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INTRODUCTION/OVERVIEW 

 

What is a sheltered workshop? 

Missouri sheltered workshops are different from shops in many other states because they 

depend heavily on contracted work and the revenue from that work to maintain 

operations. They are actually small businesses who hire individuals with disabilities.  On 

the average, a workshop’s contract revenue account for 70-80% of workshop revenue, 

government assistance 10-24%, and the balance from other grants.  Because of the 

dependency on contract revenue, Missouri workshops readily respond to customer needs 

relating to quality, and turn-around time. Jobs performed include packaging (bagging, 

shrink wrapping, blister packaging, skin packaging, boxing) , assembly (simple to 

complex) , marketing and public relations services (collating, stuffing, and sorting 

mailings), products (pallets, wire spools , first aid kits, poultry watering systems, office 

products , furniture items , etc.). Services are also provided by workshops including, 

janitorial work, grounds maintenance, commercial laundry operations, microfilming, to 

mention a few. Workshops also provide work crews that work in customer facilities. 

How are workshops run? 

Each workshop is a private not-for-profit corporation overseen by a volunteer board of 

directors. Board members include local business people, educators, lawyers, 

accountants, and family members of employees. The board outlines the general course 

for a given shop and hires an operational manager for the day to day operations. 

How are people paid? 

Each workshop has a special certificate from the Department of Labor that allows it to pay 

sub- minimum wages. Workshop employees are paid based on their ability to perform in 

relation to the performance of a person without a disability. If an employee produces 50% 

of what a non-disabled person produces , then they receive 50% of what that person is 

paid (i.e., if the prevailing wage for that job is $8 per hour, the employee receives $4.00 per 

hour). These procedures are checked frequently by the Department of Labor. 



Because workshops pay less, can they do work for less? 

No, not necessarily. Workshops do not receive the same production per hour as a business 

hiring non-disabled would receive. For example, in the comparison above a person that works 

at the 50% level takes 2 hours to produce what a non-disabled person would produce in 1 

hour, so the cost for the same amount of work is still $8.00 no matter who is doing the work. 

Overhead costs may actually be higher for workshops than normal businesses because of the 

increased supervision needed. Workshops must depend on quality, flexibility, and a large 

workforce to sell their services. What workshops can offer for their customers is a 

dependable workforce without the headaches of personnel management. 

How do workshops obtain business? 

Some workshops have  their own sales representative(s) who call on local businesses to make 

them aware of the services the workshop can provide.  Other workshops have joined together 

in cooperative arrangements to share sales people, and still others depend on the manager to 

do the sales work.  Much of a workshops business is repeat business, or word of mouth, from 

satisfied customers. 

How many people with disabilities are employed in workshops? 

There are 90 workshop corporations located around the state of Missouri. These shops 

provide employment for approximately 7500 people with disabilities and approximately 

900 non-disabled staff. 

What kind of disabilities do workshop employees have? 

The majority of workshop employees have been diagnosed with mental retardation 

or other developmental disabilities.  Other common disabilities include mental illness, head 

injury, blindness, deafness, seizure disorders, and physical disabilities. Prior to being hired 

for employment in the workshop, people must be assessed by a department designee to 

determine whether or not they are capable of working in a competitive environment at this 

time. If it is determined they cannot work competitively at this time, he/she will certify 

them for employment in the workshop. 



What role does the state play in the operation of the workshops? 

Other than the fact that the state (Department of Elementary and Secondary Education) 

provides some funding, regulations, and guidelines for the establishment of sheltered 

workshops, and some technical assistance when requested, it’s role is minor in the day to day 

operation of the shops. 

What do the workshops do for the community? 

Besides the obvious, providing employment, especially for people with disabilities, workshops 

also put money back into the community. Payroll, purchase of goods and services, and 

participation in community affairs are a few ways that workshops contribute to the community. 

In FY09, Missouri workshops paid approximately $80,000,000.00 back into their 

communities, providing a significant contribution to the commerce of those communities. 

What can a workshop do for your business? 

Workshops can provide a ready and capable workforce, production space, equipment, and 

transportation of product. Some businesses turn over their entire operations, from receipt of 

inventory to customer shipping, to the workshop. This provides definite benefits to those 

businesses in that they are able to concentrate on selling, and not be burdened with a lot of 

issues like facilities, personnel, and overhead (utilities, insurance, etc.). Can one of Missouri’s 

shops help your business? Without a doubt they could. 

For more information, contact the Sheltered Workshop section at the Missouri 

Department of Elementary and Secondary Education.  

PO Box 480  
Jefferson City, MO 65102 
(573) 751-0622 
sesw@dese.mo.gov 
http://dese.mo.gov/se/sw/ 
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ACRONYMS

Department of Elementary and Secondary Education…………………………… DESE
Department of Labor…………………………………………………………… DOL
Occupational Safety and Health Administration……………………………….. OSHA
Social Security Administration………………………………………………… SSA
Supplemental Social Security………………………………………………….. SSI
Vocational Rehabilitation……………………………………………………… VR
Department of Mental Health…………………………………………………… DMH
County Boards…………………………………………………………………. SB40
Missouri Association for County Developmental
Disabilities Services………………………………………………………… MACDDS
Department of Natural Resources……………………………………………… DNR
Missouri Department of Transportation………………………………………… MODOT
Protection and Advocacy………………………………………………………. P&A
Equal Employment Opportunity Commission………………………………….. EEOC
Small Business Administration………………………………………………… SBA
Americans with Disabilities Act………………………………………………. ADA
Affordable Care Act or "Obamacare"…………………………………………. ACA
Missouri Propane Gas Commission……………………………………………. MPGC
Missouri Department of Labor and Industrial Relations……………………….. MODOLIR
National Fire Protection Association………………………………………….. NFPA
American National Standards Institute…………………………………………. ANSI
Missouri Association of Sheltered Workshops Managers……………………… MASWM



Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.900  

 
August 28, 2013 

 
 
 
Definitions.  

178.900. For the purposes of sections 178.900 to 178.960 the following words mean:  

(1) "Department", the department of elementary and secondary education;  

(2) "Disabled persons", a lower range educable or upper range trainable developmentally 
disabled or other disabled person sixteen years of age or over who has had school training and 
has a productive work capacity in a sheltered environment adapted to the abilities of persons 
with a developmental disability but whose limited capabilities make him or her nonemployable 
in competitive business and industry and unsuited for vocational rehabilitation training;  

(3) "Sheltered workshop", an occupation-oriented facility operated by a not-for-profit 
corporation, which, except for its staff, employs only persons with disabilities and has a 
minimum enrollment of at least fifteen employable persons with disabilities;  

(4) "Staff", employees of a sheltered workshop engaged in management, work procurement, 
purchasing, supervision, sales, bookkeeping, and secretarial and clerical functions.  

(L. 1965 p. 309 § 1, A.L. 2011 H.B. 555 merged with H.B. 648)  

CROSS REFERENCE:  

Transportation for sheltered workshop employees and residents of facilities or social center for the disabled, 162.755  
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Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.910  

 
August 28, 2013 

 
 
 
Purposes of sheltered workshops.  

178.910. 1. A sheltered workshop shall provide a controlled work environment and a program 
designed toward enabling the handicapped person enrolled to progress toward normal living and 
to develop, as far as possible, his capacity, performance and relationship with other persons.  

2. A sheltered workshop shall, so far as possible, provide work experience sufficiently diverse to 
accommodate the needs of each of the handicapped persons enrolled.  

3. A sheltered workshop shall coordinate and integrate its services with all community agencies 
for the benefit of its employees, and whenever practicable make use of the services available 
from these agencies.  

(L. 1965 p. 309 § 2)  
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Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.920  

 
August 28, 2013 

 
 
 
Procedure for establishing sheltered workshops--hearing--certificate--revocation.  

178.920. 1. Any group of persons desiring to establish a sheltered workshop which will be 
eligible for state aid shall request a certificate of approval from the department. The request shall 
be in writing on forms provided by the department, and shall contain such information as the 
department may reasonably require.  

2. Within sixty days after receipt of the request, the department shall hold a hearing to determine 
suitability of the proposed sheltered workshop to provide appropriate supervised employment 
and rehabilitation for handicapped persons.  

3. If, after hearing, the department determines that the proposed sheltered workshop will be a 
proper agent of the state for the purpose of employment and rehabilitation of handicapped 
persons, it shall notify the persons requesting the certificate that they will be issued a certificate 
of approval upon filing with the department the applicant's certificate of incorporation as a not-
for-profit corporation and a copy of its charter and bylaws. No provision of the charter or bylaws 
shall conflict with the rules and regulations of the department.  

4. The department may refuse to issue a certificate of authority if it finds that a proposed 
sheltered workshop will not be a proper agency of the state for the purpose of employment and 
rehabilitation of handicapped persons and it may, after notice and hearing, revoke the certificate 
of authority of any sheltered workshop which is no longer qualified because the need for the 
workshop no longer exists or for violation of any rule or regulation of the department.  

(L. 1965 p. 309 § 3)  
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Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.930  

 
August 28, 2013 

 
 
 
State aid, computation of--records, kept on premises--sheltered workshop per 
diem revolving fund created.  

178.930. 1. (1) Beginning July 1, 2009, and until June 30, 2010, the department of elementary 
and secondary education shall pay monthly, out of the funds appropriated to it for that purpose, 
to each sheltered workshop a sum equal to ninety dollars for each standard workweek (Monday 
through Friday) of up to and including thirty hours worked during the preceding calendar month. 
Eighteen dollars shall be paid for each six-hour or longer day worked by a handicapped 
employee on Saturdays or Sundays. For each handicapped worker employed by a sheltered 
workshop for less than a thirty-hour week or a six-hour day on Saturdays or Sundays, the 
workshop shall receive a percentage of the corresponding amount normally paid based on the 
percentage of time worked by the handicapped employee.  

(2) Beginning July 1, 2010, and thereafter, the department of elementary and secondary 
education shall pay monthly, out of the funds appropriated to it for that purpose, to each 
sheltered workshop a sum equal to ninety-five dollars for each standard workweek (Monday 
through Friday) of up to and including thirty hours worked during the preceding calendar month. 
Nineteen dollars shall be paid for each six-hour or longer day worked by a handicapped 
employee on Saturdays or Sundays. For each handicapped worker employed by a sheltered 
workshop for less than a thirty-hour week or a six-hour day on Saturdays or Sundays, the 
workshop shall receive a percentage of the corresponding amount normally paid based on the 
percentage of time worked by the handicapped employee.  

2. The department shall accept, as prima facie proof of payment due to a sheltered workshop, 
information as designated by the department, either in paper or electronic format. A statement 
signed by the president, secretary, and manager of the sheltered workshop, setting forth the dates 
worked and the number of hours worked each day by each handicapped person employed by that 
sheltered workshop during the preceding calendar month, together with any other information 
required by the rules or regulations of the department, shall be maintained at the workshop 
location.  

3. There is hereby created in the state treasury the "Sheltered Workshop Per Diem Revolving 
Fund" which shall be administered by the commissioner of the department of elementary and 



secondary education. All moneys appropriated pursuant to subsection 1 of this section shall be 
deposited in the fund and expended as described in subsection 1 of this section.  

4. The balance of the sheltered workshop per diem revolving fund shall not exceed five hundred 
thousand dollars at the end of each fiscal year and shall be exempt from the provisions of section 
33.080 relating to the transfer of unexpended balances to the general revenue fund. Any 
unexpended balance in the sheltered workshop per diem revolving fund at the end of each fiscal 
year exceeding five hundred thousand dollars shall be deposited in the general revenue fund.  

(L. 1965 p. 309 § 4, A.L. 1972 S.B. 463, A.L. 1973 H.B. 796, A.L. 1975 S.B. 269, A.L. 1979 S.B. 4, A.L. 1987 H.B. 25 & 120 merged with S.B. 145, A.L. 
1993 H.B. 639, A.L. 1994 S.B. 601, A.L. 1997 S.B. 264, A.L. 1998 S.B. 781, A.L. 2001 S.B. 321, A.L. 2007 H.B. 352, A.L. 2010 H.B. 1965)  
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Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.940  

 
August 28, 2013 

 
 
 
Department designated to accept and disburse federal funds.  

178.940. The department shall be the official agency of this state for the acceptance and 
disbursement of funds of the United States government made available to the states for 
rehabilitation or employment related services to handicapped persons as defined in section 
178.900.  

(L. 1965 p. 309 § 5)  
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Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.950  

 
August 28, 2013 

 
 
 
Board of education to appoint necessary staff.  

178.950. In order to implement and effectuate the provisions of sections 178.900 to 178.970, the 
state board of education shall appoint a section head and such other personnel, including 
administrative, professional and technical persons, within the department as may be required to 
implement and supervise the program, including assisting shops with operative problems and 
other activities contemplated by sections 178.900 to 178.970.  

(L. 1965 p. 309 § 6, A.L. 1971 S.B. 463)  
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Missouri Revised Statutes 
Chapter 178  

Special Schools and Instruction and Special Districts  
Section 178.960  

 
August 28, 2013 

 
 
 
Judicial review.  

178.960. Any order, rule or regulation of the department is subject to review under the provisions 
of chapter 536.  

(L. 1965 p. 309 § 7)  
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served in the State Schools for Severely
Handicapped. This rule sets forth certain
policies which will aid the development of
administrative cooperation and program con-
tinuity.

(1) The private agency shall submit to the
superintendent of the state schools for severe-
ly handicapped, not later than October 31 of
each year, an annual audit verification of the
accuracy of attendance of the children for
whom educational services were provided the
previous year through contractual agreement
with the Department of Elementary and
Secondary Education (DESE). The following
format is recommended for use by the audi-
tor: “The pupil attendance records are so
maintained as to disclose with substantial
accuracy the daily attendance of pupils,
which for the year ending June 30,
19_______, was ______ days.”

(2) The private agency shall submit to the
superintendent of the state schools for severe-
ly handicapped, not later than August 31 of
each year, a school calendar showing the
opening and closing date of school, the days
in session and the days school will be dis-
missed for holidays, vacations and teachers’
meetings.

(3) The private agency shall submit to the
superintendent of the state schools for severe-
ly handicapped immediately following the
end of each school month an attendance
report on those children for whom education-
al services are provided through contractual
agreements with the DESE. The format of
this report shall be determined by the super-
intendent of the State Schools for Severely
Handicapped.

(4) Immediately following the end of the
school month, the private agency shall submit
to the superintendent of the State Schools for
Severely Handicapped an invoice for the cost
for the educational services provided through
contractual agreement with the DESE. 

(5) The superintendent of the State Schools
for Severely Handicapped shall determine the
days the transportation system will operate
for those children for whom educational ser-
vices are provided through contractual agree-
ments with the DESE. The transportation
system will operate the same number of days
for these children as for the children attend-
ing state-operated schools.

(6) The superintendent shall approve the
routes and time schedules for the transporta-
tion system providing service for children
attending private agencies through contractu-

al agreements with the DESE as s/he
approves the routes and time schedules for
the transportation system providing services
for children attending state-operated schools.

AUTHORITY: section 162.735, RSMo 1986.*
This rule previously filed as 5 CSR 70-
760.070. Original rule filed Dec. 23, 1975,
effective Jan. 2, 1976. Amended: Filed June
4, 1979, effective Sept. 14, 1979. Amended:
Filed July 23, 1993, effective Jan. 31, 1994.
Moved to 5 CSR 20-300.150, effective Aug.
16, 2011.

*Original authority: 162.735, RSMo 1973.

5 CSR 20-300.160 Establishment of
Sheltered Workshops

PURPOSE: The Department of Elementary
and Secondary Education, Division of Special
Education shall issue a certificate of authority
to a not-for-profit corporation that meets the
requirements listed in this regulation to oper-
ate a workshop which offers but does not enti-
tle employment to persons with disabilities
who have been approved by the department for
such employment. Corporations seeking a
certificate of authority shall file documents
prescribed by statute and regulation.

(1) For the purpose of this rule, the following
terms shall mean:

(A) “Employee”—a person with a disability
(“disabled persons” as defined in section
178.900, RSMo) employed in a workshop. All
persons employed by a sheltered workshop
shall demonstrate productive capacity and
their behavior shall contribute to the work
environment of that shop. These regulations
shall neither mandate nor prohibit employ-
ment of individuals who require personal sup-
ports which go beyond reasonable accommo-
dations;

(B) “Staff”—persons employed by a work-
shop as defined in section 178.900, RSMo; 

(C) “Workshop”—an extended employ-
ment sheltered workshop as defined in sec-
tion 178.900, RSMo;

(D) “Department”—the Missouri Depart-
ment of Elementary and Secondary Educa-
tion;

(E) “Disability”—those conditions as
defined in section 178.900, RSMo;

(F) “Gross revenue”—income from all
sources;

(G) “Accrual accounting system”—a sys-
tem of accounting based on recognition of
income and expenses when incurred;

(H) “Productive capacity”—the amount of
work accomplished by an employee with a
disability, with reasonable accommodations,
in proportion to that accomplished on the

same or similar task by an experienced non-
disabled employee. A minimum productive
capacity level may be specified by the board
of directors;

(I) “Full-time equivalent (FTE)”—equals
six (6) person hours per day worked by an
approved employee or combination of employ-
ees; and

(J) “Reimbursable time”—time or activity
that is related to production, training, and/or
reasonable wait time, which must be paid in
accordance to United States Department of
Labor regulations, that occurs normally as a
part of the production process. After wait time
exceeds twelve (12) consecutive hours, state
aid can only be claimed if training is provid-
ed.

(2) A not-for-profit corporation, registered
with the Missouri secretary of state, founded
for the purpose of administering a workshop,
and engaged in the employment and rehabilita-
tion of people with disabilities, as defined in
section 178.900, RSMo, shall be a corporation
engaged in the business of operating a work-
shop. The department only has authority to
monitor activity associated with the business of
operating a sheltered workshop or related to
funding provided for operating a sheltered
workshop. The workshop may enter into a
written agreement for the purposes of sharing
the purchasing of materials or services, sharing
personnel, or sharing buildings and equipment.
The agreement shall provide the responsibili-
ties of each party. The agreement or any
renewal or extension of the agreement shall be
approved by the governing board of directors of
the sheltered workshop who will ensure that
the agreement does not violate any state or fed-
eral laws. The corporation shall apply for and
be granted a certificate of authority from the
department in order to qualify for the receipt
of state funds. To make application for a cer-
tificate of authority, a corporation shall file
form FP-100-1 (Application for Extended
Employment Sheltered Workshop Certificate),
together with each of the following documents
with the department for its review and
approval:

(A) An authorization from the Wage and
Hour Division of the United States Depart-
ment of Labor to pay subminimum wages;

(B) Evidence of exempt status under sec-
tion 501(c)(3) of the United States Internal
Revenue Tax Code:

(C) A copy of the first year’s proposed
budget which contains the following:

1. Budget message; 
2. Estimated revenue; 
3. Proposed expenditures; 
4. Amount required for interest payments

on debt; 

CODE OF STATE REGULATIONS 7JASON KANDER (2/28/14)
Secretary of State

Chapter 300—Office of Special Education 5 CSR 20-300



5. Amount required for principal pay-
ments on debt; and 

6. Budget summary.
In addition to the proposed budget, incorpo-
ration papers and bylaws for the workshop
shall be provided to the department;

(D) Evidence of Workers’ Compensation
insurance, as well as sufficient other insurance
coverage to adequately protect its employees,
the general public having access to workshop
property, and all real and personal property
for which the workshop is responsible from
loss and liability. Workshops shall consider
the recommendations of all local, state and
federal monitoring agencies when designing
insurance coverage and safety programs;

(E) A list of any approved grants, the funds
from which would be used in the operation of
the workshop;

(F) A copy of one (1) or more income-pro-
ducing contract for the workshop, which is or
together are sufficient, in the judgment of the
department, to provide work for at least fif-
teen (15) full-time employees for at least a
three (3)-month period;

(G) Organizations that have been in exis-
tence for more than one (1) year prior to
application shall supply a certified audit of
the previous fiscal year’s operation; 

(H) Evidence of an active work force of not
fewer than fifteen (15) eligible employees;

(I) Evidence of exemption from sales/use
taxes from the Missouri Department of
Revenue;

(J) Evidence the corporation has use of an
appropriate facility or facilities in which to
operate a workshop which substantially com-
plies with all applicable federal, state, and
local laws and regulations relating to safety,
health, and accessibility; and

(K) A description of the proposed adminis-
trative and supervisory staffing to be
employed to conduct daily operations of the
workshop. 

(3) Within fifteen (15) days of receipt of an
application, the department shall notify the
applicant whether the application is consid-
ered complete, and if not, what deficiencies
exist. The omission of any of the documents
specified in section (1) from the application
or the failure of the applicant to complete the
form FP-100-1 (Application for Extended
Employment Sheltered Workshop Certificate)
may result in the review and approval of the
application being delayed or rejected.
Applicants submitting incomplete materials
shall have forty-five (45) days from the date
of receipt of a notice from the department of
the application being incomplete to complete
all materials and to respond to any questions
or file with the department additional docu-

ments which it may require. Applications
which are not complete, as determined by the
department, within sixty (60) days of their
original receipt shall be rejected and notifica-
tion of such rejection sent to the applicant.
Any subsequent submittal by the same appli-
cant shall be treated as a new application for
the purpose of review and approval.

(4) Within thirty (30) days of the depart-
ment’s notification of the applicant that its
application is complete, the department shall
schedule a public hearing in the local com-
munity in which the workshop is proposed to
be located. The time and place of the public
hearing shall be determined by the depart-
ment, in consultation with the applicant.  The
department shall file all notices required by
law to conduct a public hearing. 

(5) The department shall notify the applicant
in writing within ten (10) days following the
hearing of its decision whether or not to grant
a certificate of authority.  If the application is
approved, the department shall issue a cer-
tificate of authority within thirty (30) days of
the hearing.  If the department decides not to
grant a certificate of authority, it shall notify
the applicant in writing stating the specific
reasons for its decision to deny a request to
grant a certificate of authority. Applicants for
whom a certificate of authority is not granted
may appeal the decision pursuant to Chapter
536, RSMo.

AUTHORITY: section 178.920, RSMo 2000.*
This rule previously filed as 5 CSR 70-
770.010. Original rule filed Dec. 23, 1975,
effective Jan. 2, 1976. Amended: Filed Nov.
23, 1998, effective July 30, 1999. Moved to 5
CSR 20-300.160, effective Aug. 16, 2011.
Amended: Filed Aug. 27, 2013, effective
March 30, 2014.

*Original authority: 178.920, RSMo 1965.

5 CSR 20-300.170 Operation of Extended
Employment Sheltered Workshops 

PURPOSE: This rule specifies minimum
operating standards for a workshop which
has been granted a certificate of authority. 

(1) Continued operation of a workshop must
be evidenced by the availability and eligibili-
ty of not fewer than fifteen (15) employees. 

(2) The not-for-profit corporation which
operates a workshop shall maintain substan-
tial compliance with all federal or state
statutes or regulations, or local ordinances at
all times.

(3) A copy of any notification of noncompli-
ance with federal or state laws or regulations
shall be provided to the Department of
Elementary and Secondary Education (depart-
ment) by the workshop receiving such notice.
This includes, but is not limited to, the United
States Department of Labor, Wage and Hour
Division; Occupational Safety and Health
Administration; Department of the Treasury;
Internal Revenue Service; and the Social
Security Administration. Such notice shall be
provided within twenty (20) calendar days of
its initial receipt by the workshop. Failure to
do so may result in the suspension of state aid
payments.

(4) Gross revenues from the operations of a
workshop shall be used first to support cur-
rent operating expenses, including paying
employees commensurate wages for compara-
ble work in industry, in accordance with the
regulations of the Wage and Hour Division,
United States Department of Labor.
Remaining revenue may be used for capital
expenditures for equipment, buildings, or
expansion of activities as determined by the
workshop board. 

(5) A workshop shall maintain sufficient
insurance coverage to adequately protect its
employees, the general public having access to
workshop property and all real and personal
property for which the workshop is responsi-
ble from loss and liability. Workshops shall
consider the recommendations of all local,
state, and federal monitoring agencies when
designing insurance coverage and safety pro-
grams.

(6) The corporate board of directors and
workshop manager shall observe sound busi-
ness and financial practice in all areas includ-
ing but not limited to subcontracting, pur-
chasing of materials, sale of products and ser-
vices, budget and accounting control and
safeguarding of property and material. The
workshop shall maintain a comprehensive
accrual or modified accrual accounting sys-
tem which accurately represents the financial
condition of the corporation. Separate and
accurate financial accounting shall be provid-
ed for each major program provided by the
workshop.

(7) No fees shall be charged to employees
approved by the department to work in a
workshop.

(8) Hourly wages paid approved employees
shall not be less than ten percent (10%) of the
minimum wage standard as determined by the
United States Department of Labor. The
average income per hour for each approved

8 CODE OF STATE REGULATIONS (2/28/14)       JASON KANDER
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employee working at piece rates shall be not
less than ten percent (10%) of the minimum
wage standard as determined by the United
States Department of Labor during any work
week.

(9) Approved employees of a workshop shall
be engaged in production work, or vocational-
related training at all times during which state
aid is claimed. Vocational-related training shall
be paid at ten percent (10%) of the current fed-
eral minimum. During any fiscal quarter, a
workshop should have no less than eighty per-
cent (80%) of its reimbursable time in income
producing work. State aid shall be paid for
vocational-related training time up to a maxi-
mum of twenty percent (20%) of a workshop’s
quarterly reimbursable time. The department
may waive this requirement for workshops
located in an area declared by the governor to
be a state of emergency for up to one (1) year
after the declaration. Documentation of the
time per employee and content of vocational-
related training provided shall be maintained
for inspection by department staff.

(10) The board of directors of workshop shall
notify the department of any change in the
employment status of the workshop manager,
(e.g., hire, release, placed on leave, etc.); the
notification shall be made in writing within
five (5) days of the change. 

(11) The maximum work day for state aid
purposes shall be as set forth in section
178.930, RSMo.

(12) Monitoring may be done periodically by
the department to ensure compliance with
these regulations. If the department deter-
mines there is evidence of a violation of reg-
ulation, the department shall notify the man-
ager and board of the determination. The
workshop shall prepare a corrective action
plan to achieve compliance as required. The
corrective action plan, with a time frame for
completion, shall be submitted within ninety
(90) days of receipt of the monitoring findings
by the workshop.  Failure to do so may result
in the suspension of state aid payments.

(13) Every workshop shall have in effect
written policies and procedures for investi-
gating and resolving complaints of abuse and
neglect.

(14) Every workshop shall have in effect poli-
cies and procedures for resolving employee
grievances.

AUTHORITY: sections 178.900 and 178.930,
RSMo Supp. 2013, and sections 178.910 and
178.920, RSMo 2000.* This rule previously

filed as 5 CSR 70-770.020. Original rule
filed Dec. 23, 1975, effective Jan. 2, 1976.
Amended: Filed Oct. 2, 1981, effective Jan.
18, 1982. Amended: Filed Nov. 23, 1998,
effective July 30, 1999. Moved to 5 CSR 20-
300.170, effective Aug. 16, 2011. Amended:
Filed Aug. 27, 2013, effective March 30,
2014.

*Original authority: 178.900, RSMo 1965, 2011;
178.910, RSMo 1965; 178.920, RSMo 1965; 178.930,
RSMo 1965, amended 1972, 1973, 1975, 1979, 1987,
1993, 1994, 1997, 1998, 2001, 2007, 2010.

Op. Atty. Gen. No. 21, Millan, 11-22-71.
Neither special funds from levies authorized by
section 205.971, RSMo (1969) pertaining to
county sheltered workshops nor funds from
general revenue may be used by the directors of
a county sheltered workshop or by a court to
pay for the support, care or upkeep of county
residents in a county sheltered workshop facil-
ity of another county. Persons living at a coun-
ty residence workshop facility must come with-
in the definition of “handicapped persons’’ in
section 178.900, RSMo (1969) and be
employed at the facility or in the community.

5 CSR 20-300.180 Renewal or Revocation
of a Certificate of Authority

PURPOSE: Renewal of a certificate of
authority is required annually and revocation
may occur under certain conditions.

(1) Workshops which are current grantees of
a certificate of authority shall apply to the
Department of Elementary and Secondary
Education (department) each year to seek
renewal of the certificate. Renewal of the cer-
tificate of authority is based on the submis-
sion of an annual report by the board of direc-
tors of the workshop corporation four (4)
months after the end of the workshop’s fiscal
year. Failure to provide the necessary infor-
mation by the due date may result in the sus-
pension of state aid payments. The annual
report should include, but not be limited to,
the following items:

(A) The proposed budget for the current
fiscal year; 

(B) An audit prepared by an independent
certified public accountant for the fiscal year
just ended; 

(C) A listing of the board’s membership,
including the name, address, office held and
expiration date of each member’s term; 

(D) An original copy of a signature sheet
showing the official signatures of the officers
of the corporation;

(E) A list of all management and supervi-
sory staff, indicating the position, normal

work location and length of service with the
workshop corporation; and 

(F) An original copy of the assurance of
compliance form signed by the president and
secretary of the workshop corporation board. 

(2) If the department determines the work-
shop board of directors is not in substantial
compliance with these regulations, and
depending on the nature and severity of the
situation, the department may—

(A) Notify the workshop board of directors
and manager that the workshop is not in sub-
stantial compliance with these regulations;
and

(B) Require a corrective action plan within
ten (10) business days; or

(C) Issue a temporary certificate of author-
ity; or

(D) Suspend state aid payments until it is
determined that the workshop is again in sub-
stantial compliance with these regulations; or

(E) If the workshop does not return to sub-
stantial compliance within ninety (90) days
the state may proceed to revoke the work-
shop’s certificate of authority pursuant to sec-
tion 178.920(4), RSMo.

(3) Applicants which have been found by the
department not to be in substantial compli-
ance with federal or state laws or regulations
may appeal the decision pursuant to Chapter
536, RSMo.

AUTHORITY: section 178.920, RSMo 2000.*
This rule previously filed as 5 CSR 70-
770.030. Original rule filed Dec. 23, 1975,
effective Jan. 2, 1976. Amended: Filed Nov.
23, 1998, effective July 30, 1999. Moved to 5
CSR 20-300.180, effective Aug. 16, 2011.
Amended: Filed Aug. 27, 2013, effective
March 30, 2014.

Original authority: 178.920, RSMo 1965.

5 CSR 20-300.190 Approval of Eligible
Employees

PURPOSE: The department shall determine
the eligibility of applicants as persons with
disabilities. This rule provides the process for
determining eligibility of non-staff persons
applying for employment in workshops.
Workshops may receive state aid only on per-
sons with disabilities who have been approved
by the department. Department approval is
not required for the employment of workshop
staff.

(1) A workshop provides employment for indi-
viduals with disabilities. If the workshop is
certified by the United States Department of
Labor, Wage and Hour Division, employees

CODE OF STATE REGULATIONS 9JASON KANDER (2/28/14)
Secretary of State
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with disabilities working in the workshop
may be paid subminimum wages. The appli-
cation for certification of a person with a dis-
ability is initially submitted by the workshop
manager to the agency designated by the
Department of Elementary and Secondary
Education (department) or the department’s
representative for certification. The agency to
which an application is submitted shall con-
duct an evaluation. If the agency determines
the existence of a disability, it shall certify
such. The evaluating agency shall advise the
workshop of this certification and the work-
shop may submit the certification to the
department. The department may approve the
applicant for workshop employment.

(2) A workshop shall notify the department
prior to or concurrent with the employment
of any disabled person previously approved
by the department. The department shall not
pay state aid for workers with disabilities who
have not been approved by the department for
employment. Department approval is not
required for the employment of workshop
staff.

(3) The certification of eligibility for employ-
ment in an extended employment sheltered
workshop shall be terminated one (1) year
after a worker has obtained supported and/or
competitive employment in an integrated and
community-based business or industry. A
person may reapply to the department for a
certification of eligibility should the support-
ed and/or competitive employment status
change. The person must meet the eligibility
requirements to receive a new certificate of
eligibility.

AUTHORITY: sections 178.900 and 178.930,
RSMo Supp. 2013.* This rule previously filed
as 5 CSR 70-770.040. Original rule filed
Dec. 23, 1975, effective Jan. 2, 1976.
Amended: Filed Nov. 23, 1998, effective July
30, 1999. Moved to 5 CSR 20-300.190, effec-
tive Aug. 16, 2011. Amended: Filed Aug. 27,
2013, effective March 30, 2014.

*Original authority: 178.900, RSMo 1965, 2011 and
178.930, RSMo 1965, amended 1972, 1973, 1975, 1979,
1987, 1993, 1994, 1997, 1998, 2001, 2007, 2010.

Op. Atty. Gen. No. 21, Millan, 11-22-71.
Neither special funds from levies authorized
by section 205.971, RSMo (1969), pertaining
to county sheltered workshops nor funds from
general revenue may be used by the directors
of a county sheltered workshop or by a coun-
ty court to pay for the support, care or
upkeep of county residents in a county shel-
tered workshop facility of another county.
Persons living at a county residence work-

shop facility must come within the definition
of “handicapped persons” in section 178.900
RSMo (1969) and be employed at the facility
or in the community.

5 CSR 20-300.200 Disbursement of Funds

PURPOSE: The department shall disburse
state aid to each certified workshop based on
the full-time equivalents (FTE) of approved
employees who worked during the month.
This rule specifies the disbursement process. 

(1) After approval of a certificate of authority
for a workshop, the Department of Elementary
and Secondary Education (department) shall
pay monthly, out of funds allotted to it for that
purpose, to each workshop corporation pur-
suant to section 178.930.1(2), RSMo.
Monthly state aid requests shall be submitted
by the due date and time designated by the
department. The department shall accept as
proof of payment due a workshop, a statement
signed by the president or vice president, act-
ing in the absence of the president, and secre-
tary, or treasurer acting in the absence of the
secretary, of the workshop board and the
workshop manager setting forth the dates
worked and the number of hours worked each
day for each approved employee with produc-
tive capacity employed by the workshop dur-
ing the preceding month. These detailed
records of work history by employee shall be
maintained by the workshop for at least five
(5) years following the year to which they
apply and be made available for department
inspection.

(2) Each workshop shall provide the depart-
ment annually with a properly authenticated
statement to permit the department to accept
electronic submissions of invoices seeking the
payment of state aid and  electronically trans-
fer state aid payments to workshop account(s). 

(3) If it is determined by the department or by
certified audit that a workshop has received
state aid in excess of that which was permitted
by statute and regulation, the workshop shall
submit in writing to the department a repay-
ment plan within thirty (30) days of determi-
nation of the overpayment. The department
shall approve or deny the repayment plan and
provide written notice of such to the workshop
within thirty (30) days of its submission of the
repayment plan. Repayment plans shall pro-
pose the return of all excess state aid over a
period of time as determined by the depart-
ment. The department may withhold state aid
for the failure of a workshop to submit a
repayment plan.

AUTHORITY: section 178.930, RSMo Supp.
2013.* This rule previously filed as 5 CSR
70-770.050. Original rule filed Dec. 23,
1975, effective Jan. 2, 1976. Amended: Filed
Oct. 2, 1981, effective Jan. 18, 1982.
Amended: Filed Nov. 23, 1998, effective July
30, 1999. Moved to 5 CSR 20-300.200, effec-
tive Aug. 16, 2011. Amended: Filed Aug. 27,
2013, effective March 30, 2014.

*Original authority: 178.930, RSMo 1965, amended
1972, 1973, 1975, 1979, 1987, 1993, 1994, 1997, 1998,
2001, 2007, 2010.



Office of Special Education

Extended Employment Sheltered Workshops
Manager List by Workshop Name

205 Jefferson Street 573-751-0622

PO Box 480 Fax #1: 573-526-6898

Jefferson City, MO 65102-0480 Fax #2: 573-526-4404

Dr. Stephen Barr, Assistant Commissioner 573-751-4444

Shelley Woods, Coordinator 573-751-3561

Fulvio Franzi, Director 573-751-3547

Fulvio.Franzi@dese.mo.gov

Lindsay Thomas, Administrative Assistant 573-751-0622

Lindsay.Thomas@dese.mo.gov

Dan Gier, Regional Field Technician 573-365-9417

106 Arrowhead Drive Fax: 573-365-9614

Lake Ozark, MO 65049 Dan.Gier@dese.mo.gov

Steve Coffman, Regional Field Technician
2018 Legend Court

Jefferson City, MO 65101

573-616-1861 

Fax: 573-526-6898
Steve.Coffman@dese.mo.gov

DESE Sheltered Workshop Web Page http://dese.mo.gov/se/sw/

Missouri Association of Sheltered Workshop Managers

Officers

President Bob Koch, EMPAC Industrial Resources

Vice President Brent Blackwell, Lafayette County Enterprises

Secretary Robert Engemann, TEMCO, Inc.

Treasurer Dee Froneyberger, Heartland Industries

Board of Directors

Area I

Area II

Area III

Area IV

Area V

Area VI

Area VII

Area VIII

Area IX

Area X

Legislative Chair

Mary McAdams, Northwest Missouri Industries

Aaron Martin, JobIOne

Peggy Kutchback, Casco Area Workshop

Judd Chestnut, Lamar Sheltered Workshop

Tom Thompson, Pike County Sheltered Workshop
Bruce Young, Central Missouri Subcontracting 

Enterprises Lon Little, Kingdom Projects

Sharon Tyger, Opportunity Sheltered Industries

Jim Guyre, Valley Industries

Harvey Cooper, Community Sheltered Workshop

Randy Hylton, Vocational Services, Inc.

mailto:Fulvio.Franzi@dese.mo.gov
mailto:Lindsay.Thomas@dese.mo.gov
mailto:Dan.Gier@dese.mo.gov
mailto:Steve.Coffman@dese.mo.gov
http://dese.mo.gov/se/sw/
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90 Alphapointe
73 Bates County Industries
01 Big Springs Sheltered Workshop, Inc.
02 Blue Valley Industries
03 Boone Center, Inc.
04 Boonslick Industries, Inc.
05 Canterbury Enterprises
06 Cape Girardeau Community Sheltered Workshop
07 Capitol Projects, Inc.
08 Casco Area Workshop
09 Central Missouri Subcontracting Enterprises
10 Chariton County E.E. Sheltered Workshop
82 Christian County Enterprises, Inc.
11 Clinco Sheltered Industries, Inc.
12 Community Opportunities, Inc.
13 Community Sheltered Workshop
14 Cooperative Workshops, Inc.
15 Cotton Boll Sheltered Workshop
16 Crowder Industries
89 Current River Sheltered Workshop
17 Doco, Inc.
42 Earthwise Industries
80 Enhancements
92 Gateway Industries
22 Handi-Shop, Inc.
24 The Helping Hand of Goodwill Industries-EESW
93 Henry County Sheltered Workshop
25 Hope Haven Industries, Inc.
26 Job1One
27 Ideal Industries
28 Industrial Aid, Inc.

29 Industrial Opportunities, Inc.
31 Innovative Industries, Inc.
33 Jeffco Subcontracting
30 Johnson County Sheltered Workshop
34 Joplin Workshops, Inc.
35 JVS Workshop
36 Kingdom Projects, Inc.
37 Laclede Industries
38 Lafayette County Enterprises, Inc.
32 Lafayette Industries North
39 Lafayette Industries West
40 Lake Area Industries
41 Lamar Sheltered Workshop
83 Macon Diversified Industries
91 Madison County Sheltered Workshop
43 Manufacturers Assistance Group (MAG)
64 MERS Goodwill
44 MO Community Improvement Industries, Inc.
45 Monett Area E.E. Workshop, Inc.
46 Monroe City Sheltered Workshop
48 Northeast MO Sheltered Workshop, Inc.
49 Northwest Missouri Industries, Inc.
47 Nocomo Industries, Inc.
50 Opportunity Enterprises, Inc.
85 Opportunity Sheltered Industries
51 Opportunity Workshop, Inc.
84 Oregon County Sheltered Workshop
52 Ozark Sheltered Industries, Inc.
53 Pemiscot Progressive Industries
94 Perry County Sheltered Workshop 
54 Pike County Sheltered Workshop

55 Project Workshop, Inc.
56 Pulaski County Sheltered Workshop
57 Quality Industries of the Lake of the Ozarks
87 Quality Products, Inc.
58 Randolph County Sheltered Industries, Inc.
59 Rehabilitation Institute Industries, Inc.
88 Reynolds County Sheltered Workshop, Inc.
60 River Bluff Industries
61 Rolla Area Sheltered Workshop
62 Scenic Rivers Sheltered Industries
63 Services for Extended Employment (SEE)
86 Sheltered Industries of the Meramec Valley, Inc.
65 Sheltered Workshops, Inc.
66 Southeast Enterprises
67 Springfield Workshop
68 Specialty Industries of St. Joseph, Inc.
69 Ste. Genevieve County Sheltered Workshop
70 Stoddard County Sheltered Workshop
71 Tantone Industries, Inc.
18 Temco, Inc.
72 Three Rivers Sheltered Industries
23 Unified Services
74 Unique Services, Inc.
20 Valley Industries
76 Vocational Services, Inc.
77 W.A.C. Industries, Inc.
78 Warren County Sheltered Workshop, Inc.
79 Web-Co Custom Industries, Inc.
81 Worth Industries, Inc.
95  Burrell Working Solutions

90

93
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Fulvio Franzi, Director
Stephen Coffman, Regional Field Technician
Dan Gier, Regional Field Technician
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Vocational Rehabilitation Offices 
  

Central Office VR 
3024 Dupont Circle 
Jefferson City, MO  65109 
Phone: (573) 751-3251 
Fax: (573) 751-1441  
Toll free: (877) 222-8963 
C. Jeanne Loyd, Assistant Commissioner 

Nevada VR 
621 E. Highland, Ste 2 
Nevada, MO   64772-3971 
Phone: (417) 448-1332 
Fax: (417) 448-1351 
Toll free: (800) 598-3471 
Raymond Drake, Supervisor 

    
Cape Girardeau VR 
3102 Blattner Drive, Ste 103 
P.O. Box 1087 
Cape Girardeau, MO  63702-1087 
Phone: (573) 290-5788 
Fax: (573) 290-5921 
Toll free: (877) 702-9883 
Janet Childers, Supervisor 

Poplar Bluff VR 
1903 Northwood Drive, Ste 3 
Poplar Bluff, MO  63901 
Phone: (573) 840-9550 
Fax: (573) 840-9551 
Toll free: (800) 281-9894 
Jesse Sitzes, Supervisor 

    

Chillicothe VR 
603 W. Mohawk Road 
Chillicothe, MO 64601-3919 
Phone: (660) 646-1542 
Fax: (660) 646-9741 
Toll free: (866) 572-4049 
Robert Zirfas, Supervisor 

  
Rolla VR 
1101 Kingshighway 
P.O. Box 550 (65402-0550) 
Rolla, MO  65401-2922 
Phone: (573) 368-2266 
Fax: (573) 368-2382 
Toll free: (800) 890-2867 
Clarissa White, Supervisor 

    
Columbia VR 
1500 Vandiver Drive, Ste 111 
Columbia, MO  65202-1563 
Phone: (573) 441-6327 
Fax: (573) 884-5250 
Toll free: (877) 222-8961 
Rebecca Largent, Supervisor 

Sedalia VR 
2115 W. Broadway 
Sedalia, MO  65301-2114 
Phone: (660) 530-5560 
Fax: (660) 530-5567 
Toll free: (800) 924-0419 
Laura Wallen, Supervisor 

    
Farmington VR 
901 Progress Dr, Ste 100  
P.O. Box 230 (63640-0230) 
Farmington, MO  63640-9157 
Phone: (573) 218-6100 
Fax: (573) 218-6107 
Toll free: (800) 640-7110 
Jesse Sitzes, Supervisor 

Springfield North VR 
613 E. Kearney 
Springfield, MO  65803 
Phone: (417) 895-5863 
Fax: (417) 895-5869 
Toll free: (877) 222-8965 
Anita Michel, Supervisor 

    
 
 
 

 
 
 

http://www.dese.mo.gov/vr/centraloffice.htm
http://www.dese.mo.gov/vr/nevada.htm
http://www.dese.mo.gov/vr/capegirardeau.htm
http://www.dese.mo.gov/vr/poplarbluff.htm
http://www.dese.mo.gov/vr/chillicothe.htm
http://www.dese.mo.gov/vr/rolla.htm
http://www.dese.mo.gov/vr/columbia.htm
http://www.dese.mo.gov/vr/sedalia.htm
http://www.dese.mo.gov/vr/farmington.htm
http://www.dese.mo.gov/vr/springfieldnorth.htm


Hannibal VR 
112 Jaycee Drive 
Hannibal, MO  63401-2275 
Phone: (573) 248-2410 
Fax: (573) 248-2409 
Toll free: (877) 222-8960 
Jo Moncrief, Supervisor 

Springfield South VR 
1735 W. Catalpa, Ste C 
Springfield, MO  65807 
Phone: (417) 895-5720 
Fax: (417) 895-5725 
Toll free: (877) 222-8967 
Kimberly Conrad, Supervisor 

    
Jefferson City VR 
1500 Southridge Dr., Ste 200 
Jefferson City, MO  65109-1135 
Phone: (573) 751-2343 
Fax: (573) 526-4474 
Toll Free:  (866) 661-9106  
DeeAnn Fuller, Supervisor 

St. Charles VR 
3737 Harry S. Truman Blvd., Ste 400 
St. Charles, MO  63301-4052 
Phone: (636) 940-3300 
Fax: (636) 940-3313 
Toll Free: (855) 283-2681  
Janis Miller, Supervisor 

    

Joplin VR 
801 E. 15th Street 
Joplin, MO  64804-0804 
Phone: (417) 629-3067 
Fax: (417) 629-3148 
Toll free: (877) 222-8964 
Keith White, Supervisor 

  
St. Joseph VR 
525 Jules, Room 201 
State Office Building 
St. Joseph, MO 64501-1990 
Phone:  (816) 387-2280 
Fax:  (816) 387-2089 
Toll Free:  (877) 702-9876 
John Arellin, Supervisor 

    
Kansas City Downtown VR 
615 E. 13th Street,Suite G-3 
Kansas City, MO  64106-2870 
Phone: (816) 889-2581 
Fax: (816) 889-2586 
Toll Free: (866) 971-8568  
Teresa King, Supervisor  

St. Louis Downtown VR 
220 S Jefferson St, Ste 110  
St. Louis, MO  63103 
Phone: (314) 877-2940 
Fax: (314) 877-2959 
Toll Free: (866) 971-8569  
Jeather Smith, Supervisor 

    
Kansas City East VR 
243 N.W. Executive Way 
Lee’s Summit, MO  64063 
Phone: (816) 251-0600 
Fax: (816) 622-0610 
Toll Free: (866) 831-1363  
Jay Robertson, Supervisor 

St. Louis North VR 
4040 Seven Hills Drive, Ste 257 
Florissant, MO  63033 
Phone: (314) 475-7999 
Fax: (314) 877-3201 
Lydia Mitchell, Supervisor 

    
Kansas City North VR 
310 N.W. Englewood Road, Ste 300 
Gladstone, MO  64118-0040 
Phone: (816) 467-7900 
Fax: (816) 467-7924 
Toll free: (877) 270-0198 
James Ankrom, Supervisor 

St. Louis South VR 
3248 Laclede Station Rd 
St. Louis, MO 63143 
Phone:  (314) 877-1900 
Fax:  (314) 877-1920 
Toll Free:  (877) 222-8968 
Claire Beck, Dist. Supervisor 

http://www.dese.mo.gov/vr/hannibal.htm
http://www.dese.mo.gov/vr/springfieldsouth.htm
http://www.dese.mo.gov/vr/jeffersoncity.htm
http://www.dese.mo.gov/vr/stcharles.htm
http://www.dese.mo.gov/vr/joplin.htm
http://www.dese.mo.gov/vr/stjoseph.htm
http://www.dese.mo.gov/vr/kansascitydowntown.htm
http://www.dese.mo.gov/vr/stlouisdowntown.htm
http://www.dese.mo.gov/vr/kansascityeast.htm
http://www.dese.mo.gov/vr/stlouisnorth.htm
http://www.dese.mo.gov/vr/kansascitynorth.htm
http://www.dese.mo.gov/vr/stlouissouth.htm


    
Kansas City Transition VR 

243 N.W. Executive Way 
Lee’s Summit, MO  64063 
Phone: (816) 251-0611 
Fax: (816) 622-0618 
Toll Free: (866) 831-1363  
Tamara Marshall, Supervisor 

St. Louis West VR 
9900 Page Ave Ste 104  
St. Louis, MO  63132 
Phone: (314) 587-4877  
Fax: (314) 877-1530  
Karen Klenke, Supervisor 

    
Kirksville VR 
1612 N. Osteopathy, Ste B 
Kirksville, MO  63501-2759 
Phone: (660) 785-2550 
Fax: (660) 785-2552 
Toll free: (877) 222-8962 
James Higgins, Supervisor 

West Plains VR 
3417 Division Drive, Ste 2 
West Plains, MO  65775 
Phone: (417) 256-8294 
Fax: (417) 256-8479 
Toll free: (877) 222-8959 
Gwen Jackson, District Supervisor 

 

 

http://www.dese.mo.gov/vr/kctransition.htm
http://www.dese.mo.gov/vr/stlouiswest.htm
http://www.dese.mo.gov/vr/kirksville.htm
http://www.dese.mo.gov/vr/westplains.htm


GOVERNMENT AGENCIES 
Workshops have contact and interaction with a lot of governmental agencies. This section is included to help 
acquaint shop boards and management with some of these agencies and how they related to the workshop. 
 
FEDERAL 
 
U.S. Department of Labor (Wage and Hour Division)-DOL 
This agency provides a certificate to workshops which allows them to pay sub-minimum wages. Initial contact with 
DOL will be to request an application for a special certificate. Contacts for the state of Missouri should be made 
with the DOL office in Chicago. The contact person is Nicole Howard (312) 353-7247. This special certificate, of 
course, entails a great deal of scrutiny by this agency. The certificate must be renewed every two years. One should 
be provided with a packet of forms to complete prior to each renewal date. It is imperative that you submit this 
renewal in a timely manner. It may be prudent to send this renewal by registered mail to assure it arrives prior to the 
date required. It is critical that a shop pay wages in accordance with the rules set forth by DOL. Assistance relating 
to proper procedures can be obtained through the Section of Sheltered Workshops in Jefferson City. Shops are 
subject to labor department audits and a number of shops have been subject to sizable findings for back wages and 
fines. Keep in mind that non-disabled staff are subject to the Fair Labor Standards Act (FLSA) as well as the 
certified employees. Web Page: http://www.dol.gov/whd/specialemployment/workers_with_disabilities.htm 
 
U.S. Department of Labor (Occupational Safety and Health Administration)-OSHA 
Sheltered Workshops are subject to the very same safety and health rules as any other business. Maintaining a safe 
work environment for your employees is a critical responsibility of the board and management of a shop. Failure to 
maintain a safe work environment can lead to hefty fines and increased worker’s compensation premiums. The 
section of Sheltered Workshops can provide mock OSHA inspections and assist in compliance with OSHA rules and 
regulations. It is the responsibility of management, however, to make sure that the shop maintains this compliance. 
Web Page: https://www.osha.gov/index.html 
 
Social Security Administration-SSA 
The Social Security Administration provides many employees in the workshop with supplemental security income 
(SSI) and Medicaid coverage. As employees’ progress and their productivity improve, their SSI and medical 
coverage may be jeopardized because they are earning too much money. There are options for the employees to 
maintain Medicaid coverage even if they lose their SSI payments. This is provided through Section 1916b. 
Questions regarding this procedure can be answered by calling Gary Seaworht. Your shop will be asked by the local 
social security office to provide them with pay records on employees who are receiving SSI benefits.  
Web Page: http://www.ssa.gov/SSA_Home.html 
 
Internal Revenue Service –IRS 
Initial contact with this agency will be when the corporation applies for exemption from paying income taxes under 
section 501c3 of the Internal Revenue Service Act. This application takes approximately six months to obtain and is 
necessary for workshop certification so it is important that it be applied for in a timely manner. This exemption only 
provides that the workshop will not have to pay income tax on profits made and does not exempt shops from other 
requirements, i.e. payroll withholding, filing of tax returns (Form 990), etc. Sheltered Workshops are subject to 
payment of income tax withholding and FICA as is any other business. It is critical that these be paid in a timely 
manner. Penalties on late payments are quite high and failure to pay these can become a personal liability for board 
members. It is also critical that you file a not-for-profit income tax return (Form 990) each year on your operations. 
Failure to do so may result in loss of your 501c3 not-for-profit status and loss of your state certification. 
Web Page: http://www.irs.ustreas.gov/ 
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State 
 
Department of Elementary and Secondary Education Sheltered Workshops-DESE EESW 
This is the office which drafted this manual and provides the shop with state aid each month. We provide oversight 
to assure that workshops are providing employment to people with disabilities and complying with federal and state 
rules and regulations. We do this by offering technical assistance and advice. Technical assistance and advice from 
this section can range from safety inspections and training, to personal consultation on numerous issues. 
Web Page: http://dese.mo.gov/se/sw/ 
 
Department of Elementary and Secondary Education Vocation Rehabilitation-DESE VR 
Vocational Rehabilitation has numerous offices around that state and the office that would serve you depends on 
your location. Applicants seeking work at the workshop can be certified by a VR counselor as not being able to 
work in a competitive environment prior to receiving state aid on that individual.  
Web Page: http://dese.mo.gov/vr/vocrehab.htm 
 
Missouri Department of Transportation-MODOT 
This department provides some funding to assist shops to recover the cost of locally transporting employees to and 
from work. They also have funds available to assist shops in obtaining transportation vehicles (vans and busses). 
Web Page: http://www.modot.org/ 
 
Department of Economic Development-DED 
This department can be a resource for a shop in providing possible marketing information and also grant funds are 
available through the Neighborhood Assistance Program (NAP) to assist shops in raising money for capital 
campaigns. Web Page: https://www.ded.mo.gov/home.aspx 
 
Department of Natural Resources-DNR 
Shops that do recycling have found this department to be a good source of grant funds. Generally, each year DNR 
disperses a lot of funds relating to recycling projects. Web Page: https://www.dnr.mo.gov/ 
 
Department of Revenue-DOR 
Shops should obtain an exemption from sales/use tax from DOR when they initially receive their 501c3 exemption 
from the IRS. Purchases and infrequent sales to the public made by the shop would be exempt from sales tax under 
this exemption. Any on-going sales efforts to the general public would not be exempt under this authority however. 
This is renewable every five years. Just as with the IRS, workshops are subject to all of the regular state withholding 
and reporting requirements. Web Page: http://dor.mo.gov/ 
 
Missouri State Agency for Surplus Property (OA Surplus Property)-MOSASP 
This agency provides government surplus to not-for-profits at a greatly reduces price. This surplus usually includes 
everything from equipment and vehicles, to tables and chairs. Shops must register with and get approval from this 
agency to purchase from them. Many shops have found this to be an excellent source for needed assets.  
Web Page: http://content.oa.mo.gov/purchasing/surplus-property 
 
Missouri Department of Labor and Industrial Relations-MODOLIR 
The Missouri Labor Department is comprised of five divisions, one of which is the Division of Labor Standards. 
Within the division is the On-Site Safety and Health Consultation Program, which can assist you in making your 
workplace safer and help avoid costly penalties imposed by OSHA. The safety and health consultants provide an 
OSHA-type “mock” inspection at the workplace, for free and without assessing any fines or penalties (OSHA fines 
for serious hazards found in the workplace increased from $849 to $2,014 per hazard). The employer always sets the 
scope of the visit, so the consultation can include the entire workplace or it can be limited to a specific area or phase 
of the workplace. Your only obligation is to correct the hazards identified by the consultant. 
Web Page: https://www.labor.mo.gov/ 
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Department of Mental Health-DMH 
This agency provides assistance and case management to many of the employees of Sheltered Workshops. Quite 
often local regional centers can provide assistance in a number of matters such as behavior problems to personal 
living assistance for employees. Web Page: http://dmh.mo.gov/ 
 
 
County 
 
SB40 (Developmental Disabilities) Board 
This is a local funding board made up of individuals named by the county commissioners to determine how the local 
tax levy approved by the voters will be disseminated. Some county boards meet monthly or quarterly and simply 
review requests for funding from various agencies and determine how the tax money will be allocated. Other county 
boards have begun providing services to individuals with disabilities on their own and account for a large share of 
the expenditure of these tax funds. Web Page: http://macdds.org/ 
 
Planning and Zoning Commission 
Most counties will have a planning and zoning commission which shops will need to apply to when building a new 
building or renovating an old facility. Shops should make sure that they are in compliance with local building codes.  
 
 
 
OTHER ORGANIZATIONS (NON-GOVERNMENTAL) 
 
Missouri Association of Sheltered Workshop Managers-MASWM 
This is an association of workshop managers. They generally meet quarterly to discuss issues pertinent to sheltered 
workshops and have training sessions. The association contracts the services of a legislative consultant to monitor 
legislation pertinent to sheltered workshops. Web Page: http://www.moworkshops.org/ 
 
Sheltered Workshop Insurance Management-SWIM 
This is a pool of workshops who have joined together to provide worker’s compensation insurance to it’s members 
at a reasonable rate. 
 
Missouri Consolidated Health Care Plan-MCHCP 
This is the organization that provides health insurance to state employees and to a large number of not-for-profits 
around the state. Many shops have found this insurance to be reasonably priced. Web Page: https://www.mchcp.org/ 
 
Quality Marketing Group of Missouri 
A group of 30 workshops who have joined together to look at the marketing and sales strategy, and ways to increase 
market share. 
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Caregiver Background Screening

Background Screening Services
Screening Request Form

Welcome to Missouri's Caregiver Background Screening Service webpage.

The late Governor Carnahan created this service through an executive order to assist Missouri citizens in making

 more informed healthcare and daycare choices for family members. This webpage provides general information

 and links about the various services available to the public to check the backgrounds of caregivers that serve

 children, the elderly and persons with disabilities.

Families face difficult decisions when selecting a person to care for a family member. One of the fears these

 families face is that the caregiver they hire has a history of abuse.

This service allows families to receive background information on potential caregivers. While this service is not

 intended to be a foolproof way to avoid abusive situations, the service does give families valuable information to

 determine if a caregiver has a history of abuse or neglect.
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Abuse, Neglect, and Exploitation of the Elderly and Disabled

What is Abuse?
Who can Report Abuse?
What Information Do I Have to Report?
What Happens After I Make a Report?
What about my rights?
Adult Protective Services

The Missouri Department of Health and Senior Services (DHSS) investigates abuse, neglect, and exploitation of

 vulnerable individuals 60 and older and people with disabilities between 18 and 59. These individuals may live in

 the community or in long-term care facilities. Either way, they are unable to protect their own interests or

 adequately perform or obtain services necessary to meet their essential human needs (660.250, RSMo).

Missouri’s Elder Abuse and Neglect Hotline responds to reports of abuse, neglect, or financial exploitation. If you

 suspect someone is being abused, neglected or exploited, call the hotline at 800-392-0210.  The hotline

 operates 365 days per year from 7 a.m. to 12 a.m.  Hearing-impaired persons may call the Telecommunications

 Device for the Deaf (TDD), at 800-735-2466 or 800-735-2966 to utilize Relay Missouri. Due to the possible need

 for mandated reporters to report a concern to the Central Registry Unit (CRU) during the hours of 12:00 a.m.

 and 7:00 a.m. (when the hotline is not in operation), a Mandated Reporter Form  is available for use.

What is Abuse?

Abuse happens to people of all ethnicities and income levels and can be physical, sexual or emotional in nature.

 For information on abuse statistics in Missouri, see Elder Abuse- It is a Crime. 

FY11  FY10  FY09  FY08

Abuse – the infliction of physical, sexual, or emotional injury or harm including financial exploitation by any

 person, firm, or corporation (660.250, RSMo).

Neglect – the failure to provide services to an eligible adult by any person, firm or corporation with a legal or

 contractual duty to do so, when such failure presents either an imminent danger to the health, safety, or

 welfare of the client or a substantial probability that death or serious physical harm would result (660.250,

 RSMo).

Financial Exploitation - A person commits the crime of financial exploitation of an elderly or disabled person if

 such person knowingly and by deception, intimidation, or force obtains control over the elderly or disabled

 person's property with the intent to permanently deprive the elderly or disabled person of the use, benefit or

 possession of his or her property thereby benefiting such person or detrimentally affecting the elderly or

 disabled person (570.145, RSMo).

back to top

Who can Report Abuse?

Anyone who suspects someone is being abused, neglected, or exploited can make a report.  Certain

 professionals, however, are mandated by law to report. A complete list of mandated reporters and mandated

 reporting laws is found in Elder Abuse- It is a Crime, page 1.
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What Information Do I Have to Report?

See Elder Abuse-It is a Crime, page 1, for information on what to report.

back to top

What Happens After I Make a Report?

If the alleged victim lives in his or her own home or community, an investigator will help the alleged victim

 determine the services or interventions needed to stop or alleviate the abuse. The services may include:

community supportive services, such as personal care, respite, or chore services;

home-delivered nutrition services;

financial or legal assistance and protections, such as representative payee, direct deposit, trusts, protective

 services, civil suit or criminal charges;

counseling for the victim;

referral to other community resources, and;

when needed, guardianship proceedings or nursing home placement.

If the alleged victim lives in a long-term care facility, the department’s Division of Regulation and Licensure staff

 conducts an investigation. Complaint investigations are handled in accordance with state statute. Reports or

 complaints are generally initiated within 24 hours. For more information, contact us or email

 info@health.mo.gov.

back to top

What about my rights?

A competent older person may refuse all services and interventions.  No decisions are made about a competent

 adult without her or her involvement and consent.

A facility resident has the right to:

be free from mental and physical abuse;

be informed of their medical condition;

select their own physician;

participate in planning their care;

refuse treatment;

voice grievances;

be treated with respect and dignity; and

have treatments provided in privacy.

For adults participating in the Protective Services Program, consideration is given to the following inherent rights:

self-determination

protection

confidentiality

participate in care planning

receive assistance

refuse services

refuse medical treatment

All programs stress the competent adult’s right to make decisions regarding care.

back to top

Adult Protective Services

For community-dwelling adults and persons with disabilities, the Department of Health and Senior Services

 provides Adult Protective Services (APS).  Protective services are provided on behalf of eligible adults who are

Email: info@health.mo.gov
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 unable to:

manage their own affairs;

carry out the activities of daily living; or,

protect themselves from abuse, neglect, or exploitation which may result in harm or a hazard to themselves or

 others.

The purpose of Adult Protective Services is to:

promote independence;

maximize client choice and provide for meaningful client input for preferences;

keep the adult at home by providing quality alternatives to institutional care; and,

empower the older adult to attain or maintain optimal self-determination.
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Surplus Property
Home

The Missouri State Agency for Surplus Property

 (MOSASP) program is the Materials Management area of

 the Division of Purchasing and Materials Management.

State Surplus Property (Not Available to the

 General Public)

Federal Surplus Property (Not Available to the

 General Public)

Fixed Price Vehicle Program (Not Available to the General Public) updated 2/19/14

Public Auctions & Sealed Bids

Public Sale Notification Application

Other Links of Interest

Success Stories

Top Donees of 2012

The Missouri State Surplus Property (MoSASP) agency prohibits discrimination in all its programs

 and activities on the basis of race, color, national origin, age, disability, and where applicable, sex,

 marital status, familial status, parental status, religion, sexual orientation, genetic information,

 political beliefs, reprisal, or because all or part of an individual's income is derived from any public

 assistance program.

Agency Closed
No closing dates at this time.

Phone: (573) 751-3415
Fax: (573) 751-1264
Toll Free: (888) 295-7796
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Contact Information

Surplus Property
2846 Highway 179
Jefferson City, MO 65109
surplusmail@oa.mo.gov
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VOCATIONAL TRAINING GUIDE 
August 2010 

 
PURPOSE: 
 
This document is provided as guide for Sheltered Workshop managers on how to establish and 
implement a Vocational Training Program that meets the regulatory requirements relating to the 
submission of state aid for the same.   
 
INTRODUCTION: 
 
Presently, a good number of Workshops are affected by the downturn in the economy and that “productive” work 
is harder to come by and that it can fluctuate a great deal.  During recent field visits, staff have noted increasing 
numbers and instances  of certified employees not being engaged in “productive work” (defined as “covered” 
work  by US-DOL that is being performed as part of an industrial or service contract) but  rather are engaged in 
various non-productive tasks.  These non-productive tasks range from unrecorded simulated training activities to 
idle play or sleeping at the worktables or in break rooms.   
 
Although these are “tough times”, Managers must keep in mind that the Workshops are an employment program 
for persons with disabilities dedicated to providing dignity and self worth through work and achievement derived 
from working to the best of one’s abilities to become a contributing member of the community.  The Sheltered 
Workshops are not an entitlement and are not designed, funded, staffed nor licensed as “day care” facilities for 
adults with disabilities.   
 
The Department understands that there may be times when contract opportunities are temporarily lacking, 
extended delays are encountered and where unforeseen events may temporarily halt the availability of 
“productive work”.  As such, I refer you to the regulation that states the following: 
 

Approved employees of a workshop shall be engaged in production work, or vocational related training 
at all times during which state aid is claimed.  Vocational related training shall be paid at ten percent 
(10%) of the federal minimum wage.  During any fiscal quarter, a workshop should have no less than 
seventy-five percent (75%) of its reimbursable time in income producing work.  State aid shall be paid 
for vocational related training time up to a maximum of twenty-five percent (25%) of a workshop’s 
reimbursable time.  Documentation of the time per employee and content of the vocational training 
provided shall be maintained for inspection by department staff.  

 
The definitions that apply to the above and other related regulations are as follows: 

“Reimbursable time” is defined as “time or activity that is related to production, training, and/or 
reasonable wait time that occurs normally as part of the production process;”  
“Vocational related training” is defined as an instructional process for the development and/or 
maintenance of proficiency and performance of skills in a trade or occupation.  
“Reasonable wait/down time that occurs normally as part of the production process” is defined as 
unexpected short-term delays such as, but not limited to, equipment failure, change over, material 
delivery delays etc. that may last up to six consecutive hours. 
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BASIC PRINCIPLES AND GUIDELINES: 
 
In order to maintain the integrity and intent of the program and to ensure the appropriate use of state funds, your 
understanding and cooperation on the following points is requested: 
 

1.  If the workshop places certified employees on “vocational related training” for which it is requesting 
state aid, there must be: 

a.  clear and accurate documentation showing (via individual timecards and/or payroll classification 
codes or other acceptable method) of the time that each employee is on vocational training, and 

b.  a written vocational training program that clearly documents and outlines the purpose, goals, 
training components, methodology, and results of individuals while in the vocational training program, 
and 

c.  documents and records available for review by Department staff. 
 

2.  The workshop shall not request, and the Department will not pay, state aid for vocational training 
hours that exceed the 25% regulation.  The workshop will keep a record of the training including those 
in excess of 25%. 
 
3.  The workshops shall not request, and the Department will not pay, state aid for activities and 
programs that are not defined in the regulations relating to “vocational training”. 
 

Please keep in mind that, if you choose to provide or contract day activity services, therapies, etc. you should 
review:   your staffing patterns and credentials, the location where alternate services are going to be provided, 
funding sources for the alternate services, liability exposure (check your insurance coverage), written policies and 
procedures that trigger the start and end of the day activity program and any other consideration based on your 
circumstance and local conditions.  You will want to provide information to the Board of Directors and seek their 
guidance and approval on non-productive work activities and programs.  Again, the purpose, mission and goal of 
the Extended Employment Sheltered Workshop program are to provide employment for persons with disabilities.  
Should you need assistance or further clarification contact your Technical Field Supervisor. 
 
 
STEPS FOR DEVELOPMENT OF A VOCATIONAL TRAINING PROGRAM: 
 
The training program should be designed to assist your employees in maintaining and developing work skills that 
will help them improve their ability to be more productive, accurate, and to gain confidence and proficiency in the 
types of work that the company does in its normal course of business.  To get you started on your way to develop 
a viable training program, the following steps are strongly recommended: 

1. Conduct an analysis of the operation to identify the types of work that typically represents the contract 
work that you currently do as well as new work you might be doing in the near future.  Some examples of 
the types of work are:  Assembly, Packaging, Mailings/Bookbinding, Recycling/Sorting and various Service 
Work opportunities (janitorial, grounds maintenance, laundry, hospitality, etc.). 
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2. Identify work skills that are directly associated with, required and desired for each of the work types that 
you have identified above.  Some examples of work skills are:  fine/gross motor skills, sequential 
instructions/tasks, time-on –task, orientation, productivity/speed, accuracy/quality, etc.   

3. Identify work tasks that are directly associated with, required and desired for both the types of work and 
skills for each of the work types that you have identified in number 1 and 2, above.  Be as specific as 
possible; some examples of work tasks are:  counting (by one, two, five, etc.), inserting (in bag, box, 
envelope, folder or other containers with a tight/loose fit; with/without orientation, etc.), collating 
(number of items, similar/dissimilar, etc.), folding (c-fold, z-fold, d-fold, etc.),  sorting (like/unlike items 
such as various types of plastics, paper, hardware, electronics, etc.), assembly (hand, tool, simple, multi-
stage, etc.), and all other work tasks that apply. 

4. Develop a written simulated training program for each specific and related work task identified for which 
you desire your employees to engage and participate.  The training program must be SIMULATED: this 
means that none of the product or outcome of the training is considered, in whole or in part, as a contract 
for which you are being paid for or that it is considered as “covered work” under the Interstate Commerce 
Commission regulations; if the latter is considered “covered work” then you are obligated to pay 
commensurate wages at prevailing rates and it is NOT considered training (as per US-DOL, Wage and Hour 
Division regulation). The first steps of the process are: 

a. Select and obtain the materials that you will need and use for the SIMULATED work. 
b. Write the steps and process in detail 
c. Conduct an Industrial Standards time study for each step using a “Training Standards Form”, or 

similar—see ATTACHMENT A.  In using this form, be sure to completely fill in the blanks, for 
example: 
1. Customer  = TRAINING 
2. Job Description = Assembly (or whatever type of work that you are training for) 
3. Job Number = number that you designate to identify “training time” in your payroll or daily 

time sheets. 
4. Unit of Measure = each, inner carton, master, etc. 
5. Step:  Description = be as descriptive as possible (example:   hand thread  a one half inch nut 

onto a one half by one inch bolt to where the nut depth is even with the end of the bolt)  
6. Time Study 1, 2, 3 = name of three NON-disabled experienced personnel performing the task 

(be sure that the timing is accurate and “reproducible”.   
7. Units = number of units successfully/accurately completed. 
8. Time/Sec = the time, in seconds (you can either give a equal number of seconds per rater; e.g., 

1,500 seconds and record how many units they produce in that number of seconds OR you can 
give them a set number of units to complete and record the amount of time, in seconds, it 
takes them to complete the set number of units).  

9. Production standard = Industrial Standards based on units per hour produced by experienced 
worker—be sure to always round DOWN any fraction 

10. Prevailing Wage =  the most current Prevailing wage determined by the most recent survey (be 
sure to change these every time that the Prevailing wage changes) 

11. Piece/Unit Rate = the direct labor rate paid per piece or unit (if this was “covered work” in a 
contract work situation).  Be sure to round UP any fraction.  
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d. Develop and include acceptable Quality Standards to each training component as well as any 

other requirement and expectation for every training task. 
 

 
IMPLEMENTATION OF A VOCATIONAL TRAINING PROGRAM: 
 
Now that you have established why, when and how you will conduct the vocational training program, you are now 
ready to get started on the implementation; a few tips and suggestions are as follows: 

1. The set up of this job is the same as any job that you may have and you should: 
a. Make sure that staff understands what needs to be done and they have all the directions and 

resources available to get started 
b. The training is to be set up just like any other job.  Be sure that the stations are set up to match 

the “Training Standards Form” (ATTACHMENT A). 
c. Be sure that you have plenty of materials.  You may want to pre-count and/or pre-weigh materials 

to make accurate recording of individual performance. 
d. Set up a system or method where the training materials can be “recycled” and used over again.  

This can help to reduce the cost of training. 
2. Have all the forms that you will need to gather the data SUCH AS “Individual Training Records Worksheet” 

(ATTACHMENT B). 
3. Set a positive tone; let the workers know that what they are about to do is just as important as being on a 

job and that what they do may affect their future earnings and learn new skills for current or future 
work—if you don’t expect positive results, you will most likely not get positive results.  Be upbeat. 

4.  When appropriate, rotate task so as to keep interest and motivation for the workers. 
5. Although you are working on and collecting data for “hard” skills, don’t forget the “soft” skills such as 

time-on-task, cooperation, following instructions, safe conduct, returning to work promptly after breaks, 
etc. for which you may also keep a record. 

 
 
RECORDKEEPING: 
 
For the purpose of the Vocational Training Program, it is extremely important that accurate and timely records be 
kept.  The types of records are specific to meet your operational needs and regulatory compliance requirements 
as well as to how and when the information is processed; they are: 

1. Payroll:  Each Workshop corporation can establish policies and procedures for wages paid for certified 
employees.   

a. Typically, if the policy and procedure is to pay piece rates for production work, then certified 
employees are paid at the prevailing wage rates for each unit’s direct labor cost produced, but NO 
LESS THAN ten percent (10%) of the Federal Minimum Wage ($0.73 per hour) or any other rate 
above it as determined by the corporation’s Board of Directors.   

b. Typically, if the policy and procedure is to pay hourly rates for production work, then the certified 
employees are paid at hourly rates as determined by their individual Productivity Evaluations at 
prevailing wage rates, but NO LESS THAN ten percent (10%) of the Federal Minimum Wage ($0.73 
per hour) or any other hourly rate above it as determined the corporation’s Board of Directors. 
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c.  Certified workers for which you are providing qualified vocational training, and for which state aid 
is claimed, you are required by state regulations to pay at a rate of NO LESS THAN ten percent 
(10%) of the Federal Minimum Wage ($0.73 per hour) or at a greater rate as determined by the 
corporation’s Board of Directors. 

2. Individual Training Records:  The importance and purpose of keeping accurate and timely individual 
records of the training provided is to: 

a. Demonstrate the presence of a qualified training program. 
b. Collect relevant data that directly relates to the individual worker. 
c. Demonstrate the effectiveness of the training through individual and collective analysis. 
d. Identifies the need to redirect, alter or expand the training program. 
e. Evidence that state aid requests have been properly and accurately requested and reported. 

3. State Aid Request:  For the purpose of requesting staid aid, it is important that accurate documentation is 
kept and maintained.  State aid can only be paid for hours spent on production work, vocational related 
training and for reasonable down time related to production (see definitions on page 1).  Please read the 
example closely to understand the importance of accuracy, how it is applied to the regulation and the 
importance of giving serious consideration and “urgency” when implementing the training program. 

 
Mr. John Smith, a certified employee, is present for his normal shift which begins at 9:00 AM and ends at 
3:30 PM and is scheduled for training due to the lack of work.  At 10:00 AM John begins his qualified 
training program , stops at noon for lunch, resumes his training at 12:30 and ends the training at 2:30 PM 
(as documented on his production/training form or time card).  Based on this example, the Workshop: 

a. Can only request state aid for the four (4) hours (10:00-12:00 and 12:30-2:30) as qualified 
training time eligible for reimbursement at the legislated rate and in regulatory compliance. 

b. The remaining  two and one half (2.5) hours (9:00-10:00, 12:00-12:30 and 2:30-3:30) are 
considered to be non-production and/or non-qualified training time and is not eligible for 
compensation at the legislated rate nor would it be in regulatory compliance. 

  
When you submit your state aid request at the end of each month on the web page, you will need to put in the 
total number of hours worked for which you claim state aid and how many of those hours are spent on training.  
The Department staff will make a review of the state aid request records and training records as part of their 
regular “field audit” and/or a random basis.  Your understanding on this matter is greatly appreciated. 
 
 
SUMMARY: 
 
This document is provided to assist Management of Sheltered Workshops in developing and implementing a 
qualified vocational training program that meets the regulatory requirements for the request and disbursal of 
state funds and to meet the intent of the employment program.  The Training Program should be used as a backup 
for the extended periods when there is not sufficient work or to train employees for new or additional skills and 
not be used as the primary purpose of the Sheltered Workshop.  A corporation’s primary focus should continue to 
be on attracting and obtaining sufficient work opportunities to meet the financial and employment program goals. 
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ATTACHMENT A 
 

TRAINING STANDARDS FORM 

 

 

 

 
 
 

 
 
 
 
   

Time Study 1 
Joe 

Time Study 2 
Jane 

Time Study 3 
Judy 

Steps Description Units Time/Sec Units Time/Sec Units Time/Sec Total  
Units 

Total 
Time 

Production 
Standard 

Prevailing  
Wage 

Piece 
Rate 

1             

2             

3             

4             

5             

6             

7             

8             

9             

10             

Total Direct 
Labor 

  

  
 

Task:    Enter the appropriate task that you are training for  

   (Example: packaging, assembly, sorting, etc.). 
 

Task Description:   Enter the appropriate task description for which you are establishing the standards for  

   (Example: insert 10 like items in 6x10" flat plastic bag). 
 
Task Number:   Enter a number that identifies a training task for use in timesheets/payroll. 
 
Unit of Measure:  Enter a unit of measure that is covered by this time study  
   (Example: one bag w/10 like items, one inner carton w/10 bags of 10 like items, one master 
   carton w/6 inner cartons of 10 bags w/10 like items). 
 
Description:   Enter a detailed description of EACH step for which the standard is established  
   (Example: hand count 10 one-inch washers and place in a 6x10" flat 4 mil. plastic bag). 
 

 

 

 

 

Task  

Task Description  

Task Number  

Unit of Measure  

Name of Person 



ATTACHMENT B 

Individual Training Records Worksheet 

Worker’s Name Raters Name 

Training Task # Date 

Productivity 

Date Task/Step No. of 
Units  

(1) 

Time  
(2) 

Re-work 
Time (3) 

Total Time 
(4) 

Units Per Hour 
(5) 

Industrial 
Standard 

(6) 

% Prod. 
(7) 

Prevailing 
Wage  

(8) 

Hourly 
Wage 

(9) 

Please note: Enter all times in minutes or minutes and percentage of minutes           Avg. Hourly Rate 

Accuracy 

Quality 
Standard 

Standard % of Standard Comments/Observations 

Soft Skills 

Time on Task Reg. Time % of Time Comments/Observations 

Sequential 
Instructions 

# in 
Sequence 

% Completed Comments/Observations 

Other Comments/Observations 

Notes 

(1) Quantity of units produced by worker.  This may be 1 unit in the case of janitorial or other similar type work. 
(2) Time in minutes initially spent on completing task 
(3) Additional time required, if any, to meet quality standards 
(4) Total of initial time plus additional time 
(5) Calculation of units per hour produced by worker 
(6) Industrial Standard taken from Bid Price Breakdown sheet or other time study documentation 
(7) Worker productivity as a percent in relation to an industrial standard 
(8) Prevailing wage rate for experienced worker for similar type work taken from prevailing wage survey 
(9) Calculation of workers hourly wage rate—can be converted to piece rate calculation 
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INTRODUCTION 
 

 

 

Welcome to the DESE Web Application!  

With this system you will be able to; update your workshop contact 

information, access your employee list, hire/terminate/transfer/reinstate 

employees, submit your request for state aid, access an employee list report, 

employee status report, and payment report.  

Please take the time to read through this manual and keep it handy as it will 

answer many questions you may have while using this application. 

 

 

 

 

 

 

In order to access the web application you must have a DESE issued user ID 

and password. You can request a user ID and password by completing a 

User ID Request Form, which can be obtained from our office. 

 

 

 

 

 

 

DO NOT SHARE USER ID’s!!!  

SUBMIT A USER ID REQUEST/DELETE FORM FOR EACH STAFF 

MEMBER AS STAFF CHANGES OCCUR 
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Logging In 
 

Once you have received your user ID and password you’re ready to log in. Go to 

https://k12apps.dese.mo.gov/WebLogin/login.aspx and enter your user ID and password. 

 

 
 

If you forget your user name and/or password (too many unsuccessful attempts will 

results in being locked out of your account) you can reset it by clicking on the Forgot 

Username/Password button. 

 

To request your username you will need to enter the e-mail address that we have on file 

for you (the one you put on your user ID request form).  

 

 
 

https://k12apps.dese.mo.gov/WebLogin/login.aspx
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To reset your password you will need to enter your user name and the e-mail address that 

we have on file for you and then answer the security question. 

 

 

 
 

 

You will then receive an automated email from webreplyafsit@dese.mo.gov with 

instructions on how to re-set your password. 

 

 

Too many unsuccessful attempts to re-set your password will lock your account for 

30 minutes. You must wait EXACTLY 30 minutes before trying again or you will 

continue to get locked out of your account. 

 

 

 

If you continue to have trouble re-setting your password please contact our office for 

further assistance. 

 

 

 

 

 

 

 

 

 

 

 

mailto:webreplyafsit@dese.mo.gov


 6 

Applications Menu 
 

 

Once logged in you will be taken to the APPLICATIONS MENU. 

Here you will select SHELTERED WORKSHOPS APPLICATION under SPECIAL 

EDUCATION 
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Menu  
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

NOTE 

 

Users can view the following menu items from the dropdown box in the upper right 

corner:  Sheltered Workshops Menu, Applications Menu, Log on/Log off. 
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WORKSHOP CONTACT PAGE 
 

 

 

 

 

The Workshop Contact page allows the individual Sheltered Workshops to update their 

contact information.  

 

Please be sure to update your information on a regular basis AND  as changes 

occur.   
 

DESE utilizes this screen on a regular basis; incorrect information may result in 

important information not being received. 

 

Note 

 

Any automatic e-mails from the system will go to the e-mail address listed under 

workshop manager.  
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EMPLOYEE LIST 

 

The Employee List will allow users to view a list of their current, past, and waiting-to-

hire employees. It will also allow a variety of functions to perform on an employee such 

as terminate, reinstate and update employee contact information.  

Users can sort columns by status (working, terminated or waiting to be hired) and search 

for employees by name or social security number (NO DASHES). 

 

 
 

 

An employee will remain on the employee list of every shop in which they have worked 

under the appropriate status (working, terminated, or waiting).   

An employee may not appear on more than one shop in the status of “Working”. 

 

NOTE: 

 

It is very important that this employee list be maintained and updated MONTHLY as 

this list will be used by the DESE Regional Field Technicians during audits of State Aid 

requests/payments (failure to keep this list up to date may result in state aid 

reporting/payment errors that may result in a reimbursement of funds to DESE).  

 

The date an employee is terminated/reinstated/hired is system generated based on 

the date the action is performed in the web application.  

Please be sure to terminate/reinstate/hire employees in the web application on the 

actual day the event occurs so that the employment dates will be correct in the 

system.  
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EMPLOYEE INFORMATION 
 

 

 

Access employee information by clicking on the employees’ name. 
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The Employee Information page allows the user to view detailed information about a past 

or current employee.  

 

 

 

 

 

NOTE:  
 

The only information that users can change for an employee is Name, Date of Birth, 

Gender and address.  

For any other changes (SSN, Status, Status dates, etc) please contact our office. 
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TERMINATE AN EMPLOYEE 
 

From the Employee List, find the employee you wish to terminate and select the box next 

to the SSN. Next, click the Terminate button.  

 

 
 

 
 

This page is used to terminate an employee that is no longer working in the users 

workshop.  

 

NOTE:  

 

The termination date will auto-fill with the current date upon completion. 
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REINSTATE AN EMPLOYEE 
 

 

From the Employee List, find the employee you wish to reinstate and select the box next 

to the SSN. Next, click the Reinstate button.  

  

 

 
 

 

 

 

 

 

 

 

 

 

Note 

 

An employee can only be reinstated if the users workshop is their most recent place of 

employment.  
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This page is used to reinstate a terminated employee and is only accessible from the 

Employee List screen.  Pressing the “Reinstate Employee” button will change the status 

of the selected employee to “working”.  Users must put a valid date into the reinstatement 

date field, select yes or no for the competitive employment question and then click 

Reinstate. 
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TRANSFER EMPLOYEE 

 

 
 

To transfer an employee, select Transfer Employee from the Sheltered Workshops Menu 

screen. Employees can be transferred from their current assignment to the requested 

workshop by the requesting shop or by DESE.   
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Users must enter an individuals’ SSN (NO DASHES OR SPACES) into the search field 

and press Submit SSN to locate the individual to transfer. 

 

 

 
 

 

After confirming that this is the correct individual, pressing the “Transfer” button will put 

the employee in “working” status at the requesting workshop and move the employee to 

“terminated” status at the previous workshop. An automated e-mail will be to the 

previous workshop manager notifying of the transfer. 
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HIRE EMPLOYEE 
 

To view/hire an employee on the workshop’s wait to hire list select Hire Employee from 

the Sheltered Workshops menu screen. 

 

 
 

 

 
 

The Hire Employee page displays a list of certified applicants who have been certified 

and referred to the users workshop for employment by DESE. Any of the listed referrals 

may be selected to hire in a specific workshop. These employees will show in “Waiting” 

status on the employee list until they are “hired” in the system. 
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To hire an employee, click on the box next to the SSN and click Hire. 

 

 

 
 

The employee’s information can be viewed by clicking on the employee’s name. 

 

 

 

NOTE:  
 

Users cannot transfer an employee in “wait to hire” status from another workshop. Please 

contact our office if you wish to “hire” an employee that is in “wait to hire” status from 

another workshop. 
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WORKSHOP PAYMENT SCREEN 

 

 
All state aid requests must be submitted on this web application system by 2:00 pm 

on the THIRD WORKING DAY OF EACH MONTH in order to be approved for 

payment. Any requests submitted any other way or late (unless prior arrangements 

have been made with DESE) will not be approved for payment until the request is 

submitted on the web application, which may cause a delay in payment. 
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INSTRUCTIONS FOR COMPLETING/ SUBMITTING STATE AID 

REQUESTS 
 

1) Select the month and year for which you are applying for state aid.  

IMPORTANT: The month will be the actual month you will receive the payment, not 

the month for which you’re entering data (example: if you’re entering data for April 

2013 then you would select May for the month, as you will actually submit and be 

paid in May, and 2012-2013 for the year). 

 

 

 
 

2) Enter appropriate data into the first seven white boxes, you cannot enter data into 

grayed boxes (these boxes will calculate automatically upon pressing “Save”). 

 

3) Once all data is entered you must click SAVE, then AGREE TO ASSURANCES, 

and then SUBMIT. You must click all three to submit.  

 

4) Upon clicking SUBMIT, a box will pop up that says ‘Payment has been 

successfully submitted to DESE’. 

 

NOTE: 

Deposit of state aid payments is generally received approximately 3-5 business days 

from receipt of request. Deposits can be confirmed at any time at 

https://www.vendorservices.mo.gov/vendorservices/VendorPayment/Login/Login.asp

x?tid=0&type=0 (workshop FEIN is needed for this service). 

 

https://www.vendorservices.mo.gov/vendorservices/VendorPayment/Login/Login.aspx?tid=0&type=0
https://www.vendorservices.mo.gov/vendorservices/VendorPayment/Login/Login.aspx?tid=0&type=0
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REPORTS 
 

The employee list report is a list of all certified workshop employees past, present or 

waiting-to-be hired (users can only view employees who specific to their own workshop). 

The report can be sorted by status as well as can be exported to other formats. 

 

 
 

The employee status report gives status data for all workshops.  

 

 
 

The payment period approved reports shows monthly (for your workshop only), quarterly 

(for all workshops), quarterly vocational training hours (for your workshop only) and 

DESE fiscal year (for all workshops)  
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CONTACT INFORMATION 

 

The sheltered workshops directory, located on the DESE Sheltered Workshops web page 

at http://dese.mo.gov/divspeced/shelteredworkshops/ will give you DESE and Workshop 

contact information. You can view the directory alphabetically by workshop name or by 

city.  

 

DESE contact information is as follows: 

Department of Elementary and Secondary Education 

Special Education Sheltered Workshops 

PO Box 480          Fax #1: (573) 526-6898 

205 Jefferson Street 4
th

 Floor       Fax #2: (573) 526-4404 

Jefferson City, Missouri 65102-0480  

 

   

Fulvio Franzi, Director           (573) 751-3547 

Fulvio.Franzi@dese.mo.gov  

Lindsay Thomas, Administrative Assistant           (573) 751-0622 

Lindsay.Thomas@dese.mo.gov         Fax #: (573) 526-6898 

 

Dan Gier, Regional Field Technician         (573) 365-9417 

Dan.Gier@dese.mo.gov         Fax #: (573) 365-9614 

106 Arrowhead Drive        

Lake Ozark, MO 65049 

 

Steve Coffman, Regional Field Technician        (573) 616-1861 

Steve.Coffman@dese.mo.gov         Fax #: (573) 616-1861 

2018 Legend Court 

Jefferson City, MO 65101 

 

 
 

 

 

http://dese.mo.gov/divspeced/shelteredworkshops/
mailto:Fulvio.Franzi@dese.mo.gov
mailto:Lindsay.Thomas@dese.mo.gov
mailto:Dan.Gier@dese.mo.gov
mailto:Steve.Coffman@dese.mo.gov


QUALITY CONTROL 

 

 

Quality control considerations: 

• What is the percentage of allowable defects? 

• Spot check required or a complete screening. 

• Cost should have been included in the job bid. 

• Are customers satisfied? Call current customers. 

• How is quality checked in-house?  

 Random sampling 

 100% checked 

 Required percentage checked (under 100%) 

 Weigh counting allowed? 

• Quality should be checked: 

 Easiest way 

 Least time consuming 

 With least amount of problems 



RECORD KEEPING 

 
 

Record keeping begins with: 

• Receiving dock-components 

• Production-to pay individual employees; status of the company’s completed units 

• Easy inventory control-employee’s to produce, workshop to estimate time to completion, 

company’s request for in-house components and what is needed to complete or to ship 

• Quality- meet or exceeds standards, “documented” 

• Shipping-number of units shipped, how shipped, when shipped; bills of lading signed 

• Accounting-affects sales figures/accounts receivable 

 Affects wages paid to employees and staff 

 Profit margins can be calculated 

 Provides a history of the job (includes number of people on the job, quality 

required and how completed, equipment needed, whether price was favorable or 

operated at a loss, good or bad job?) 

 

Record keeping allows you to: 

• Review accounts receivables 

• Determine who your customers are 

• Call and find out why they are not 

• Schedule meeting with past customers 

• Reconcile accounts receivable ledger monthly to determine: 

 Which companies pay on time? 

 Which accounts are delinquent? 

 How long has it been since their last payment? 

 Is board involvement necessary? 

 Are legal steps to be taken? 







ERGONOMICS 

• Definition
 Ergo=Work Nomics=Rules

• Demonstrating commitment
• Analyzing problem areas

 Study OSHA form #200 (copy)
 Calculate incidence rate (equation)
 Ergonomic job hazard analysis (5-1 to 5-5 and 6-4 to 6-5)
 Prioritize corrections needed (list)

• Engineering controls
 Goal-“Fix the job, not fix the worker”

• Reasons to reduce back injuries in the workplace
 Employee’s health improved
 Job enhanced
 Costs associated with back injuries
 The Last Straw (visual aid)

• Injury control suggestions for general industry (handout)
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