
Milford Public Schools, Milford, Massachusetts  01757

SECTION  504  PROCEDURE

I. Referrals are received from parents, individual teachers, adult age students, and/or community agencies.  (Form 504 R)

II. The Section 504 Building Coordinator notifies the parent(s)/guardian(s) in writing of the school's reason(s) and intent to conduct a Section 504 evaluation and seeks their consent to do so.  (Form 504 C)  This notice will include a copy of the Section 504 Referral Form (Form 504 R) and a description of the due process rights granted by federal law.     ("Notice of Parent and Student Rights" – Form 504 PSR)

III. If the parent(s)/guardian(s) deny(ies) consent, the Section 504 Building Coordinator will forward a copy of all completed forms to the Director of Section 504 Services. 

IV. If consent is received, the Section 504 Building Coordinator will notify the appropriate team members in order to begin the evaluation process.  

V. The Section 504 Building Coordinator will schedule an evaluation meeting and notify the parents in writing of the date, time, and location of the meeting (Form 504 N).  The results of the evaluation will be discussed at this meeting.  

VI. At the Section 504 Evaluation Meeting the Section 504 Evaluation Team will also make a determination regarding the student's eligibility for protection under Section 504 and will document their findings.  (Form 504 E)  The Section 504 Building Coordinator will forward a copy of this form to the parent(s)/guardian(s).

VII. If the student is not eligible for protection under Section 504, a copy of the "Notice of Parent and Student Rights" (Form 504 PSR) will be forwarded to the parent(s)/guardian(s) along with the Section 504 Eligibility Determination Form.  (Form 504 E)

VIII. If the student is eligible for protection under Section 504, a Section 504 Accommodation Plan (Form 504 AP) will be written and sent home for parent(s)/guardian(s) approval.  Implementation begins immediately upon receiving written consent.

IX. Once all of the paperwork has been completed a copy of the entire packet will be forwarded to the Director of Section 504 Services.

X. Each student's Section 504 Accommodation Plan will be reviewed at least annually and reevaluated at least every three years or whenever a change in placement is considered.

XI. When a student is no longer eligible for protection under Section 504, his/her dismissal will be documented using the Eligibility Determination Form (Form 504 E).  This form and a copy of the "Notice of Parent and Student Rights" (Form 504 PSR) will be forwarded to the parent(s)/guardian(s).
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