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          WORKFORCE EDUCATION 504/ADAAA PROCEDURES
               Intake Process Checklist for Adults in Postsecondary Programs


               This is the five step process to complete and implement Workforce Education 504/ADAAA Funding Model (WFE 504/ADAAA) for adult students with disabilities.
· 1. POINT OF ENTRY
Prior to enrollment, all students are informed of their rights under The Americans with Disabilities Act Amendments Act of 2008. Districts may utilize websites, brochures, videos, and/or face to face communication to share the information.    
· 2. DOCUMENTED INTAKE
If a student self identifies having a disability and/or requests accommodations, the student will have an intake meeting with the 504 Disability Advisor or other qualified school personnel to determine eligibility. Students must provide current documentation of their disability from a licensed, diagnosing professional. Documentation must contain a clear diagnosis of the disability, its impact on educational participation or testing, and the need for accommodations. Documentation may include but is not limited to, a report from a qualified, licensed professional, a Transition IEP or a 504 Plan. The district will review the documentation to determine eligibility for a Workforce Education 504/ADAAA Plan (WFE 504/ADAAA Plan). 

If the student is not found eligible, a WFE 504/ADAAA Plan is not developed. The process ends here.
Intake Documentation
· Student Information Form (required)
· Student Medical Information Form (optional as needed)
· Authorization for Release of Personal Information (optional as needed)
· Rights Afforded by Section 504/ADAAA (signed copy required)
· 3. DETERMINATION OF ELIGIBILITY MEETING
Once a student is determined to be eligible, a WFE 504/ADAAA Plan is developed to address the student’s needs and accommodations. Student, 504 Disability Advisor or other qualified school personnel develop the plan. Instructional personnel will be consulted upon need prior to finalizing the plan.
· Development of WFE 504/ADAAA Plan (required)
· Completion of (WFE 504/ADAAA) Workforce Education Accommodation Funding Form (required)
· Arrangements for testing accommodations are made prior to scheduling testing (e.g. Braille, large print, magnification device, sign language interpreter, etc.)
· 4. FOLLOW-UP PROCEDURES

· Student scheduled for testing with accommodations if needed (required)
· Plan disseminated to instructor(s) and student (required)
· Input funding levels & disability information into the state information system (required)
· 5. REVIEW OF WFE 504/ADAAA PLAN
· Yearly review – check with district for survey period dates (required)
· Updated plan disseminated to instructor(s) and student (required)
· Completion of WFE 504/ADAAA Funding Form (required)
· Input updated funding level and disability information into the State Information System (required)
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