BURLINGTON AREA SCHOOL DISTRICT

504 STUDENT REFERRAL PROCEDURE GUIDELINES

AN OVERVIEW FROM REFERRAL TO SERVICE

	
	PROCEDURE
	PERSON(S) RESPONSIBLE
	FORM(S)

	1
	Student Assistance/ Intervention Team meets to discuss student’s needs.


	Counselor, teacher, or parent 


	None

	2
	Referral is completed and submitted to the counselor.  Principal and 504 Coordinator are notified


	Person initiating referral 
	Referral Form – Form A

	3
	Notice, Consent, and Rights submitted to parents for approval.


	Counselor or case manager
	Letter – Forms B & C

(Form B-1 for Re-evaluation) 



	4
	Parents are notified by telephone or e-mail or parent conference, and in writing of evaluation meeting.


	Case Manager
	Letter – Form D

(Form D-1 for Re-evaluation)

	5
	Evaluation meeting takes place.


	Case Manager
	Form E

(Form E-1 for Re-evaluation)

	6
	Evaluations are conducted.

Eligibility determined.


	504 Team Members
	

	7
	A Placement/Accommodation Plan is completed and parent consent is obtained.


	Case Manager
	Form F

	8
	All parties who have a “need to know” are informed of 504 Team Meeting results.  This includes all schedule changes.


	Case Manager
	Form G

	9
	Annual Evaluation. 

504 Review Meeting Summary.


	Case Manager
	Form H


1. Each 504 plan needs to be reviewed yearly.

2. A minimum three year re-evaluation procedure starting at step 4 is carried out.

