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Section 504 Accommodation Plan Procedures

Part 1. Review Request (pre-mesting)

Student Name Grade Date

Student # Birth Date

Address._ City State/Zip
Par ent(s) Name(s)

Home Phone_ Work Phone

Building 504 Coor dinator or designee Phone

Section 504 of the Rehabilitation Act of 1973 isdesigned to prohibit discrimination based on disability in any
program or activity receiving Federal money. This statute obligates most public schoolsto provide equal
access and equal opportunity to otherwise qualified per sonswith disabilities. For a student to be eligiblefor a
504 plan, the student must meet all three of the following criteria. It must be because of thisdisability that the
student isunableto gain equal access and benefit from school programsand ser vices.

A physical or mental impairment (hasa history of having aphysical or mental impair ment)

That substantially limits

Oneor moremajor lifeactivities

If you believe that a sudent may be eligiblefor Section 504 support please completethe following form and
submit it to your school’s principal or building 504 coor dinator.

Please describe the student concern and how it matchesthe above criteria.

Signatur e of person requesting Section 504 review
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Part 2. Pre-Meeting Details:
(To be accomplished by building 504 coordinator or designee.)

1.

Based on information gathered as part of this review request will an digibility meeting be
scheduled? Yes No

If “No” briefly explain

The purpose of this meeting is to conduct: Initid review Y early review

Other (describe)

Does additiona information need to be secured before the digibility meeting is convened?
Yes No

If “Yes’ identify information needed for the digibility meeting, and who is responsible for
securing thisinformation.

The Office of Civil Rights (OCR) mandates that the following documents must be provided
to parent(s)/guardian(s) before an digibility meeting is held. Please list the date each of the
following was provided in the space below.
Date sent
Parent/student Section 504 rights

Parent Notice: Section 504 mesting

Hligibility meeting details
Eligibility meeting date/time L ocation

Notes
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Part 3a: 504 Eligibility Meeting
The 504-digihility team is to include individuas who are knowledgesble about the student and
the meaning of the datalinformation reviewed. The informetion reviewed by the digibility team

should be current and focus on the area of concern. All digibility team members sgn on page 5.

1. Area(s) of concern

2. Summary of formal performance datareviewed (e.g. CSAP, ITED, Grades, TerraNova, €c.)

3. Summary of gaff reportscomments

4. Summary of parent(s)/guardian(s) report/comments

5. Other pertinent information
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Part 3b: Eligibility Statement
Based on the digibility team'’ s findings answer the following questions.

1. Doesthestudent have a disability or handicap that substantially limitsoneor morelife activities? Yes
No

Explain:

2. If“Yes’ which of thefollowing major life activitiesisbeing substantially limited by the disability or

handicap?
Learning Seeing Hearing Breathing
Walking Speaking Working Caringfor self

Other (describe)

3. Does the disahility impact the student’ s ability to receive equa access and benefit from school

programsand services?  Yes No

If the digibility team ansvered “ Y es” to question 1 and 3 and the team identified a
mgor life adtivity thet is subgtantialy limited by this condition, the dudent isdigible
for a504 acoommodation plan. The digibility team isto proceed to Part 4.

If the digibility team ansvered “ No” complete thisdigihility mesting by documenting
the team’ srationde in the space b ow and completing page 6.
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Part 4: 504 Accommodation Plan
Student Name: Today's Date:

1. Specific accommodations and the staff who are respongible for implementing them:

2. Student responghbilities:

3. Parent/guardian respongibilities:

4. Other accommodations and related services that will be provided the student and individuas
for arranging and/or providing them:

Provide a copy of page5to all individualsresponsible for implementing this plan.
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5. Hligibility teem sgnatures
Name Title Date

6. Datefor 504 accommodetion plan review:

Thebuilding 504 coor dinator or designeewill beresponsblefor schedulingand assembling
staff needed to conduct thisreview.

7. Parent/Guardian statements:
| received awritten notice of my rights under Section 504.
__ | recaived notice of the Section 504 eva uation and accommodation plan meeting.
| agree with the Section 504 plan as written.

| understand that, if | disagree with the content of this plan, | have the right to ask for
a Section 504 review mesting by filing awritten request with the school principd,

building 504 coordinator or designee.

Parent/guardian signature Date

Parent/guardian signature Date

Filethisoriginal 504 Accommodation Plan (all 6 pages) in the student’s cumulativefile.

If thisplan isno longer needed by the student it must be officially terminated by a 504-evaluation
committee. Have the committee convene, complete a Section 504 Termination Form and attach the
completed form to thefront of this Section 504 Accommodation Plan.

Terminated 504 Accommodation Plans arefiled in the student’ s cumulativefile.
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To:
From:
Re: Parent Notice: Section 504 Student Eligibility M eeting

The Section 504 Eligibility Team &t (school) is in the process
of planning an digibility medting for your child. The purpose of this meding is to determine
whether (student name) is digble for

accommodations that will better insure hisher access to services, programs, and/or school
activities.
The following concern(s) has prompted our staff to organize this meeting.

Students are digible for this kind of support if they have a disability or handicap tha
subgantidly limits one or more mgor life activities and impects their ability to access the
program. Section 504 is pat of the Rehabilitation Act of 1973. This civil rights law guarantees
that dudents with a qudifying disability are provided the same access (both physcd and
academic) to public school services, programs, and activities as non-disabled students. We will
be reviewing the following information in order to determine if your child is digible for
accommodations under Section 504.

M eeting details:
Date Time
Locetion

Eligibility Team Members
Review medtingtype Initd  _~ Yeally _ Other

Please indicate if it will be possble for you to do participate on the bottom portion of this form.
Sign and return this form to the principa of your student’s school. If you should have questions
or need more information please contact
At (phone)

| will participate in the meeting described above.

Yes No
Parent Signature Date
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Parent/Student Rightsunder Section 504

Parents have the right to:

1.

10.

11.

12.

13.

14.

15.

Have your child take part in, and receive benefits from public education programs without
discrimination based on a disability.

HavetheDigtrict adviseyou asto your rightsunder federal law.
Receive notice with respect to identification, evaluation, or placement of your child.

Have your child recelve a free appropriate public education. This includes the right to be educated with
non-disabled students to the maximum extent appropriate. It also includes the right to have the District
make reasonable accommodations to allow your child an equal opportunity to participate in school and
school -related activities.

Have your child educated in facilities and receive services comparable to those provided students
without disabilities.

Have your child receive special education and related services if shelhe is found to be dligible under the
Individuals with Disabilities Education Act (IDEA), or to receive reasonable accommodations under
Section 504 of the Rehabilitation Act.

Have digibility and educational placement decisions made based upon a variety of information sources,
and by individualswho know the student, the eigibility data, and placement options.

Have transportation provided to a school placement setting at no greater cost to you than would be
incurred if the student were placed in a program operated by the Ditrict.

Give your child an equal opportunity to participate in nonacademic and extracurricular activities offered by the
school District through the provision of reasonable accommodations.

Examine all relevant records relating to decisions regarding your child's identification, eligibility,
educational program, and placement.

Obtain copies of educational records at a reasonable cost unless the fee would effectively deny you
accesstotherecords.

Receive a response from the District to reasonable requests for explanations and inter pretations of your
child'srecords.

Request amendment of your child’s educational records if there is reasonable cause to believe that they
are inaccurate, mideading or otherwise in violation of the privacy rights of your child. If the District
refusesthisreguest, it shall notify you within areasonable time, and advise you of theright to a hearing.

Request impartial due process hearing related to decisons regarding your child’s identification,
igibility, and educational placement. You and your child may take part in the hearing and have an
attorney represent you at your own cost.

Filea complaint with the District when you believe your child’srightshave been violated.

Section 504 compliance Coordinator for Norwell is: Ellen Willard. 781 659 8800

willard@norwellschools.org
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Section 504 Plan Termination Form

Student Name: Student |.D.;
School: Grade:
Date

In the space below, briefly describethereason for terminating the student’ s 504 plan referencing the three
qualifying criterialisted below.

A physical or mental impairment (hasa history of having a physical or mental impair ment)

That substantialy limits

Oneor moremajor lifeactivities

The following €eligibility team has determined that the 504-accommodation plan currently in place for the
above named student is no longer needed. (Please have the building principal or sign off on each Section 504
Termination Form.)

Signaturesand titles of participants:

Building principal, building 504 coor dinator
or designee signature

Par ent/guar dian signature

(I understand that, if | disagreewith the content of thistermination form, | havetheright to ask for a Section
504 review meeting by filing awritten request with the school principal or Ellen Willard 504 coor dinator for
Norwell Public Schoals.)

Attach this completed form to the front of the student Section 504 Accommodation Plan. Both terminated and active
Section-504 Accommodations plans are to be maintained the student cumulative file.
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Section 504 Complaint Form

Norwell Public Schools complieswith Section 504 regulations and no discrimination on the basis of disability
ispermitted in the programsor activitiesthat the District operates. If you believe that discrimination has
occurred againgt a student because of a disability please complete, sign and submit thisform to your school’s
principal.

Date:
On behalf of: _
Complainant is: Student:
Student’ s parent(s):
Other:
Address. _
Street City State Zip
Telephone:
Home Work

1. Describethealleged violation of Section 504 in specific terms. Include 1) the specific incident or activity
that isviewed asdiscrimination; 2) theindividualsinvolved; 3) dates, times, and locationsinvolved; and
4) the disability that formsthe basis of the complaint (attach additional pagesif needed).

2. Describeany communication that hasalready occurred, with whom and when, to addresstheissue.

3. Pleasedescribe how you proposeto resolvethisissue.

Please return this form to your school’ s principal or to the 504 Coordinator, Ellen Willard, 322 Main Street, Norwell
MA 02061.
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Checklist for Section 504 Eligibility Review

A signed copy of Section 504 Student Review Request Form isforwarded to the school. This
form will serveasPart 1 of the accommodation plan.

Building 504 coordinator or designee completes page 2 of the Section 504 Accommodation
Plan.

M eeting timeand location ar e set.

Eligibility team membersare notified of meeting time, location, and any infor mation they
may need to bring to the mesting.

Parentsare provided a copy of Parent/Student Rights under Section 504 and Parent Notice:
Section 504 Student Eligibility Meeting.

Signed copy of Parent Notice: Section 504 Student Eligibility Meeting is secured by building
504 coor dinator or designee (not required to proceed with an eligibility review meeting).

Part 3a and 3b of the Section 504 Accommodation Plan isto be completed at all eigibility
meetings.

Part 4 of the Section 504 Accommodation Plan iscompleted if the student isfound to be
eligiblefor a Section 504 plan. Thefirst page of Part 4 isa summary of the accommodation
plan. A copy of thispageisto be given toindividualsresponsible for implementing the plan.

Thefinal page of the Section 504 Accommodation Plan isthe“sign off “ sheet and isto be
completed at every eligibility meeting. Secure signaturesfrom parentsand all team
members.

| dentify tentative datefor next review of the plan (usually done yearly).
Theoriginal Section 504 Accommodation Planisfiled in the student’s cumulativefile.

If aplan isnolonger needed by the student it must be officially terminated through review
by an dligibility team. Completing and attaching the one page Section 504 Ter mination Form
tothefront of the plan doesthis. Terminated plansarefiled in the student’s cumulativefile.
Parent isnotified in writing of any action taken by a 504 eligibility Team, copied tothe
student’scumulativefile.
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