TrekNorth Jr. & Sr. High School
504 STUDENT REFERRAL PROCESS

When there is a possible student disability:
STEP #1- Situation is:
1.
2.
3.

EAGL
4.

student is not responding to instruction;
student is not working at grade level;
student is not meeting behavior or
attendance expectations.
student may require a medical or health
accommodation

Responsibilities:
1. Email 504 Coordinator, Rebecca Snyder, at
rsnyder@treknorth.org about the student’s needs
2. If you are a parent, you may be asked to fill out
a Request for Accommodations form to help us
understand the concern.

STEP #2:
School Social Worker responsibilities:
1.

2.
3.
4.
5.
6.
7.

Provide parent/guardian with paperwork
informing them of the Section 504 referral
process and their rights.
Request any documentation of disability the
parent/guardian may have.
Invite parent/guardian to 504 Review Team
meeting
Discuss concerns at 504 Review Team meeting.
Document and follow recommendations of
review study team.
If Team recommends a 504 evaluation, proceed
to Step 3.
If Team does not recommend, inform parent.

STEP #3:
Child Study Team responsibilities:
MAKE RECOMMENDATION: (1 of 3)
1. Recommend interventions or determine they are
not necessary.
2. Draft a 504 Plan if needed.

STEP #4:
School Social Worker Responsibilities:
1.
2.
3.

3. Refer for full SPED evaluation.

After making a recommendation, the 504
Review Team will communicate the
recommendation in writing to the parent.

STEP #5:
Grievance Procedure:
1.

Please see TrekNorth Section 504
Grievance Procedure

4.

5.

Document process and keep in student’s file.
Write up 504 plan, if indicated, and provide copies to
parent/guardian and 504 Review Team
If parent/guardian and 504 Review Team approve the
plan, all parties sign it and it goes into effect. Copies of
the plan are provided to student’s teachers.
If parent/guardian or 504 Review Team do not approve
the plan or request changes, the information is
reevaluated Step #4 repeats.
The parent/guardian may use the Grievance Process if
they do not believe their concerns are being addressed.

