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504 Coordinator (10 Month) 
 
 

Job Overview 
 
The job of the 504 Coordinator for the Department was established for the purpose of  coordinating, implementing, 
monitoring, and maintaining building records, documentation, and related activities for students eligible under Section 
504 within the federal, state, and local regulations and established guidelines and standards. 
 
This job reports to the School Site Principal. 

 
 
Essential Functions 
 

• Ensures the district's compliance with federal, state, and local regulations prohibiting disability discrimination. 
• Coordinates referrals and determines appropriate Section 504 team composition as needed. 
• Provide notices and documentation for parental consent and distribute section 504 plans to appropriate staff. 
• Schedule and facilitate initial Section 504 committee meetings and annual reviews of each Section 504 plan. 
• Schedules and facilitate re-evaluations of all students eligible under Section 504 at least every three years. 
• Maintains building records and documentation for all eligible students under Section 504, while assuring the 

plan moves with the student to the next grade level and to new schools. 
• Provides Guidance regarding ILPs including managing ILP-D dyslexia plan for students. 
• Adhere to Child Find obligations (RTI cannot delay or deny timely evaluation for 504 or special education). 
• Develop ILP-Ds for all students with characteristics of dyslexia in collaboration with the building RTI data team. 
•  Ensure required parental communication and notification (prior to implementation ILP-D, to report progress 

quarterly, and prior to referral). 
•  Coordinate with the building principal to identify school-based staff who are responsible for implementing ILP-

Ds. 
• Maintain records of all parent communication and written documentation of ILP-D refusals. 
• Coordinate services and support with special education for students who have an IEP, and ESL for students with 

ILP. 
• Monitor and ensure completion and fidelity of all TISA documentation as directed by the state (into SIS and/or 

TN Pulse). 
• Ensuring that services, activities, and facilities are accessible to and usable by people with disabilities. 
• Serving as a liaison between district staff regarding Section 504 issues and working within established guidelines 

and supervisor and/or 504 District Coordinator to resolve. 
• Attending District Section 504 training, meetings, and seminars as needed to stay informed about current 

district requirements to comply with Section 504 and ensure the assigned school is always compliant. 
 

Working Environment 
 
This job is performed in a standard office environment and in a generally clean and healthy environment. Generally, the 
job requires 80% sitting, 10% walking, and 10% standing. 

Physical Requirements: occasional lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity.  

{Up to 25% of travel may be required to support recruiting activities. 
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Qualifications 
 
Minimum experience: Job related experience. 
Minimum education: Bachelor’s Degree. 
Minimum Certification: Tennessee Department of Education School Services Personnel Certification; or Tennessee 

Department of Education School Administration Certification; or Teacher Certification with an 
endorsement related to Special Education. 

 
The ideal candidate will have the following education, experience, skills, knowledge, abilities and/or competencies:  

• Knowledge of federal, state, and local policies and procedures as pertains to Section 504. 
• Knowledge of Williamson County Schools Board of Education Policies and Procedures 
•  Ability to prepare and maintain accurate records. 
• Ability to adapt to changing work priorities, communicate with diverse groups, and work as part of a team. 
• Skill in setting goals and objectives. 
•  Skill in problem determination and resolution. 
• Ability to plan, implement, and evaluate program services. 
• Ability to assess the needs of children. 
• Ability to train others. 
•  Ability to establish, implement, and/or modify policies and procedures within established guidelines. 
•  Ability to communicate effectively, both orally and in writing. 
• Ability to establish and maintain effective working relationships. 

 
Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 

None Specified  TN Department of Education School Services 
Personnel Certification, Administrator 

Certification, or Teacher’s Certification with an 
endorsement related to Special Education 

 

 Exempt 

Continuing Education/Training:  Clearances:  Employee Type: 
Maintain Certification  Criminal Justice Fingerprint/Background 

Clearance 
 Certified 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate 
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other 

characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its 
programs, services, or activities. 




