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STANDARD OPERATING PROCEDURE 
SPECIAL EDUCATIONAL PARAPROFESSIONAL DUTY DAYS 

 
Purpose:  To provide guidance and establish procedures for scheduling duty days of Special 
Education paraprofessionals. 
 
Applicability:  This guidance applies to all Kaiserslautern district administrators Special 
Education paraprofessionals, and staff with responsibility for timekeeping. 
 
References: 
a. Memorandum, Guidance for Requesting Additional Paraprofessional Aide Hours, 13 Sep 

2006 
b. DoDDS-Europe Fact Sheet, Collaboration Time With Paraprofessionals, Aug 2006 
c. SPOTLIGHT on Special Education, Issue 20, 20 Aug 2006 
d. DoD Financial Management Regulation, Volume 8, Chapter 5, Oct 2006 
e. DoD Instruction 1342.12, Provision of Early Intervention and Special Education Services to 

Eligible DoD Dependents, 11 Apr 2005 
 
Procedures: 
 
1. The SEI (Special Education Initiative) authorized and funded an increase in the number of 
workdays for paraprofessionals putting them on the same calendar as teachers. 
 
2. They are required to work teacher workdays, in-service days, and orientation days.  The 
extended work schedule also provides an opportunity for paraprofessionals to be available for, 
and to participate in, training as required by the Individual Disabilities Education Act in 
accordance with DoDI 1342.12.  
 
3. Additionally, the authorization for daily work hours was increased allowing for 
paraprofessionals to work beyond 60 hours per pay period.  The total number of hours worked by 
paraprofessionals is not to exceed the allocated amount received from DoDDS-Europe DoDEA.  
 
4. Paraprofessionals must have approved leave for absences on duty days. 
 
5. When paraprofessionals are on approved leave or absence due to training requirements, and 
students are present, the scheduling of a substitute should be when no other means of coverage is 
available. 
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