
Starting a
Transition/Work

ProgramWhile keeping your sanity Rebecca Sprague 
Tiffany Luttmer

2026



STAR 
(Seamless Transition For Arkansas)

The goal of Seamless Transition for ARkansas (STAR) is to create a systemic
approach for key agents of change in Arkansas transition (Arkansas

Department of Education-Office of Special Education, Arkansas Rehabilitation
Services, Centers for Independent Living) to actively partner and use a

cohesive service delivery model, ensuring seamless transition processes for
youth with disabilities in Arkansas



STAR Goals

Foster grassroots

community supports

through representative

and self-determined

career councils led by

youth leaders and

transition navigators

Develop and refine

an innovative and

accessible model for
collaboration and

training for service
system partners

1. 2. 3.
Expand high-quality

career, post-secondary

education, and independent
living services for children
and youth with disabilities
in high-need, rural areas



Contact STAR to learn more

STAR Contact

(479) 575 5624

arstar@uark.edu



Getting started/ organized
Create a catchy name for your PreETS Program

File for PreETS
Create a Google Classroom

Get your forms on (Google docs and sheets)
Educate and create connections for employment



Catchy Names
Take time to choose a name carefully. Catchy

names help others remember the program

Identify your program’s identity
Highlight the program’s goals, priorities, and

connections
Include a hint of purpose

Provide a purpose for the group
Easy to say and remember

Provide something that is easy to remember



Questions to ask: How do we get
started?

Tip
Student paperwork

Determine when to complete
paperwork:

Annual Review
Parent Dates
Send home
Parent/Teacher

conferences

Tip
Employer recruitment

During the school year
Summer

Collect background checks
and signed agreements

Tip
Plan for transition
activities/jobs

Transition class
Make it a  ‘’club’’
Scheduled activities
How will information be
distributed and
collected?



Apply for PreETS

Benefits Planning
Pre-ETS Program Participation & Referral (2
pages)

Consent for Release of Information (2 pages)
Send into PreETS Counselors

Required Packet

https://dws.arkansas.gov/ar-rehabilitation-

services/field-services/preemployment-

transition-services/ 

https://dws.arkansas.gov/ar-rehabilitation-services/field-services/preemployment-transition-services/
https://dws.arkansas.gov/ar-rehabilitation-services/field-services/preemployment-transition-services/
https://dws.arkansas.gov/ar-rehabilitation-services/field-services/preemployment-transition-services/
https://dws.arkansas.gov/ar-rehabilitation-services/field-services/preemployment-transition-services/


Acceptance Letters

Benefits Planning (Referal packet)
Pre-ETS Program Participation &
Referral (2 pages)
Consent for Release of Information (2
pages)

Required Packet



Pre-Employment Pre
& Post Assessment
PreTest

Name

Date of Birth
Date of Assessment (Date of enrollment)

PostTest
After you have participated in work
experience and exiting (senior exit)
Location of work experience(s)
Assessment scale from work
Signatures: Student/Provider



Questions to ask: Where is the timesheet?
Tip:

Go over how to fill in the time sheet at the beginning of the
semester. 
Docusign for signing  
Push out on Google Classroom
Classroom Example: y7kf5r3w

https://signaturely.com/online-signature/draw/


Tip:

List of jobs available
Note: Summer is a great time to get employers on board and
start background checks
Apply for jobs: make a mini job interview for student to apply
for jobs they want

Questions to ask: What jobs count?

Tip:

Jobs must be preapproved 
Offsite jobs must have a supervisor with a passed background
check.

If it has not been approved, it will not count for paid

experience



Tip:

If you know what activities will be pushed our or covered for
the month, list them on the original timesheet before pushing it
out on Google Classroom.

Questions to ask: What activities
will be documented?

1.Job Exploration Counseling: 
a. Include career assessments and discussions with counselors.

2.Work-Based Learning Experiences: 
a.Note job shadowing, internships, and part-time jobs, detailing tasks and skills learned.

3.Counseling on Postsecondary Opportunities: 
a.Record sessions about higher education options and college visits.

4.Workplace Readiness Training: 
a.Capture activities on soft skills and financial literacy.

5. Instruction in Self-Advocacy: 
a.Document workshops on self-advocacy and workplace rights.

Regular documentation aids in program assessment and provides insights for improvement and support.



Tip:

Talk to the PreETS counselor to verify the dates that are
open for billing. 
Ask about:

Holidays

Date ranges
Summer cutoff

Questions to ask: What dates
are available for work?



Paid:

Zip File
Student responsibility
Signatures

Scoring

Questions to ask: Turning in
reports/timesheets.

Report only
Work based learning experiences
Volunteer hours
Activities

Scoring 
Signatures

DON’T fill out invoice on last page



Apply to be a Vendor
The State of Arkansas is switching from printed paper checks/warrants to
electronic direct deposit payments to improve payment processing and security.
For us to be able to make direct deposits, we will need you to register in our
Vendor Portal. Our Finance Department has changed the way vendors are set
up/added to our system. To get set up in the portal, please visit the website at
the link below and register for online access under the Arkansas Vendor Services
section. Here you can add your company's information and banking info, as going
forward, direct deposit will be the method of payment.
When you complete the initial registration in the Vendor Portal, you will receive an
email with the information you entered into the portal including a transaction
number in their confirmation email. Additionally in a 2nd email, you will receive a
Vendor ID Number when the registration process is complete. Once you receive this
number, please forward it to me & keep it for your records as it is very important.
Without the Vendor ID, we can’t add you into our system.
I will also need a current signed and dated W-9 with a human signature (no printed
signatures) and Section 3 (withholding) must be filled out. More on next page



Apply to be a Vendor

The ARS Vendor Services process at a glance
1.Register at: https://www.ark.org/vendor/index.html
2.You will receive two emails from the Office of
Procurement: the first email will be your confirmation of
when your account has been added/updated, and your
second email will have your Vendor ID. (Keep both)

3.Submit W9
4.Once Vendor ID email is received, please forward that
email to me.

Required Application

https://www.ark.org/vendor/index.html


Thank You
Rebecca Sprague

(479) 216 1876

rebecca.sprague@menaschools.org


	Starting a Transition/Work Program
	While keeping your sanity

	STAR  (Seamless Transition For Arkansas)
	STAR Goals
	1.
	2.
	3.
	STAR Contact
	Getting started/ organized
	Catchy Names
	Questions to ask: How do we get started?
	Tip
	Tip
	Tip

	Apply for PreETS
	Required Packet
	https://dws.arkansas.gov/ar-rehabilitation-services/field-services/preemployment-transition-services/


	Acceptance Letters
	Required Packet
	Pre-Employment Pre & Post Assessment
	PreTest
	PostTest
	Questions to ask: Where is the timesheet?
	Questions to ask: What jobs count?
	Questions to ask: What activities will be documented?
	Tip: If you know what activities will be pushed our or covered for the month, list them on the original timesheet before pushing it out on Google Classroom.
	Job Exploration Counseling:
	Work-Based Learning Experiences:
	Counseling on Postsecondary Opportunities:
	Workplace Readiness Training:
	Instruction in Self-Advocacy:
	Regular documentation aids in program assessment and provides insights for improvement and support.



	Questions to ask: What dates are available for work?
	Questions to ask: Turning in reports/timesheets.
	Apply to be a Vendor
	More on next page

	Apply to be a Vendor
	Required Application

	Thank You

