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	Section 504 Meeting Checklist



Before the meeting:
· Contact parents to explain purpose of the meeting, identify any questions and concerns, and get consent to evaluate (if initial evaluation) and forward to the appropriate evaluator if any internal assessments need to be conducted. 
· If an internal assessment is conducted, schedule a meeting with the evaluator to review results of the report. 
· Schedule the Section 504 meeting with identified 504 Team members and other stakeholders.
· Send Notice of Conference. Include 504 Parent Rights/Procedural Safeguards
· Gather pertinent information to be shared at the meeting: such as file review data; staff input, parent input, assessment reports, medical/health information, etc.
· Develop meeting agenda.
· Arrange for any necessary interpreters or accommodations for meeting participants.
· Complete portions of the Section 504 Eligibility Determination report that can be completed before the meeting.
· Prepare to bring all relevant completed forms and data to the meeting.

During the meeting:
· Introduce the participants and their roles, clarify purpose of the meeting, and review agenda. 
· Identify note-taker for meeting.
· Facilitate student’s input or participation, if appropriate. 
· Lead group through agenda and do time-checks as needed. 
· Complete Section 504 Eligibility Determination report, if applicable.
· Complete Section 504 Student Accommodation Plan, if applicable, or revise as needed. 
· If parent(s) are in attendance, provide copies of the Section 504 Eligibility Determination report and Section 504 Student Accommodation Plan or inform them of when they will receive a copy (after translated, etc.) and provide statement of 504 Parent Rights/Procedural Safeguards (keep signed copy). 
· Answer remaining questions, clarify what to expect for meeting cadence, and thank everyone for participation.

After the meeting:
· Review meeting notes and put final copy in Cumulative File along with Section 504 Eligibility Determination report, Section 504 Student Accommodation Plan, and any other relevant documents.
· Update student information system or digital records, as required by the district.
· If parents did not receive documents at the meeting, send copies.
· Share documents with central office or district 504 coordinator, if required.
· Be sure all relevant staff members know and understand their responsibilities on the 504 Plan. Document staff receipt and understanding of the 504 Plan. 
· Calendar check-ins to monitor implementation of plan. Keep log of contacts related to implementation of plan.
· Schedule periodic reevaluation (every 3 years or at a different cadence as agreed on by the 504 Team, and upon a significant change of placement).

Disclaimer: Please note that this is a sample checklist provided by the Oregon Department of Education (ODE) to assist school districts in implementing Section 504. Its use is not mandatory, and school districts and programs may choose to develop their own forms or procedures that align with the requirements of federal and state statutes, including the Section 504 of the Rehabilitation Act of 1973. ODE encourages school districts to consult with legal counsel, as necessary.

