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CHAPTER 14 – TRAINING 

1400  COLLEGE TRAINING 

1400.1  Federal Regulations 
      34 CFR 361.48– Scope of Services 

     State Rules 
                5 CSR 90-5.440 – Training 
                5 CSR 90-5.400 – Comparable Services 
                5 CSR 60-900.050 – Guidelines for Training Programs 

1400.2  Best Case Practice 

1400.2.1  Purpose 
• Training may be provided to assist clients in reaching vocational 

objectives that are within the scope of their functional limitations, 
interests, aptitudes and abilities. 

 

• Training may only be provided by colleges and universities that are 
properly accredited, recognized by the US Department of Education, 
and whose credits are transferable to other accredited colleges or 
universities. 

1400.2.2  Initial Considerations 
• Training and related secondary services such as books/supplies and 

transportation are based upon financial need.  
 

• VR financial application must be completed unless the client is an 
SSI/SSDI recipient.  

 

• When determining the amount of assistance VR will be able to 
contribute toward the client’s training costs:   

o apply the nearest tax supported college guideline, and 
o consider available grants/gift aid  

 

https://dese.mo.gov/adult-learningrehab-services/vocational-rehabilitation/client-services-guide-csg
http://www.access.gpo.gov/nara/cfr/waisidx_07/34cfr361_07.html
http://www.sos.mo.gov/adrules/csr/current/5csr/5c90-5.pdf
http://www.sos.mo.gov/adrules/csr/current/5csr/5c90-5.pdf
http://www.sos.mo.gov/adrules/csr/current/5csr/5c60-900.pdf
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1400.2.3  Informed Choice 
• Provide informed choice regarding the following: 

o Program requirements will result in training-related 
employment 

o Physical features of campus  
o Disability related support services  
o Disability related medical needs/access to emergency medical 

care  
o Client participation in the cost of the program 
o Grants/gift aid 
o Cost-effective training program comparison 

1400.2.4  Nearest Tax Supported College Guideline 
• For clients enrolled in a Missouri tax supported two (2) or four (4) 

year college, the cost of education for freshman or sophomore years 
will be calculated at the nearest Missouri community college rate 
within forty five (45) miles commuting distance or the actual cost of 
the training, whichever is less.  

 
• For clients residing in areas of the state which do not have a Missouri 

community college within forty five (45) miles, but have a Missouri 
state supported four (4) year college in their local area, the cost of 
education will be based on that state supported four (4) year college 
rate, or the actual cost of the training, whichever is less.   

 

• For In-State Private or Out-of-State Colleges: Apply nearest Missouri 
tax supported two (2) or four (4) year college rate or the actual cost of 
the training, whichever is less. 

1400.2.5  Exceptions to the Nearest Tax Supported College Guideline  
• The required courses for the specific job objective are not available at 

the nearest tax supported two (2) or four (4) year college. 
 

• The nearest tax supported two (2) or four (4) year college does not 
provide appropriate services for the client's disability related needs 
(e.g. students who are deaf and that require special communication 
and support services). 
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1400.2.5  Exceptions to the Nearest Tax Supported College Guideline  
(continued)  

• The individual has applied to all Missouri tax supported institutions, 
and has only been accepted into an out-of-state specialized program 
within the continental United States (e.g. law school, medical school 
etc.) 

 

• Cost comparison has determined that it is more cost effective to 
attend the out-of-state program. 

 

• The above exceptions must be well documented and supported in 
the client case folder. 

1400.2.6  Training Program Comparison Form 
• Complete the “Training Program Comparison Form” in MoRIS to 

document/justify the expenditure of funds only if authorizing services 
for higher cost college training, when a more cost-effective college 
training program is available. 

1400.2.7  Grants and Gift Aid (CSG 640) 
• All clients are required to search and apply for comparable services 

and benefits, to include application for grants and gift aid as follows:  
 

o Complete and submit “Free Application for Federal Student Aid” 
(FAFSA).  

 
o Submit a copy of Student Aid Report (SAR) to the college Financial 

Aid Office and also to the VR counselor.  
 

o Provide a copy of the Financial Aid Award Letter prepared by the 
college to the VR counselor.  

 

• Federal grants and other campus-based gift aid (grants, awards, or 
scholarships that are transferable to other colleges/universities) must 
be applied toward the educational costs established by VR prior to 
the authorization of VR funds.  

 

• Campus-based awards (grants, awards, or scholarships that are non-
transferable to other colleges/universities) may be applied to reduce 
the client’s educational costs or educational costs established by VR.  

 
 

http://dese.mo.gov/sites/default/files/VR-MoRISTrainingProgramComparisonForm2005.pdf
http://dese.mo.gov/sites/default/files/VR-600.pdf
http://www.fafsa.ed.gov/index.htm
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1400.2.7  Grants and Gift Aid (continued) (CSG 640) 
• Develop an IPE for one semester if the SAR/Financial Aid Award 

letter has not been received prior to the first semester of college 
training. 

 

• If the client is not eligible for grants and/or gift aid because they are in 
default on a student loan: 

 
o the client needs to provide the counselor with documentation 

regarding repayment arrangements with the post-secondary 
institution/loan holder to ensure removal of default status prior 
to degree (associate or bachelor) completion, and 

 
o VR assistance with the cost of college-related expenses will 

not be provided, if the client does not follow through with 
making the required minimum payments to get out of default 
status prior to degree completion (exceptions must be 
approved by the District Supervisor.) 

1400.2.8  Normal Course Load 
• Clients must be enrolled in and satisfactorily complete courses that 

constitute a normal course load for a full-time student (12 hour 
minimum), unless circumstances approved by VR indicate the need 
for a reduced course load. 

 

• If clients' disability, or unforeseen circumstances, limits the number of 
hours taken each semester, an exception can be made with prior 
approval of the senior counselor (case file should document 
exception). Probationary counselors and counselors must obtain 
district supervisor approval. Whenever a question is raised regarding 
a client carrying less than a full course load, the counselor should 
advise the client of the availability of exceptions to that requirement. 

1400.2.9  Course Changes and/or Failing Grades 
• Clients may be responsible for the cost of the tuition and/or required 

textbooks when courses have to be retaken due to poor grades, 
dropping a course and/or withdrawing from a course, unless a credit 
or refund has been obtained. Any secondary services authorized may 
also be adjusted (e.g. transportation).  

 

http://dese.mo.gov/sites/default/files/VR-600.pdf
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1400.2.9  Course Changes and/or Failing Grades (continued) 
• Exceptions may be made by the senior counselor when the reason 

for withdrawing, dropping and/or failing a course is disability related. 
Probationary counselors and counselors must have district 
supervisor review and approval. 

1400.2.10  Grade Point Average (GPA) and Satisfactory Progress 
• Clients must acquire and maintain at least a minimum grade point 

average (GPA) of 2.0 for VR to continue to participate in the cost of 
college training beyond the first academic school year. 

 

• Clients must provide the counselor with a copy of their grade report 
after each semester, quarter, or trimester that documents hours 
taken, hours completed, grades for each course and grade point 
average. 

 

• Clients and counselors should discuss progress, course changes, 
and any accommodation related issues of concern on a regular basis 
as specified in the IPE.  

1400.2.11  Elective Courses 
• The client is responsible for the cost of tuition, books/supplies for 

elective courses that are not required for the client to obtain their 
degree/certificate.  Exceptions may be made with prior approval of 
the senior counselor/district supervisor. 

1400.2.12  On-line Courses 
• The cost of any on-line course required for the client to obtain their 

degree/certificate will be calculated at the same rate as other 
required courses.  Senior counselors should document any 
exceptions.  Probationary counselors must have district supervisor 
review and approval. 

1400.2.13  Study Within the Continental United States 
• Clients should complete their course of study within the continental 

United States. Exceptions include:  
  

o Courses which are required in order for the client to complete 
their degree program. 
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1400.2.13  Study Within the Continental United States (continued) 
o Tuition, books/supplies, room/board, for study abroad courses 

will be calculated at the same rate as other required courses. 
Additional costs associated with studying abroad would be the 
responsibility of the client.  

1400.2.14  Remedial Courses 
• Counselors may authorize up to twelve (12) hours of remedial 

courses at the college level if recommended by the client's academic 
advisor. 

1400.2.15  Books and Supplies 
• Books/supplies may be purchased for a client when required to 

successfully participate in the college training program. 
 

• Clients will be provided the amount approved for books and/or 
supplies specified on the college listing sheet in the VR Fee 
Schedule in MoRIS. 

 

• Clients are encouraged to sell or trade-in books used during a 
preceding term or semester to reduce the cost of textbooks for the 
succeeding semester. 

1400.2.16  Room and Board 
• Room and board may be provided for a client when required to 

relocate more than 45 miles from their residence in order to 
successfully participate in the college training program. 

 

• Room and board may include assistance with the cost of meals 
and/or housing for clients living either on or off campus. 

 

• For clients residing on-campus, room and board should be 
authorized in accordance with fees listed for the appropriate 
college/university in the VR Fee Schedule in MoRIS. 

 

• For clients residing off-campus, and attending either a 
college/university that does not have on-campus housing or an 
unlisted college/university; room and board should be authorized in 
accordance with the “monthly allowable amount for clients not living 
in dorms” listed in the MoRIS Fee Schedule at the nearest state 
supported college, or the actual cost of housing, whichever is less.  
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1400.2.16  Room and Board (continued) 
• For clients required to relocate to the Kansas City/St. Louis area to 

participate in a college training program that does not offer on-
campus housing, apartments/hotels with approved vendor numbers 
may be found in the VR Fee Schedule in MoRIS by selecting “Other-
Housing”.  The counselor is also encouraged to contact the Western 
Rehab. Liaison or Eastern Liaison Counselor for assistance. 

1400.2.17  Unlisted Certificate Programs at a College 
• VR may provide assistance with the cost of vocational-technical 

education courses or certificate programs provided at a public or 
private college, which do not lead to an associate or higher degree.  

 

• Nearest tax supported college guidelines apply. 

1400.3  Procedure 
• Document informed choice regarding the client’s vocational goal 

selection and choice of college. 
 

• Collect required financial documentation (to include financial 
application, if appropriate), complete Training Program Comparison 
Form (if appropriate); and place in financial section of the case folder.  

 

• Obtain documentation of grants/gift aid and/or other comparable 
services (SAR, Financial Aid Award Letter, etc.), and determine 
educational related costs. 

 

• Apply comparable services, as appropriate.   
 

• Complete the Cost Worksheet, if appropriate.  
 

• Follow current Ticket-To-Work Procedure. 
 

• Review IPE for college training and associated addendums with 
client, and prepare appropriate authorizations.  

 

• The District Supervisor will review and approve all initial plans prior to 
service and will approve all plans for services costing $10,000.00 or 
more.  Exception:  Assistant Supervisor and Counselor IV will be 
exempt from these plan reviews. 
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1400.3  Procedure (continued) 
• Complete the “Counselor Comprehensive Assessment” form in 

MoRIS, if this is an initial IPE. 
 

• Make Status 12 move, when appropriate no later than five days after 
initial IPE has been signed and approved.  

 
• Send a copy of the IPE to the client, and a copy of the authorizations 

to the client and college. 
 

• Verify service has been initiated and make appropriate status move. 
 

• Follow up with the client to monitor satisfactory progress, in 
accordance with the timelines stipulated in the IPE.   

 

• Obtain and review grades to ensure satisfactory progress. Grade 
reports should be filed in the academic and vocational information 
section of the VR case file.   

 

• The IPE must be reviewed/developed with the client at least annually. 
 

• If the client has not secured employment upon completion of college 
training, develop a placement plan and move case to Status 20. 

 

• Move to Status 22 when the client has obtained employment. 
 

• A case may be closed Status 26 when the client has been 
successfully employed for 90 days, and the client has been contacted 
to verify job satisfaction.  

 

• The case file must reflect substantial services leading to a positive 
employment outcome before the case can be closed successfully.  

1400.4  Authorization and Billing 
• Funds for college training may be issued through a diagnostic non-

IPE authorization or an IPE, in accordance with the fee numbers 
listed on each college listing sheet located in the VR Fee Schedule. 

 

• For colleges/universities not listed, use the out-of state 
college/university or the in-state private college/university general fee 
number and amend the total amount to reflect the nearest tax 
supported college rate or actual cost of training, whichever is less. 
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1400.4  Authorization and Billing (continued) 

• The amount approved for educational costs to all two and four-year 
colleges (to include graduate and professional degrees) on the Fee 
Schedule in MoRIS may be authorized.  An itemized list is required for 
billing.  Payment cannot exceed actual costs or agency established 
maximum allowable rates in accordance with cost effective practices. 

• Amendments: 
o All amendments to authorizations need to be completed in 

MoRIS and are not required to be retained in the case file.  
 

o The district office should notify the vendor of the change made 
by the amendment. 

 
o The beginning and/or ending dates may be changed from the 

original dates with an amendment, unless it crosses the 
federal fiscal year.  The beginning date may be changed to 
precede the original beginning date, with counselor approval. 

 
o The authorized amount may be increased or decreased, but 

cannot exceed the maximum allowable. 
 

• If the bill reflects an “over-award”, a copy of the revised award letter 
should be obtained by the district office to recalculate VR 
participation. 

 

• The amount approved for books and training materials on the Fee 
Schedule in MoRIS may be authorized.  An itemized list is required 
for billing. 

 

• If an unlisted college charges a fee for book rental, enter this item as 
"fee" on the authorization using fee number 99999999. 

 

• Books and training materials may be authorized using fee number 
99999987 for books and 99999986 for the training materials unless 
the college has a specific fee number listed. 

 
• When the client's eligibility for PELL is unknown, prepare an 

authorization for only one semester and indicate PELL should be 
applied to reduce VR cost.  

 

• When preparing an authorization for room/board-maintenance (CSG 
1800.2.4), follow best case practice. 

 

http://dese.mo.gov/sites/default/files/VR-1800.pdf
http://dese.mo.gov/vr/CSG/1800.pdf
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1400.4  Authorization and Billing (continued) 

• When providing assistance with the cost of transportation (CSG 
1800.2.5), review class schedule and prepare appropriate 
authorization in accordance with best case practice.  
 

• When preparing an authorization for training tools/equipment (CSG 
1930), follow best case practice. 

 

• When preparing an authorization for note-taking, interpreter (CSG 
2000), and/or personal care attendant services (CSG 2010), follow 
best case practice. 

 

• Electronic Funds Transfer (EFT) (CSG 720) is also available to 
clients receiving maintenance, transportation, and other types of 
client payments from VR.  Enrolling in the EFT will allow quicker 
payments to clients as it eliminates the handling and mailing of 
checks.  

 
 

http://dese.mo.gov/sites/default/files/VR-1800.pdf
http://dese.mo.gov/vr/CSG/1800.pdf
http://dese.mo.gov/sites/default/files/VR-1900.pdf
http://dese.mo.gov/vr/CSG/1900.pdf
http://dese.mo.gov/sites/default/files/VR-2000.pdf
http://dese.mo.gov/vr/CSG/2000.pdf
http://dese.mo.gov/sites/default/files/VR-2000.pdf
http://dese.mo.gov/sites/default/files/VR-ClientEFTPayments.pdf
http://dese.mo.gov/sites/default/files/VR-700.pdf
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