SECTION 504 SCHOOL SITE COORDINATOR

Each school should have a Section 504 school site coordinator.  The following are the expectations for the Section 504 school site coordinator: 

· Educate school staff about Section 504 and keep them informed about changes in eligibility criteria. 

· Distribute and review all material related to Section 504.

· Work with SST committee to review data and make determinations about requesting a Section 504 plan.
· Help committee members complete the Request for Section 504 Plan and submit to the District Section 504 Committee.

· After a Request for 504 Plan has been approved, work with school staff to ensure that a relevant, appropriate plan is written and approved by student’s teacher(s) and parents/guardians and implemented accordingly.

· Distribute copies of completed Section 504 plans to teachers and staff members who are expected to fulfill the accommodations and/or services.

· Ensure Section 504 plans are being implemented and all accommodations are being made.

· Make certain that Section 504 plans are reviewed annually and rewritten when expired if a Section 504 plan is still warranted.
· The site administrator is ultimately responsible and according to OCR (Office for Civil Rights) is held accountable for the proper implementation of the Section 504 at the school site.  

