2011-2012
JEFFERSON COUNTY 

SCHOOLS
SECTION 504 MANUAL
Guidelines and Forms
FOR 

SECTION 504 SERVICES

Revised June 2011
Jefferson County Schools

Section 504 Of The 

Rehabilitation Act of 1973

Table of Contents

Guidelines:
Section 504 Definitions--------------------------------------------------------------------------------------------------pg. 1
ADA Amendments Act of 2008----------------------------------------------------------------------------------   pgs. 2&3

Criteria for Consideration by the School of the Existence of a Disability/Possible Section 504 Protection--pg. 4
Section 504 Referral Process Chart-------------------------------------------------------------------------------------pg. 5
Guidelines for Section 504 Placement Team Decision Making Process------------------------------------------ pg. 6
Section 504 Placement Team Composition----------------------------------------------------------------------------pg. 7
Guidelines for Scheduling a Section 504 Meeting--------------------------------------------------------------------pg. 8
Section 504 Forms:

Section 504 Parent Notice of Proposed Meeting   --- ----------------------------------------------------------------pg. 9
Section 504 of Rehabilitation Act of 1973 Rights -------------------------------------------------------------------pg. 10 
Section 504 Grievance Procedures -------------------------------------------------------------------------------------pg. 11
Consent for Section 504 Evaluation ------------------------------------------------------------------------------------pg. 12
 Social and Health History Form   --------------------------------------------------------------------------------------pg. 13
Section 504 Discipline:

Section 504 Disciplinary Guidelines-- ---------------------------------------------------------------------------------pg. 14
Section 504 Procedures for Class IIIs     -------------------------------------------------------------------------------pg. 15
Section 504 Notice of Class III Referral Form-----------------------------------------------------------------------pg.  16  
Section 504 Accommodation Plan Information:
Receipt of Section 504 Accommodation Plans Form----------------------------------------------------------------pg. 17
LEA Section 504 Meeting Documentation Form---------------------------------------------------------------------pg. 18
Section 504 District Coordinator Contact Information ---------------------------------------------------------pg. 19
Revised June 2011
SECTION 504 OF THE
 REHABILITATION ACT OF 1973
“No otherwise qualified individual with disabilities in the United States shall solely by reason of her or his 

handicap, as defined in section 706(8) of this title, be excluded from participation in, be denied the 

benefits of, or be subjected to discrimination under any program or activity receiving federal financial 

assistance or under any program or activity conducted by an executive agency or by the United States 

Postal Service.” (20 U.S.C. Section 794)


DEFINITIONS

Individual and disabilities
“…any individual who

 (i) has a physical or mental disability which substantially

      limits one or more of such person’s major life activities,

(ii) has a record of such disability or

(iii) is regarded as having such a disability.” 

 Physical or mental disability
“… (A) any physiological disorder of condition, cosmetic 





disfigurement, or anatomical loss affecting one or more of the 





following body systems: neurological; musculoskeletal; 





special sense organs; respiratory; including speech organs; 







             cardiovascular; reproductive; digestive; genitor-urinary;hermic 





and lymphatic; skin; and endrocrine; or (b) any mental or 







             psychological disorder, such as mental retardation, organic 





brain syndrome, emotional or mental illness, and specific 





learning disabilities.” (34 Code of Federal Regulations Part 





104.3)

Major life activities

“…functions such as caring for one’s self, performing 





manual tasks, walking, seeing hearing, speaking, breathing, 





learning and working.” (34 Code of Federal Regulations Par 





104.3)

Has a record of such an

“… has a history of, or has been classified as having, a 

impairment


mental or physical impairment that substantially limits one or 





more major life activities,” (34Code of Federal Regulations 





Par 104.3)

Is regarded as having an
“… (A) has a physical or mental impairment that does not 

Impairment


substantially limit major life activities but is treated by a 





recipient as a constituting such a limitation;





(B) has a physical or mental impairment that substantially 




limits major life activities only as a result of the attitudes of 




others toward such impairment;or





(C) has none of the impairments defined but is treated by a recipient as 





having such an impairment.
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ADA Amendments Act of 2008
PUBLIC LAW 110–325
SEPTEMBER 25, 2008

(Effective January 2009) Pg. 1 

To restore the intent and protections of the Americans with Disabilities Act of 1990. 

"SEC. 3. DEFINITION OF DISABILITY. "As used in this Act: 

"(1) Disability.--The term `disability' means, with respect to an individual-- 

"(A) a physical or mental impairment that substantially limits one or more major life activities of such individual; 

"(B) a record of such an impairment; or 

"(C) being regarded as having such an impairment (as described in paragraph (3)). 

"(2) Major life activities.-- 

"(A) In general.--For purposes of paragraph (1), major life activities include, but are not limited to, caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking, communicating, and working. 

"(B) Major bodily functions.--For purposes of paragraph (1), a major life activity also includes the operation of a major bodily function, including but not limited to, functions of the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive functions. 

"(3) Regarded as having such an impairment.--For purposes of paragraph (1)(C): 

"(A) An individual meets the requirement of `being regarded as having such an impairment' if the individual establishes that he or she has been subjected to an action prohibited under this Act because of an actual or perceived physical or mental impairment whether or not the impairment limits or is perceived to limit a major life activity. 

"(B) Paragraph (1)(C) shall not apply to impairments that are transitory and minor. A transitory impairment is an impairment with an actual or expected duration of 6 months or less. 
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ADA Amendments Act of 2008
PUBLIC LAW 110–325
SEPTEMBER 25, 2008

(Effective January 2009) Pg. 2
"(4) Rules of construction regarding the definition of disability.--The definition of `disability' in paragraph (1) shall be construed in accordance with the following: 

"(A) The definition of disability in this Act shall be construed in favor of broad coverage of individuals under this Act, to the maximum extent permitted by the terms of this Act. 

"(B) The term `substantially limits' shall be interpreted consistently with the findings and purposes of the ADA Amendments Act of 2008. 

"(C) An impairment that substantially limits one major life activity need not limit other major life activities in order to be considered a disability. 

"(D) An impairment that is episodic or in remission is a disability if it would substantially limit a major life activity when active. 

"(E)(i) The determination of whether an impairment substantially limits a major life activity shall be made without regard to the ameliorative effects of mitigating measures such as-- 

"(I) medication, medical supplies, equipment, or appliances, low-vision devices (which do not include ordinary eyeglasses or contact lenses), prosthetics including limbs and devices, hearing aids and cochlear implants or other implantable hearing devices, mobility devices, or oxygen therapy equipment and supplies; 

"(II) use of assistive technology; 

"(III) reasonable accommodations or auxiliary aids or services; or 

"(IV) learned behavioral or adaptive neurological modifications. 
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WHEN SCHOOL STAFF SHOULD CONSIDER THE EXISTENCE OF A 

DISABILITY AND POSSIBLE SECTION 504 PROTECTION

· When suspension or expulsion is being considered for any student.

· When retention is being considered for any student.

· When a student shows a pattern of not benefiting from the instruction being provided.

· When a student returns to school after a serious illness or injury.

· When a student is evaluated and is found not to qualify for special education services under the IDEA.

·  When a student exhibits a chronic health condition.

· When a student is identified as “at risk” or exhibits the potential for dropping out of school.

· When substance abuse is an issue.

· When a disability of any kind is suspected.

· When a new building or remodeling is being considered.

Source: Special Education Services Section, State Department of Education
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JEFFERSON COUNTY SCHOOLS

SECTION 504

REFERRAL PROCESS
*A parent may request an evaluation for Section 504 services at any time throughout the RTI process.

[image: image1]
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Guidelines for the Section 

504 Placement Team

Decision Making Process

Section 504 Eligibility placement decisions are made by a group of 

persons:

·  Who are knowledgeable about the child,

·  Who have interpreted the meaning of the evaluation data, and

·  Who are knowledgeable of placement options.

In interpreting evaluation data and in making placement decisions, the 504 Team members shall:

·  Draw upon information from a variety of sources, including, but not limited to, aptitude and achievement tests, teacher recommendations, cultural, environmental, and economic background data, physical condition and adaptive behavior data, and

·  Establish procedures to ensure that information obtained from all such sources is documented and carefully considered.
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Section 504 Placement

Team Composition

The following persons may consistently be 504
Team Members:
-
504 Supervisor (required)

-
Principal and/or Assistant Principal (required)
-         Section 504 designee (required) 
-
General Education Teacher (s)

-
Parents 
-
Student, when appropriate

The following persons may be 

Auxiliary Members on the Team:

-
School counselor

-
School Nurse

-
Child Nutrition Program (CNP) staff member

-
Others who may provide information relevant to the decision making 
process

-
RtI Problem Solving Team Chairperson
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Guidelines for Scheduling

 A Section 504 Meeting

 (Evaluation, Reevaluation, or Disciplinary) 

I. When a request is made for any type of  Section 504 meeting, the following steps should be taken by the school:

· Contact the 504 Supervisor to schedule a meeting date and time.

· Send home to parents the following forms: 
A. 504 Parental Notice of Proposed Meeting---------------------------------- pg. 9  

B. Section 504 of Rehabilitation Act of 1973 Rights- ------------------------ pg.10 
C. Section 504 Grievance Procedures-------------------------------------------pg 11 

II. When a request is made for an initial Evaluation or Reevaluation meeting,
 in addition to the above-mentioned forms in Section I, send home the following forms: 
 
D. Consent for Section 504 Evaluation------------------------------------------pg. 12  
     
E.  Social and Health History------------------------------------------------------pg.13
III. When holding a Manifestation Determination Hearing, send home the following forms:
A. Section 504 Notice of Class III Referral--------------------------------------pg. 16
B. 504 Parental Notice of Proposed Meeting------------------------------------ pg. 9  

C. Section 504 of Rehabilitation Act of 1973 Rights- -------------------------- pg.10

D. Section 504 Grievance Procedures---------------------------------------------pg 11 

· Inform the appropriate school team members of scheduled meeting.

· Make copies of the following evaluation data to be reviewed:

· medical/psychological information
· grades

· cumulative records

· discipline records

· work samples;

· state assessment data

· RtI information

· any information regarding  Exceptional Education testing or services
8
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Section 504 of the Rehabilitation

Act of 1973 

Parent Notice of Proposed Meeting
DATE:

                        _______________________________________________

PARENT’S NAME:

________________________________________________

ADDRESS:

            ________________________________________________

Dear Parent(s):

You are invited to a Section 504 meeting regarding your child, _________________________.  The purpose 
                                                   (Student’s Name)

 of this meeting is to: 
Please check one.
_____ Determine Initial or Continued Eligibility (Please provide medical documentation of diagnosis)
_____ Review or Revise Section 504 Accommodation Plan

_____ Discuss Behavior/Disciplinary Concerns

_____ Develop Behavior Intervention Plan (BIP)

_____ Conduct Manifestation Determination
_____ Other: ___________________________________

The meeting will be held at ____________________________________
 on ___________________

                                                              (Location)

                                       (Date)

  

at __________________.  

(Time)

     ______________________________                                                                           _________________________                                                                                                                                
               Principal                                                                                                                           School   
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Section 504
 of the 
Rehabilitation Act of 1973
Rights
The following is a description of the rights granted by federal law to students with disabilities.  The intent of the law is to keep you fully informed concerning decisions about your child and to inform 

you of your rights if you disagree with any of these decisions:

You have the right to:
1. Have your child receive a free and appropriate public education without 

discrimination and regardless of the nature or severity of his/her disability,

2. Have the school district advise you of your rights under federal law,

3. Receive notice with respect to identification, evaluation, or placement of your child,

4. Have evaluation, educational, and placement decisions made based upon a variety 

of information sources, and by persons who know the student, the evaluation data,

and placement options,

5. Have your child educated in facilities and receive services comparable to those

provided non-disabled students,

6. Have your child receive services that are commensurate to the services provided to

meet the educational needs of non-disabled students (this includes the right to be

educated with non-disabled students to the maximum extent appropriate with

reasonable accommodations made by the school district to provide your child equal opportunities to participate in school and school related activities and in non-

academic and extra-curricular activities),

7. Have your child receive educational and related services without cost except for

those fees that are imposed on non-disabled persons or their parents or guardians,

8. Examine all relevant records relating to decisions regarding your child’s 

identification, evaluation, education program, and placement,

9. Receive a response from the school district to reasonable requests for explanations and

interpretations of your child’s records, and


10.
Request an impartial hearing and, if necessary, a subsequent review of the decision 




if you do not agree with the decisions or actions regarding your child’s



identification, evaluation, educational program or placement.  You and the student



may take part in the hearing and have an attorney represent you.  Hearing requests



must be made to the Deputy Superintendent of Instruction, 2100 18th Street,



South, Birmingham, AL  35209.

The person in this district who is responsible for assuring that the district complies with

requirements under Section 504 concerning students with disabilities is:

Ms. Dawna Hill 




 

2100 18th Street, South



   
   Child’s Name

Birmingham, AL  35209 (205) 379-2213

                                                                                      







   School


(Signature of Parent/Guardian)


                  Date
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SECTION 504 Grievance Procedures

The Jefferson County Board of Education provides accommodations to students with disabling conditions as defined under the law, who are otherwise qualified to meet the school requirements. In the event that there is a conflict or concern regarding these accommodations, it is recommended that the Supervisor of 504/homebound services, Ms. Dawna Hill, be contacted (379-2213) regarding resolution of the disagreement. If this does not resolve the issue, there are grievance procedures for resolution of this conflict.

The Problem Solver is a quick, easy and convenient way for problems to be resolved by letting the system work for you.  The Problem Solver is for everyone involved or affected by the Jefferson County School System…students, teachers, principals, employees, or community residents. The Jefferson County School System Problem Solver may be obtained from the Department of Student Services at 379-2165.
11
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PARENTAL CONSENT FOR SECTION 504 EVALUATION
Date:             ________________________

School Name: _______________________

Dear Parent(s):

Your child, ______________________, has been referred to the Section 504 Team for evaluation to determine eligibility for accommodations under Section 504 of the Rehabilitation Act of 1973.

Please check one below and sign.
I give consent for this evaluation:    (  Yes   ( No

____________________________________


Parent’s Signature

____________________________________

                       Date





Attachment: Section 504 of Rehabilitation Act of 1973 Rights and Grievance Procedures
12
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 SOCIAL AND HEALTH HISTORY FORM
 Student Name___________________________   School _________________ Grade ____________________
Address___________________________________________   Home Phone _____________________
Date: _______________________________________

FAMILY COMPOSITION

This student lives with (check)  ( biological mother   ( biological father    (stepmother   (stepfather

( guardians,  as listed_______________________________________________________

( other adults, as listed______________________________________________________

SOCIAL HISTORY: The social history section is to be completed by the local 504 designee.
(Check where applicable)

( Classified as Homeless


  ( Attendance Problems

( Classified as Migrant


  
  ( Classified as ESL
 

( Free-Reduced Lunch status                                  ( Other__________________________________
( Multiple school enrollments

MEDICAL HISTORY: (Required)
A.  Medical Condition(s): (list) ___________________________________________________________________

       __________________________________________________________________________________________
B. Date of diagnosis: ___________________________________________________________________________

C. Name of Doctor(s):__________________________________________________________________________

D. Current Medications: ( No    ( Yes: dates, medication(s), reason(s) ___________________________________   
__________________________________________________________________________________________

BEHAVIORAL/EMOTIONAL INFORMATION
Behavior problems in home or community      ( No       ( Yes, (description):____________________________________

_________________________________________________________________________________________________

Significant moves:      ( No     ( Yes____________________________________________________________________

Significant deaths/changes in family composition:     ( No     ( Yes ___________________________________________

Significant family problems:   ( No     ( Yes

Other professional/agencies (other than school) working with child  ( No   ( Yes(description)______________________

_________________________________________________________________________________________________
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Section 504 Disciplinary

Guidelines

* IDEA discipline procedures apply to Section 504 students.

*A Behavior Intervention Plan (BIP) is required whenever a student’s behavior interferes with his or her own learning or the learning of others.
*When a violation of school district rules occurs, a manifestation determination must take place to determine whether the student’s misconduct is a manifestation of the student’s disability.

Manifestation Determination

A Manifestation Determination must be conducted by the Section 504 team if the following condition exists:

A 504 student commits a violation of the school behavior code which results in excess of ten cumulative days of suspension or expulsion or a series of suspensions that constitutes a change in placement.
Prior to Manifestation Hearing, the administrator will:
(1) Contact 504 Supervisor.
(2) Schedule a 504 Manifestation Determination meeting with parents, student, and section 504 team members.

(3) Send home: (a) Section 504 Notice of Class III Referral form, (b) Section 504 Parent Notice of Proposed Meeting form and (c) Section 504 Rights and Grievance Procedures forms.

During the Manifestation Meeting:

(1) Discuss the recommendation for discipline.

(2) Discuss if disciplinary action would constitute a change in placement.
(3) Discuss if the behavior is directly related to the disability.
(4) If the behavior is caused by the disability, then discuss if there is a need to modify the      

current educational placement and/or modify accommodations and/or develop a Behavior Intervention Plan(BIP).

(5) If the behavior is not caused by the disability, then the school may initiate normal   

     disciplinary procedures.

14
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SECTION 504 Procedures for CLASS III’s  

And 

for Class III’s Involving Illegal Drugs/Weapons/Controlled Substances/Serious Bodily Injury

1. Call and report ALL Class III offenses committed by a 504 student to the Section 504 Supervisor.

2. If illegal drugs/weapons/controlled substances/serious bodily injury are involved, follow all 504 

Disciplinary guidelines for convening a 504 Manifestation Determination (refer to the 2011-2012 Jefferson County Schools Section 504 Manual). 
On the day of the offense, the following steps should be taken by principal or assistant principal:

· A Section 504 Manifestation Determination  Hearing should be scheduled so that the following persons can attend:

· Section 504 Supervisor (required)
· Parent

· Student

· Principal/Assistant Principal(required)
· Local school 504 Designee

· Regular Education Teacher: Elementary schools: at least one teacher should attend. Middle/high schools: at least two teachers should attend.
· School to provide to parents the following forms: 
· Section 504 Notice of Class III Referral form
· Section 504 Notice of Proposed Meeting form
· Section 504 of Rehabilitation Act of 1973 Rights form and Grievance Procedures form  
3. If a Functional Behavior Assessment (FBA) and Behavior Intervention Plan (BIP) are a part of   

      Section 504 Accommodation Plan:

· Review the FBA

· Review and modify the BIP to address current problem(s), if needed

        If FBA and BIP are not available:

· A FBA will need to be completed and a BIP will need to be developed through the Section 504 process. Days a student is out while these things are being completed count toward the total 10 days.

4. School officials must transfer a copy of the Section 504 Accommodation Plan to the JCCLC. A copy 

            of the Section 504 plan must also remain at the school with the local school 504 designee.
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Section 504 of the Rehabilitation

Act of 1973

NOTICE of CLASS III REFERRAL* 

Date___________   School____________________________      

Offense______________
Student_____________________________________
  
 

Grade________________

Date of Birth_________________________________                   

Race_________________
Home Address__________________________________________________________________________
Home Phone____________________________________________________________________________

Description of Behavior/Incident:
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
______________________________________________________________________________________
Parent/Guardian _____________________________ 
Contact Numbers___________________________ 

_____________________________
                      ________________________________

Administrator




          Student’s Signature 
                                                                                                  The student’s signature indicates only notice of charges.
*If a 504 student commits a violation of the school district’s behavior/conduct code which results in excess of ten cumulative days of suspension or expulsion or a series of suspensions that constitutes a change in placement, a Manifestation Determination Hearing will be conducted by the local school’s 504 team.
Attachments:

Section 504 Parent Notice of Proposed Meeting form

Section 504 of Rehabilitation Act of 1973 Rights and Grievance Procedures form  
16

Jefferson County School District

SECTION 504 of the REHABILITATION ACT of 1973

RECORD of RECEIPT 

of 

SECTION 504 ACCOMMODATION PLAN

School Name:     ______________________                  Local 504 Designee’s Name: ____________________

Student’s Name: ________________________

The following teacher/staff members(s) have been given a copy of the above-mentioned student’s current Section 504 Accommodation Plan: 

	Class/Course Name
	Teacher’s Name
	Teacher’s Signature of Receipt
	Date Received

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 A copy of the above-mentioned student’s Section 504 Accommodation Plan was provided to his/her teachers. The teachers were familiarized with the accommodations and were advised to implement all accommodations on a consistent basis. Teachers were also advised to notify the school’s 504 designee regarding any questions or concerns about the accommodations or the 504 plan.

____________________________________________                                               ________________

Signature of Local School 504 Designee                                                                     Date
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SECTION 504 of the REHABILITATION ACT of 1973

 Local Education Agency 

Meeting

Documentation 

Form*
School Name:  ____________________          Local 504 Designee’s Name: ________________

Student’s Name: _____________________      Grade: ___________________

A meeting was held on __________________ (date) to discuss the Section 504 Accommodation plan for the above-named student. Teachers/staff members were given a copy of the Section 504 Accommodation Plan. 
The following information was covered in the Section 504 meeting:

· 504 Designee reviewed the accommodation plan and familiarized teachers/staff with the accommodations on the 504 plan and/or behavior intervention plan (BIP).

· Teachers/staff members were advised to implement all accommodations on a consistent basis.
· Teachers were advised to immediately notify the school’s 504 designee regarding any questions or concerns about the accommodations or the 504 plan.
Members Present in Meeting:

	NAME (Please Print)
	Title/Position
	Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


* Copy to be given to school principal. ** Copy to be placed in student’s Section 504 folder.
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Question, comments or complaints

regarding compliance with

requirements under Section 504

concerning students with disabilities,

should be directed to:

Dawna Hill

           SECTION 504 Supervisor
Jefferson County Board of Education

2100 18th Street South

Birmingham, Alabama 35209

Telephone Number: 

379-2213
Email: dhill@jefcoed.com
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PARENT-STUDENT





Please check one of the following boxes, sign, date, and return this form to _____________________, school’s Section 504 designee before_______________.





[     ] I will be able to meet with you.


[     ] I cannot meet at the date and time indicated. Please contact me to arrange another time.


[     ] I will not be able to meet with you, but I give permission for the Section 504 team to meet in my  


         absence. I will contact you if I want more information.





_____________________________________                                          ______________________


Signature of Parent or Student (Age 19)                                                                          Date





TIER III


Intensive Interventions determined by the Problem Solving Team (PST). 





Move out of Tier II intervention and continue Tier I instruction for next standards and/or appropriate behavior.





2011-2012 SCHOOL YEAR


Section 504 District Coordinator: Dawna Hill
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 Unsuccessful











Unsuccessful





Successful








PST determines next steps and/or placement based on students’ academic and/or behavioral history which may include a referral to the Section 504 Team.





Successful





TIER II


Targeted Interventions





 Continue Instruction for the next standards and/or appropriate behavior 





Unsuccessful





TIER I


Researched Based Core Instruction








Successful











BEHAVIOR





SECTION 504 


Team





Physical/Mental Impairments





*Response to Instruction (RtI):


A framework which combines core instruction and on-going formative assessment to monitor  students’ progress through the use of problem-solving and data-based decision making to provide research-based interventions to maximize student achievement and reduce behavior problems.
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