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Welcome to the Arkansas Department of Career Education’s 
Arkansas Rehabilitation Services Division!

The Arkansas Rehabilitation Services Division (ARS) is proud to as-
sist you in achieving your employment goal. This handbook advises 
you of your rights and responsibilities in the vocational rehabilitation 
process. 

Just as you have responsibilities, ARS also has responsibilities. ARS has 
the responsibility of ensuring your rights. 

YOUR RIGHTS

The right to excellent service

★ To apply for our services and to be evaluated to fi nd out if we can 
assist you

★ To be considered for services regardless of your disability, race, eth-
nicity, religion or age, country of origin or gender

★ To know that information about you will be kept private within the 
limits of the law

★ To have information in the form that you prefer and in your native 
language

The right to help plan your program of services

★ To have options in the development of your program of services
★ To have the options of completing the plan for your services with 

the help of a ARS vocational counselor, with assistance from other 
sources, or both

★ To have assistance available to complete required forms
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The right to informed choices

★ To have suffi cient information needed to make good choices
★ To have options in selection of employment goals and settings
★ To have options in services provided
★ To have options among providers of services and settings whenever 

options exist

The right to review a decision made by ARS

★ To know about important changes in your program before they 
happen

★  To know of any decisions which affect your case and the reasons for 
them

★ To appeal any of our decisions affecting your case
★ To ask for assistance from the Client Assistance Program

If at any time you do not understand any information from ARS, 
please ask for assistance.

Arkansas Department of Career Education’s Arkansas Rehabilitation 
Services Division is also responsible for making sure you have every 
chance to succeed in your rehabilitation program and that we are be-
ing fair and helpful to you.  This means that you will be given every 
opportunity to be advised of options and to make choices throughout 
your vocational rehabilitation program.

TO GET YOU WORKING 

The purpose of Vocational Rehabilitation Services is to assist people 
with disabilities to go to work.
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Who Can Apply for Vocational Rehabilitation Services? 

You can apply for vocational rehabilitation services in accordance with 
the Federal Rehabilitation Act if you have a physical or mental disability 
that interferes with your ability to WORK and you need vocational 
rehabilitation services to WORK. 

You will meet with a counselor or other rehabilitation staff members 
to fi ll out an application for vocational rehabilitation services. You and 
your counselor will get documentation of your disability to determine 
if you QUALIFY. 

How Do I Qualify?
 

You may be eligible for vocational rehabilitation services if you have 
a disability which substantially affects your ability to work, or if you 
receive SSDI or SSI. Your counselor will let you know as soon as pos-
sible if you QUALIFY.

You and your counselor will make choices about available services 
you will need to determine if you are eligible for services. Your 
counselor may schedule you for tests or use existing information 
that you provide us. 

INFORMED CHOICE

You have  a right to Informed Choice in every step of your rehabilita-
tion program.  On the basis of information gathered, you will be given 
choices in the direction of your program.  You will be given choice of 
vendors who provide the services needed to establish your eligibility 
for the program, or you may choose to develop it yourself.  Within the 
scope of your interests and abilities and fi nancial resources you will be 
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given choices as to who will provide the necessary services in order for 
you to enter into or return to employment.  Materials and assistance 
will be provided at the local Rehabilitation Service offi ce to assist you 
in making these choices. You will receive a copy of your Individualized 
Plan for Employment (IPE).

ORDER OF SELECTION

Due to limited funds, ARS has an Order of Selection, which means that 
preference is given to the most signifi cantly disabled persons.
 
Based on the information received from the evaluation of medical and 
psychological information, your counselor will determine if you have 
a disability and the severity of the condition in terms of your ability to 
work.  At this time you will be told if you qualify for paid services.  If 
your disability is not severe enough to qualify you for paid services, you 
have the option of:

★ Being placed on a waiting list until funds are available
★ Being referred for services under the Workforce Investment Sys-

tems 
★ Requesting that your case be closed

Eligibility for services is continuously evaluated, so your eligibility status 
may change. 

INDIVIDUALIZED PLAN FOR EMPLOYMENT (IPE)

You and your counselor will write an INDIVIDUALIZED PLAN FOR 
EMPLOYMENT (IPE) that lists your responsibilities and the services 
you may receive.  Your representative may also assist in developing this 
IPE. Your responsibility is to complete the goals identifi ed in your plan.  
You will receive a copy of your IPE from your counselor. 



Vocational Services - Services will be based on your individual needs 
to help you go to work. 

Closure - Your case may be closed after you have been employed suc-
cessfully for 90 days. 

Services After Closure  -You may request additional services after your 
case is closed if they are needed to keep you WORKING. 

How Long Will This Take? 

The duration of the IPE is different for each person depending on the 
services needed to go to WORK.

 
“WORKING TOGETHER WORKS!” 

YOUR RESPONSIBILITIES 

Thank you for contacting the Arkansas Department of Career Educa-
tion’s Arkansas Rehabilitation Services Division (ARS). We offer a variety 
of services. If you are eligible, ARS will assist you in your effort to go 
to work. We need you to help in this effort also. Please be aware that 
ARS could deny your application or close your case (stop services) 
if you do not follow through with your responsibilities. Below are 
some of your responsibilities. 

It is the responsibility of the eligible individual to cooperate in the pro-
gram and make a reasonable effort to carry out the conditions.  This 
includes, but is not limited to:
★ Keeping appointments
★ Attending scheduled activities
★ Attaining acceptable ratings in training and other activities
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★ Carrying out medical and other professional instruction
★ Reporting to the Rehabilitation Counselor any changes in fi nancial 

circumstances or the availability of assistance from other programs 
to meet, in whole or in part, the cost of services provided under the 
IPE.  Failure to do so may result in suspension of further services.

★ Informing your counselor of the employers’ name and address, your 
job title, salary and benefi ts when you go to work.

Use of other benefi ts 

Money is limited and many Arkansans with disabilities rely on Vocational 
Rehabilitation.  Services received from Arkansas Rehabilitation Services 
Division are dependent upon the availability of funds. ARS will pay only 
what is needed to get you working. You must apply for and use other 
benefi ts such as insurance, Social Security, Medicaid/Medicare, Pell 
Grant, and Veterans Administration benefi ts before ARS pays for certain 
services. Also, use your own funds or any other funds available to you. 

Get written approval before expecting ARS to pay.

ARS will not pay for services, supplies, or equipment unless you fi rst 
get written approval from your counselor. 

SUBSTANCE ABUSE

ARS has the responsibility to ensure that persons receiving services 
can succeed at going to work.  If at any time during the rehabilitation 
process, the counselor has just cause to suspect that the client is abusing 
controlled substances (to include alcohol), he/she may elect to interrupt 
services and/or have the client undergo drug screening.  Services will 
not be continued until such time as the client is free of any substance 
abuse problem and is able to resume participation in the agreed reha-
bilitation program.  (This is in accordance with the ARS Substance 
Free Policy).
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The Arkansas Client Assistance Program (CAP) 

What Is the Client Assistance Program? 

CAP helps people with disabilities who are seeking or receiving voca-
tional rehabilitation services by providing information about the federal 
Rehabilitation Act including: 

★ How the state can help you acquire, maintain, or progress in a 
meaningful work environment

★ How you qualify
★ How you can pilot your own rehabilitation plan for employment.
★ The purpose of the Rehabilitation Act
★ Your rights under the Rehabilitation Act
★ Assisting individuals who have problems applying for or receiving 

services under the Rehabilitation Act 

What Can the Client Assistance Program Do For Me? 

If you have a problem with your vocational rehabilitation program or 
application, CAP can assist in many ways, including: 

★ Advising you of your rights 
★ Solving communication problems
★ Teaching you how to make requests 
★ Referring you to other agencies where helpful
★ Mediating disputes
★ Advocating for you with the agency and others
★ Presenting your requests to the agency
★ Obtaining legal representation when appropriate
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How Do I Contact the Client Assistance Program?

You may reach the Client Assistance Program by anh of the follow-
ing:
(800) 482-1174 V/TTY
(501) 296-1775 V/TTY

Disability Rights Center, 1100 North University, Suite 201, Little Rock, 
AR 72207.

Protection, Use and Release of Personal Information

Protecting Your Right to Privacy

Arkansas Department of Career Education’s Arkansas Rehabilitation 
Services Division (ARS) wants you to know why, how we collect, protect, 
use and release information we have in your fi le.

Your vocational counselor wants to assist you with going to work. To 
do that, your vocational counselor requires certain information about 
you. The counselor will ask for your name, address, birthdate, disability 
and social security number. The counselor is required to ask about your 
income and any means of support from your family.

You may be asked to take a battery of tests and be assessed by a physi-
cian who will provide your vocational counselor information about your 
disability. ARS will pay for these visits. Your vocational counselor will 
use all this information to fi nd out if our services can help you. If so, 
the information will be used by you and your vocational counselor to 
develop an Individualized Plan for Employment.
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Sometimes, in order to provide you with services, your vocational coun-
selor may need to share your information with another agency if you 
need to go to another facility or offi ce. This information may be shared 
due to required auditing, evaluation, or research purposes. For example, 
the State Rehabilitation Council analyzes information to learn about 
the effectiveness of customer satisfaction with rehabilitation services. 
People who see information about you in these situations must keep 
that information confi dential unless they have your written consent, 
or the consent of a guardian or court of law.

ARS is required to provide appropriate client information to a court of 
law or police upon lawful demand. For example, we must comply with 
court orders and investigations for fraud or abuse. That information is 
used to protect you.

You cannot be compelled to provide information, but if your vocational 
counselor does not have all the information needed, he or she will not 
be able to complete services. If you do not tell your vocational coun-
selor everything he or she needs to know, your vocational counselor 
may close your case.

If you believe information in your case fi le is misleading or inaccurate, 
you can request that the information be amended or removed from 
your fi le.

ARS protects your privacy by making all information about you con-
fi dential. Generally, the information in your fi le is kept for three (3) 
years after we close your case. If you have questions about your right to 
privacy, please discuss them with your vocational counselor.
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Some Things to Keep in Mind

Social Security Benefi ts
It is important to know that participation in a vocational rehabilitation 
program may affect your Social Security Benefi ts (SSI and SSDI). For 
example, your benefi ts may be reduced once you go to work and earn 
income. More detailed information about how your benefi ts may be 
affected by your going to work may be obtained by calling your local 
Social Security offi ce or their toll-free numbers: 1-800-772-1213 or 
1-800-325-0778 TTY.

People with disabilities want to work and will cooperate with vocational 
rehabilitation services during the course of their rehabilitation program. 
However, the law provides for the suspension of Social Security benefi ts 
if a person fails to cooperate with the vocational rehabilitation services 
agency and does not have a good reason for doing so.

The local Rehabilitation Services offi ce periodically sponsors forums/
seminars and workshops  on Social Security work incentives. See your 
vocational rehabilitation counselor for additional information.

Vocational Rehabilitation Payment for Services

Services received from and through Arkansas Department of Career 
Education’s Arkansas Rehabilitation Services Division are dependent 
upon the availability of funds.

ARS cannot pay any bills for which the agency has not issued prior 
written authorization.

Your vocational counselor and other members  of the rehabilitation team 
are here to serve you. They will work with you to determine an employ-
ment goal, develop a work plan and reach that goal. Your involvement 
at every step along the way is very important.
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To Apply to Register to Vote:
★ You must be a U.S. citizen and an Arkansas resident
★ You must be age 18 before the next election within the county
★ You must not presently be adjudged mentally incompetent by a 

court of competent jurisdiction
★ You must not have been convicted of a felony without your sentence 

having been discharged or pardoned
★ You must not claim the right to vote in another county or state

If you supply your Social Security Number, it will remain CONFIDEN-
TIAL and will not be disclosed to anyone other than voter registration 
offi cials. This number will not be published on any voter registration 
list.

Deadline Information:
To qualify to vote in the next election, you must apply to register to 
vote 30 days before the next election. If you mail this form, it must be 
postmarked by that date. You may also present it to a voter registration 
agency representative, or your county clerk, by that date.

If you are qualifi ed and the information is complete, you will be noti-
fi ed by your local County Clerk.
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THE ARKANSAS DEPARTMENT OF CAREER EDUCATION’S 
ARKANSAS REHABILITATION SERVICES DIVISION has Arkansas 
Voter Registration forms. Our staff will be happy to help you register, 
or if you prefer you may obtain a form from the internet at 
www.sos.arkansas.gov by clicking Online Services Register To Vote, 
or

Arkansas Secretary of State
Attn: Voter Registration
P.O. Box 8111
Little Rock, AR 72203-8111
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1670 White Dr.
Batesville, AR 72501
870-793-4153
870-793-4224 (TTD)

1226 Ferguson Dr., Ste.1
Benton, AR 72015
501-317-1390
501-317-1392 (TDD)

1812 East Main
P.O. Box 660
Booneville, AR 72927
479-675-3835

1150 N. Museum Rd., Ste. 3
Conway, AR 72032
501-730-9725 (V/TDD)

708 W. Faulkner
El Dorado, AR 71730
870-862-5451
(870) 862-4002 (TDD)

4058 N. College, Suite 150
Fayetteville, AR 72703
479-582-1286
479-582-1261 (TDD)

1115 S. Waldron Rd., Ste. 207
Fort Smith, AR 72903
479-452-7131
479-452-6801 (TDD)

715 W. Sherman, Suite E
Harrison, AR 72601
870-741-7153
870-741-8194 (TDD)

507 Cherry Street
Helena, AR 72342
870-338-2753
870-338-2774 (TDD)

Arkansas Career Training Institute
105 Reserve
Hot Springs, AR 71901
501-624-4411
501-624-0079 (TDD)

Arkansas Rehabilitation 
Services  Division 
Admistriation Offi ce
525 West Capitol Ave.
P.O.Box 3781
Little Rock, AR  72203
501-296-1600
501-296-1669 (TDD)

ARKANSAS REHABILITATION  SERVICES DIVISION FIELD OFFICES
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ARS OFFICES

Arkansas Rehabilitation Services
105 Reserve, Bldg. 54
Hot Springs, AR 71901
501-623-4479
501-623-9681 (TDD)

2920 McClellan Dr.
Jonesboro, AR 72401
870-972-0025
870-972-1204 (TDD)

26 Corporate Hill Drive
Little Rock, AR 72205
501-686-9680
501-686-9836 (TDD)

102 Park Street
Lonoke, AR 72086
501-676-4490
501-676-4491 (TDD)

989 Hwy. 426 North
P.O. Box 450
Monticello, AR 71655
870-367-9669
870-367-9719 (TDD)

1401Main Street
North Little Rock, AR 72114
501-833-1490 (V/TDD)

2703 West 28th
P.O. Box 2560
Pine Bluff, AR 71613
870-534-2404
870-534-2993 (TDD)

1010 N. Arkansas
Russellville, AR 72801
 479-890-5751
479-890-5157 (TDD)

501 West Arch
Searcy, AR 72143
501-268-6650
501-268-5180 (TDD)

2807 E. Broad Street
Texarkana, AR 71854
870-773-2807
870-773-3074 (TDD)

210 Shopping Way, Suite D
P.O. Box 2145
West Memphis, AR 72303
870-735-4725
870-735-7399 (TDD)
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NOTES
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NOTES





525 West Capitol Ave.
P.O. Box 3781                                                                     

Little Rock, AR 72203
800.330.0632
501.296.1600                                                                       

Fax: 501.296.1655                                                              

http://ace.arkansas.gov
www.arsinfo.org
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