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504 Meeting Procedures & Information 

Annual 504 Meetings 
Students with a 504 must have annual meetings each year to be sure all teachers are aware of the 
accommodations that must be implemented. The meetings must occur within the first 30 days of school, 
which is September 19th, 2019. The counselor will contact parent and set up a meeting. These meetings can 
be conducted by phone. Be sure to send home an annual meeting invitation. (Input forms are not required
for annual meetings.) 

Complete & sign the Section 504 Annual Meeting form. I have added a "notes" section to the 
annual meeting paperwork so you do not have to use the meeting minutes form. (You will provide 
the parent with a copy of the parent/student rights at the meeting.) 

Update 504 plan with current information. It's the file in Google Drive with the student's first 
and last name. It could be a Word or PDF file, just look for the one with first and last name only. YOU 
MUST DOWNLOAD THE FILE AND DRAG TO YOUR DESKTOP BEFORE MAKING ANY CHANGES or the 
changes won't save. [Teachers, Grade, and Subject Areas should be updated. Current School and 
District/State-Wide Testing may need to be updated.] 

[Downloading the 504 plan from the Google Drive] 
···• Open your school's 504 folder and click open a student's folder .
.... Click the document with the student's first and last name . 
.... Click the underlined arrow in the top right corner . 
.... You will see the file name on the bottom left of the screen. Drag it to your desktop.
.... Open and make changes. Once changes have been made, save . 
.... Open the student's Google doc folder and drag in the updated plan from your desktop. If it asks 

do you want to save as a separate file, no. You want it to replace the file. 
···• Scan the signed plan and annual paperwork in one document. Name this

document with the student's grade, first initial and last name. 
(example: 10th WMurray). Email to me and I'll upload in Google for you. 

*If you have issues updating plans, please call me so I can help!






