
504 Team Meeting and Decision Making
Overview

All decisions regarding a student’s 504 eligibility, placement and the provision
of any necessary accommodations and/or related aids or services will be
made by the 504 Team, and must be based on information from a variety of
sources, with information from all sources being carefully considered and
documented.

Members of the 504 Team may include the building 504 Coordinator or
approved designee, a school nurse when appropriate, and any other
appropriate school staff who are knowledgeable about the student and/or the
evaluation information. The student and his/her parent/guardian is typically
invited to participate in the 504 Team meeting and has the opportunity to
examine all relevant educational records. The school and the parent/guardian
may invite other individuals with knowledge about the child and/or the process
to the 504 meeting.

A written notice will be given to the parent/guardian prior to the meeting,
notifying them of the time, place and purpose of the meeting.

The building 504 Coordinator or approved designee will chair the meeting.
Meeting minutes may be taken and if so, a copy of the minutes will be made
available to the parent/guardian and placed with the student’s education
records folder within a reasonable time after the meeting.

Team decisions should be made by consensus. It is not appropriate to make
eligibility or programming decisions based on a majority “vote.” In the
absence of consensus, the 504 Coordinator or approved designee at the
meeting will make the final decision regarding a child’s eligibility and, if
needed, the accommodations and related aids and/or services that the child
needs to access school programming.

The school district will provide the parent/guardian with notice of the district’s
decision. Parent/guardian has a right to seek resolution of any disagreements
through the local grievance procedure or by initiating an impartial hearing.



Referral, Evaluation and Eligibility
A. A referral to consider Section 504 eligibility may be made by a

parent/guardian, eligible adult student or school staff for a student who is
believed to have an impairment and needs aids, services, and/or reasonable
accommodations beyond those routinely provided for all students. If any of
those individuals listed wish to have the student in question reviewed by the
504 committee, they will need to contact the building’s principal or counselor
first. The building principal or counselor will contact the building’s 504
Coordinator in order to gain permission from the parents or guardians to allow
permission for the school to evaluate their child for a possible 504 plan.

B. The building 504 Coordinator or other designated person will gather
information that will assist the 504 Team in making a determination regarding
the student’s eligibility and programming from appropriate sources (e.g.,
teachers, school nurse, parent, administrators, physician, etc.).

C. The 504 Coordinator, the 504 Team or the parent may decide to move the
referral into the special education referral process, rather than the 504
process, if it appears that the child may be in need of individualized
specialized instruction as a result of the suspected disability.

D. The building 504 Coordinator or other designated person will convene a 504
Team meeting within a reasonable time to consider the concerns raised in the
referral and any available information. The parent will be provided a Notice of
Parent/Student Procedural Safeguards.

E. If the student is found eligible and the team proposes a 504 plan for him or
her, parental consent for the child’s placement in the 504 system will be
sought. Parental consent is suggested only for initial placement into the 504
system. Consent is not required for any other changes in the child’s program
once he or she is in the 504 system.

F. The Team must make decisions about eligibility and significant changes in
programming based upon an evaluation of the child’s unique needs. The
evaluation may consist of a review of existing evaluative information and
other data.



Programming and Placement
A. If the Team determines that a student is eligible under Section 504, the Team

will determine if a 504 Plan for the student is appropriate. If the Team
determines that, despite his or her eligibility, the student does not require
accommodations and/or related aids or services, the Team will document this
decision. If the Team determines that accommodations and/or related aids or
services are required at this time, the Team will indicate this on the Section
504 Plan.

B. The 504 Plan will be made available to all staff who work with the student and
to the 504 Coordinator. A copy of the 504 Plan will also be provided to the
parent/guardian. The plan will be reviewed periodically.

Re-evaluation
A. All 504 students must be re-evaluated periodically, but not less than every

three years, to determine their continued eligibility and, if eligible, their need
for accommodations and/or related aids or services. A re-evaluation may
consist of a review of existing evaluative information and other data.

Grievances
Please refer to Prairie Grove School Board Policies 4.49 and 6.7 for the
procedure to question a decision made by a school’s 504 Committee Team.

If there are any questions, please contact:
Pete Joenks, District 504 Coordinator

102 North Buchanan Street

Prairie Grove, AR 72753 479-846-4229

pete.joenks@pgtigers.org


