
student for 
IDEA/ELL/ 

other 
evaluation. 

7. Annually review 504 Plan *504 Team convenes to: 
• Review 504 Plan.   
• Give parents Notice of Action & Rights. 

 

8. * 504 team periodically re-evaluates: 
• At least every three years. 
• Before any significant change in placement. 
• Give parents Notice of Action & Rights. 

3. Decision for 504 evaluation: 
• Are the interventions implemented failing to be effective? 
• Is a disability or other need suspected?  

Concerns resolved? Student receives 
educational services. 

Not eligible, but 504 likely 
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have other needs 

Consent provided 
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