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Procedures for Collaborating with Private Instructional Personnel 7-1-25
1. Observation Only Clearance
If a guardian would like their private provider to observe a student without providing therapy, then the private provider must gain school access clearance as a “Volunteer”.  The provider would not need to qualify as Private Instructional Personnel for this purpose.  Use the following link to complete the District Volunteer Application:


apps.raptortech.com/Apply/OTY0OTplbi1VUw==
Once approved, the guardian must contact the school administrator to schedule the observation, and the private provider signs in at the school as a “Volunteer”.  Schools need advance notice of at least 24 hours to accommodate observation requests.  During the observation, the volunteer should minimize interaction with staff and students.  Volunteers are not permitted to provide therapies or provide disciplinary actions or implement restraint.  A staff member must always be with the volunteer when students are present.
2. Individual Therapy Clearance
If a guardian wishes to bring a private provider into the school to provide individual therapy for a student (in addition to any therapy required by an IEP), the private provider must qualify as Private Instructional Personnel on two counts.  First, the private provider must meet criteria based on Section 1003.572, Florida Statute.    
Section 1003.572, Florida Statute, defines private instructional personnel to mean: 
a. Individuals certified under s. 393.17 or licensed under chapter 490 or chapter 491 for applied behavior analysis services as defined in ss. 627.6686 and 641.31098.  This includes Registered Behavior Technicians who practice under the supervision of these individuals and who are employed by an enrolled Medicaid provider. 

b. Speech-language pathologists licensed under s. 468.1185.

c. Occupational therapists licensed under part III of chapter 468.

d. Physical therapists licensed under chapter 486.

e. Psychologists licensed under chapter 490.

f. Clinical social workers licensed under chapter 491.

Second, the private provider must gain school access clearance as a “Contractor”.  Use the following link to complete the Background Screening Process: 

Background Screening Process for Contractors and Vendors – Background Screening 
This process includes fingerprinting and a state and national criminal history check.  There is a fee for the service and a link to check clearance status.  Those approved as “Contractors” will be issued a badge that can be picked up at the district office.  Please remember that a contractor must also present their driver’s license when being signed in at the front desk. 
What if I already have an active badge from another Florida school district?

If a contractor has been fingerprinted within the last five years by another public school district in the state of Florida, they are still required to complete the background screening process through St Johns County School District.  In this situation, the contractor can skip the fingerprinting step of this process and there will be no fee.
Background Screening Process for Contractors and Vendors – Background Screening
In addition, the contractor must also send a copy of the front and back of their active badge from another Florida public school district to the link below.  Once cleared, their badge will be accepted in St Johns County schools.  Please remember that a contractor must also present their driver’s license when being signed in at the front desk.
fingerprintingresults@stjohns.k12.fl.us
3. How do I get on the “Approved Private Instructional Personnel” list?

Once cleared as a contractor in St Johns County School District, the private provider must email George Freeman george.freeman@stjohns.k12.fl.us to be added to the “Approved Private Instructional Personnel” list that schools use to verify status.  When emailing, be sure to include the following information: private provider’s name, company name, email address, phone number, and certification or licensure level.  The “Approved Private Instructional Personnel” list can be found using the following link and looking in the middle of the page for “Approved Private Instructional Personnel”.



Cleared Contractors List – Background Screening
4. How do I Schedule Therapy at a School?
To schedule “Approved Private Instructional Personnel” to provide services at a school, the guardian must contact school administration for approval of the proposed schedule.  Schools need advance notice of at least 24 hours to accommodate therapy requests.  Sessions are scheduled in a manner that minimizes the student’s loss of instruction and minimizes the amount of disruption to classroom culture.  The collaboration must not interfere with the school’s ability to provide a Free Appropriate Public Education.  If the natural environment of a classroom is not appropriate for the therapy, then a private location may be provided by the school administrator.  The administrator considers the number of adults who are in a classroom at any given time when determining the therapy schedule.  The schedule of hours and days is approved by the school administrator for a specified period.  At that time, the school administrator reviews progress with school staff and the guardian and determines if the current schedule remains the same or changes for the next specified period.  Administrators are aware that services from private instructional personnel are often provided in the home, the school, and the community.
5. How do I Sign In at a School?
Approved Private Instructional Personnel do not sign in at the school’s kiosk like volunteers.  Instead, Private Instructional Personnel are signed in by front office staff as “Contractors”.  Please remember that contractors must present their contractor badge and their driver’s license when being signed in at the front desk. 
6. What Does “Collaboration” Mean?
The intent of the Florida Statute regarding Private Instructional Personnel is to relieve some of the burden that families experience when their children are engaged in private therapy (transportation issues, parents working late, children tired after school).  The collaboration of public and private instructional personnel makes room during the school day for therapies to occur.  

The collaboration of public and private instructional personnel shall be designed to enhance but not supplant the school district's responsibilities under the Individuals with Disabilities Education Act (IDEA). The school, as the local education agency, shall provide therapy services to meet the expectations provided in federal law and regulations and state statutes and rules. Collaboration of public and private instructional personnel will work to promote educational progress and assist students in acquiring essential skills, including, but not limited to, readiness for pursuit of higher education goals or employment. Where applicable, public and private instructional personnel shall undertake collaborative programming. Coordination of services and plans between a public school and private instructional personnel is encouraged to avoid duplication or conflicting services or plans.

Private instructional personnel who are hired or contracted by parents to collaborate with public instructional personnel must be permitted to observe the student in the educational setting, collaborate with instructional personnel in the educational setting, and provide services in the educational setting according to the following requirements:

a. The student's public instructional personnel and principal consent to the time and place.
b. The private instructional personnel satisfy the requirements of s. 1012.32 or s. 1012.321.

The provision of private instructional personnel by a parent does not constitute a waiver of the student's or parent's right to a Free Appropriate Public Education under the IDEA.
7. Parameters for Collaboration

a. Behavior Plans – It is important to ensure that there are no significant conflicts between a private behavior plan (implemented at the school by private instructional personnel) and a school behavior plan (implemented by school staff).  When conflicts do occur, a meeting should be held to review both plans and determine steps for resolving the conflict.  Matching the language used at home and at school can have a positive impact on a student’s learning.
b. Charter Schools – Charter schools are not bound by the district’s clearance process.  Guardians should contact the specific charter school to learn their clearance procedures.
c. Communication with Guardians – Any information exchanged between the school and private instructional personnel must be transferred through the guardian.  Even when a “Release of Information” form allows such communication, the school will typically respond through the guardian.  The guardian is an integral voice in the student’s education.
d. Confidentiality – Private instructional personnel must always respect the confidentiality of all students.  They are not permitted to take pictures or videos or sound recordings of students.  The only exception is when the therapy session is in a private room with the one student they are serving, and no other students are present, and the guardian has given permission.
e. Discipline of Students – Private instructional personnel are not permitted to provide disciplinary actions for students.

f. Disruptions – Private instructional personnel must avoid talking or other behaviors that would disrupt the flow of classroom activity.  Sensory diet or sensory input procedures performed on the student are typically provided in a private location.
g. Interactions with Students – Private instructional personnel must minimize interactions with other students and may not involve them in the therapeutic process (involving them in group sessions, offering them tangible rewards, correcting them).

h. Interactions with Staff – The private entity must minimize interactions with staff that would interrupt the flow of instruction or compromise the teacher’s authority within the classroom.  It is best to schedule conversation with the teacher for a time when the teacher can focus on the conversation and the guardian can participate.  Staff do not collect data or complete forms/assignments for private instructional personnel. 
i. Monitoring PIP – Private instructional personnel do not require monitoring from school staff.  They are permitted to be alone with the student they are serving.
j. Prompt Hierarchy – The following describes a typical hierarchy for prompting a student.  The teacher provides a whole group or individual prompt to the student.  If the student doesn’t respond, then the assigned paraprofessional prompts the student (if the student has one).  If the student still doesn’t respond, then private instructional personnel may offer to prompt the student.
k. Restraint – Private instructional personnel are not permitted to implement restraint procedures on students and are not expected to assist during crises.
l. School Requests of PIPs – Private instructional personnel work for the parent.  They do not work for the school system.  Therefore, school staff avoid asking private instructional personnel to perform any tasks with students.  At times, a teacher may ask private instructional personnel to refrain from providing therapy for a specified amount of time while the teacher assesses a student’s level of performance.
m. Solicitation – Solicitation of services by private instructional personnel is limited to leaving information with school administration.
n. Supervision BACB – It is understood that RBTs and BCaBAs require BACB supervision to maintain their credential.  This supervision can occur in limited fashion during therapy sessions at school.  It is not considered support for the student or necessary for collaboration between the school and private instructional personnel.  When it occurs in a classroom, the person providing BACB supervision must also qualify as “Approved Private Instructional Personnel” and must take an “observer only” role.  When this occurs in a private room at the school, the person providing BACB supervision must also qualify as “Approved Private Instructional Personnel” and can take an active role.  Schools avoid moving a student to a private location solely for the purpose of BACB supervision for private instructional personnel to maintain their credentials.
8. Who Do I Call For Assistance?

George Freeman serves as district support for parents and schools regarding Private Instructional Personnel.  Please email him at george.freeman@stjohns.k12.fl.us for questions about qualifying credentials, the clearance process, or questions about collaborating with one of our schools. 
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