
 
 
 
In order to provide a fair and equitable basis for determining whether or not a student should be provided 
accommodations in order to access their free and appropriate public education at Hollis Brookline High 
School, the school has adopted the following guidelines to determine eligibility for accommodations.  
Parents of students currently receiving accommodations for a disability, or who are investigating the 
possibility of accommodations for a physical, cognitive, psychiatric or other disability are advised to pursue 
documentation that complies with the following outlined guidelines.  Please know that documentation is 
not limited to the recommended guidelines, however pursuing documentation consistent with our 
guidelines is likely to ensure that your documentation will provide the necessary information to the section 
504 team when considering whether or not accommodations are necessary.  Please note that an 
accommodation from a previous school, and/or a doctor’s note alone can not be used as the sole 
justification for academic accommodations; these documents should accompany current and appropriate 
documentation as outlined in this policy.  Please also note that there may be certain accommodations 
recommended by an evaluator or other professional that are not reasonable and/or appropriate within the 
educational program at Hollis Brookline High School in order for your child to access their free and 
appropriate education.  If your child is found eligible for accommodations through a section 504 
accommodation plan, Hollis Brookline High School will provide the reasonable accommodations necessary 
for your child to access their free and appropriate education.   
 
In order for academic accommodations to be in place for the start of a new school year, 
documentation and a section 504 referral should be received by the 504 Coordinator no later than 
June 1st of the preceding school year when possible.  The HBHS Building 504 Coordinator does not have 
any summer office hours.  Any new section 504 referrals being submitted over the summer months should 
be provided to the Director of Guidance who has limited summer office hours.  Please contact the main 
office to inquire about Guidance summer hours. 
 
The following guidelines are for the purpose of verifying eligibility for accommodations in compliance 
with the Americans with Disabilities Act (ADA).  Individuals with disabilities have certain protections and 
the right to reasonable accommodations to ensure equal access to programs and services.  Students 
attending a public school have the right to access their free and appropriate education in the same manner 
as their peers without disabilities.  Public schools have a responsibility to identify and locate students with 
disabilities within their district who are not receiving an appropriate public education.  To access these 
rights an individual is required to furnish documentation or other evidence that the disability substantially 
limits a major life activity such as seeing, hearing, concentration, etc. when compared to people without a 
disability.  If you are unable to pursue this documentation due to financial or other reasons, public schools 
have a responsibility to evaluate your child as appropriate, with your permission, in order to obtain 
documentation of the disability and the substantial impact on a major life activity.  Some of the following 
guidelines for documentation are adapted from policies used by the College Board and ACT.  When 
granting accommodations on standardized tests, the College Board and ACT require that documentation 
comply with the following standards.  When granting accommodations the College Board and ACT will 
seek to establish that Hollis Brookline High School has granted similar accommodations for academic work 
and that the student demonstrates a history of regular use of the accommodations.  Please note that Hollis 
Brookline High School may choose to accept certain documentation as justification of eligibility for section 
504 accommodations that the College Board may choose not to accept. 
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Documentation Guidelines for Requesting Accommodations 
 

1. The assessment must be conducted by a credentialed and appropriate evaluator:  The 
evaluator must have comprehensive training in assessment and relevant experience with 
adolescents with physical, cognitive or psychiatric/mental health disabilities.  The name, title, 
and professional credentials of the evaluator, including information about license or 
certifications (e.g. “licensed psychologist”) as well as the area of specialization, place of 
employment, and state in which the individual practices must clearly be stated in the 
documentation. 
 

2. The assessment must clearly state the specific diagnosed disability:  In order for 
accommodations to be considered, the evaluator must have made a specific diagnosis of a 
physical or psychiatric/mental health disability, and must have explicitly stated that diagnosis.   
Nonspecific diagnoses (e.g. “relative weakness”) and general observations on learning or 
personality style do not constitute a physical or psychiatric/mental health disability.  If the data 
indicates that a disability is not present, the evaluator must state that in the conclusion of their 
report. 
 

3. The assessment is current: When a student is requesting section 504 accommodations for a 
cognitive and/or learning disability, Hollis Brookline High School requests that cognitive 
testing has taken place within the last five years and achievement testing has taken place within 
the last three years.  Initial documentation of a psychiatric/mental health, physical or health 
disability should have been completed within the last 12 months and updated documentation 
should be provided to the 504 Coordinator annually no later than June 1st.  
 

4. The assessment contains relevant educational, developmental, and medical history as well 
as a summary of findings: An evaluation report should include the summary of a 
comprehensive diagnostic interview by the evaluator.  A combination of student self-report, 
reports from parents and/or teachers, and historical documentation such as transcripts and/or 
standardized tests scores is recommended.  (Hollis Brookline High can coordinate academic 
historical documentation at the request of a parent.)  Other relevant factors should also be 
included such as: a description of the presenting problem(s), developmental history, academic 
history, relevant family history, relevant psychosocial history and relevant medical history.  
The summary should:  
     ●  rule out other explanations for academic problems, such gaps in the student’s education,  
          poor motivation, poor study skills and/or cultural/language differences 
     ●  indicate how patterns in cognitive ability, achievement, and information processing are 
         used to determine the presence of a disability 
     ●  indicate the substantial limitation to a major life activity and the degree to which the  
         limitation affects the student in the classroom context for which accommodations are 
         being requested 
     ●  give an indication of why specific accommodations are needed and how the effects of the 
         specified disability are mediated by the accommodations 
     ●  the summary may also include a record of prior accommodations, including information  
          about conditions under which the accommodations were used 
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5. The report should include a listing of tests used and the scores from those tests: 
Diagnosis must be based on a comprehensive set of tests that cover the following areas; the 
score summaries from all tests and subtests must be included in the report.  Following are a list 
of the area of concern and the suggested instruments for use in each area; other instruments 
may also provide a satisfactory assessment of abilities in this area.  Additional types of testing 
(e.g. medical exam, depression scales, ADHD rating scales, and/or speech and language testing, 
etc.) may also be required to adequately support a diagnosis. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The assessment describes the functional limitations of the diagnosis: A description of the 
student’s functional limitations as a result of the disability.  The assessment should provide a 
specific explanation of how the diagnosed disability impacts the student’s daily functioning of 
a major life activity.  Historical information and teacher observations can support the findings 
of the evaluator.   
 

7. The assessment recommends specific accommodations: The diagnostic report should include 
specific recommendations for accommodations, as well as a detailed explanation of why each 
accommodation is recommended.  The evaluator should support recommendations with 
specific results or clinical observations to explain the expected equal access for the student in 
the academic setting.  A prior history of an accommodation, without documentation of a current 
need is often not sufficient documentation to substantiate the need for accommodations.  The 
Section 504 team at Hollis Brookline High School will make the final determination as to 
whether accommodations are necessary and reasonable.   

 
 
 
 
 
 
 
 
 

• Cognitive Abilities: Wechsler Adult Intelligence Scale-III (WAIS-III), Wechsler 
Intelligence Scale for Children-IV (WISC-IV), Woodcock-Johnson III (W-J III) 
Tests of Cognitive Ability 

• Academic Achievement: W-J Tests of Achievement, Wechsler Individual 
Achievement Test (WIAT) 

• Academic Skills in Timed Settings: Nelson-Denny Reading Test, Gray Oral 
Reading Test (GORT-IV), Stanford Diagnostic Reading Test (SDRT), Stanford 
Diagnostic Math Test (SDMT), W-J Fluency Measures 

• Information Processing: Detroit Tests of Learning Aptitude 3 (DTLA-3), Detroit 
Tests of Learning Aptitude-Adult (DTLAA), WISC-IV, WISC-III, W-J Tests of 
Cognitive Ability, Test of Memory and Learning-Second Edition (TOMAL-2) 

• Behavior/Executive Function: Conners Comprehensive Behavior Rating Scales 
(CBRS), Delis-Kaplan Executive Function System (D-KEFS), Behavior 
Assessment System for Children-Second Edition (BASC-2), Brown Attention 
Deficit Disorder Scales (Brown ADD Scales) 
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Process 
 

• New Referral: A referral can be made to the Section 504 Coordinator anytime during the 
regular school year.  Please note that referrals made after June 1st may not be addressed until 
the start of the following school year.  Upon receipt of the Section 504 Referral Form (or other 
referral documentation if applicable), and copies of supporting information an initial Section 
504 meeting will be scheduled within 10 school days.  At the initial Section 504 meeting the 
Section 504 team will review eligibility for accommodations under Section 504 and Title II.   If 
the student is found eligible for accommodations, and the team makes the decision that 
accommodations are currently necessary for the student, the team will collaboratively draft a 
Section 504 accommodation plan for the student.  Please note that if the parent, and/or school 
team has not provided adequate supporting documentation prior to the initial Section 504 
meeting the team may request additional information and reconvene at a later date to make the 
eligibility determination. 
 

• Review: Section 504 accommodation plans are reviewed annually, and/or at the request of any 
Section 504 team member.  Reviews and updates can be executed with a review meeting and 
/or by telephone, postal mail and email communication.  Parents and Hollis Brookline High 
School staff always have the right to request a section 504 accommodation plan review 
meeting; when a request for a Section 504 review meeting is received by the Section 504 
Coordinator a review meeting will be scheduled within 10 school days.  Please note that review 
meetings requested after June 1st may be scheduled for the start of the next school year.  As 
part of the review process parents will be asked to submit current medical documentation of 
their child’s disability. 
 

• Transition from Middle School to High School: If your child has a current Section 504 
accommodation plan, and they are in the 8th grade at Hollis Brookline Middle School, a 
transition meeting will be scheduled during which time you will have an opportunity to meet 
with the Hollis Brookline High School 504 Coordinator and finalize your child’s section 504 
accommodation plan that will be in place at the start of their freshman year. 
 

• The Team: The Section 504 team members are different for every student.  The Section 504 
team is a group of persons who are knowledgeable about the student, the meaning of the 
evaluation data and placement options.  At Hollis Brookline High School the parent(s) or 
guardian, the student,  the 504 Coordinator and the student’s School Counselor will always be 
members of the Section 504 Team; other members may include but are not limited to: 
classroom teachers, the school nurse, the school psychologist, specialists (i.e. Speech, Reading, 
Occupational, School Therapist, etc.).   
 

• Plan Distribution: Section 504 Accommodation plans are provided to classroom teachers at 
the start of each semester through an electronic process; 504 plans are stored in individual 
digital secure folders, each teacher only has access to 504 plans for students currently enrolled 
in their course.  A copy of your student’s plan will also be provided to their school counselor, 
building administration, the school nurse if applicable and the athletic department if applicable.   
 

• Storage: Your child’s Section 504 file will be securely stored for three years after your child’s 
graduation date, after which time the file will be shredded. 
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Process (continued) 
 

• Standardized Test Accommodations: Your child will be allowed to utilize any testing 
accommodations included in their section 504 accommodation plan for and state or federal 
standardized testing administered at Hollis Brookline High School.   
 

• Standardized College Entrance Exams: Applying for an extended time accommodation for 
standardized college entrance exams (PSAT, SAT, ACT, etc.) requires substantial current 
documentation of a disability, functional limitation of a major life activity related to test taking, 
and a well-documented history of using extended time for test-taking in school.  There is no 
guarantee that a student who is allowed extended time for test taking at Hollis Brookline High 
School will be approved to use it on standardized college entrance exams.  Other medically 
necessary test taking accommodations being requested for standardized college entrance exams 
require current medical documentation supporting the request.  Please note that it can take up to 
8 weeks for College Board to make a final determination on whether or not they will grant 
accommodations; if your child will be applying for accommodations with the College Board 
they are encouraged to start the process a minimum of three months prior to their testing date.  
For more information on the requirements and the process of applying for testing 
accommodations with the College Board or for the ACT exam, refer to the College Board 
and/or ACT websites.  The 504 Coordinator is available to help students and parents with this 
process. 
 

• Questions? Please contact the 504 Coordinator! 
 

 
Jillian Hegarty, Hollis Brookline High School Section 504 Coordinator 

24 Cavalier Court, Hollis, NH  03049 
Phone: 465-2269, extension 119  |  Fax: 465-2157  |  Jillian.Hegarty@sau41.org 


