INSTRUCTIONS FOR COMPLETING AN APPLICATION FOR LICENSURE AS A NURSING HOME ADMINISTRATOR IN ARKANSAS

Materials Needed To Complete The Application Process
1.
These instructions (2 pages)

2.
Application for Nursing Home Administrators or Administrators-In-Training [Form DMS-7790 (R.04/2022), 4 pages]

3.
LTC Administrator Criminal record Check Form (1 page) and instructions (1 page).

4.
Rules and Regulations for Licensure of Nursing Home Administrators in Arkansas. (13 pages total)

Please review the regulations.  If you comply with the qualification requirements noted under Section II A - D, complete the application and forward it with:

1.  Letters from each of the three references listed on your application.

2.  An explanation of your capabilities or qualifications to function as a nursing home administrator in a business letter format, dated and signed.

3.  An official copy of your college transcript.

4.  A recent photograph of yourself.  The photo becomes a part of your file and will not be returned.

5.  A licensure fee of $100.  This payment must accompany each application packet mailed to the Office.  Please make checks payable to: Department of Human Services.

6.  Completed, signed and notarized Criminal Record Check (CRC) form, with check or money order made out to Arkansas State Police for the amount indicated on the CRC form.  See instruction sheet. (If currently employed by Long-Term Care facility submit copy of current CRC)
Your application, licensure fee and requested documents should be mailed to:

Department of Human Services

Division of Administrative Services

Long Term Care

PO Box 8181 Slot WG2
Little Rock, AR 72203-8181

Applications received are reviewed for compliance with licensure requirements.  Applicants must have both education and long term care experience to be approved.  Please pay particular attention to the core requirements noted under Section II., D. 2; all five (5) of these subject areas must be satisfied, by one of the methods noted, or your application will be denied.  You will receive written notification from the Office that the application has been approved or denied or that additional information is needed.  Candidates may be scheduled for the next examination after determination of eligibility.  Approved test candidates are also required to pre-pay an examination fee.

There are two examinations (NAB exam and the State exam) that candidates must pass in order to be licensed.  The NAB exam is computerized and the candidate must register and pay for this exam using the internet.  The candidate then makes an appointment to take the test.  The State exam is given 4 times per year.
The state regulations to study for the State exam will be provided to the candidate after the candidate has passed both NHA/Core for NAB.
Your application will be denied if you do not meet all of the qualifications for licensure.  You may, however, be eligible to enter the Administrator-in-Training (AIT) program.  The Arkansas Health Care Foundation conducts the AIT Program for the Office of Long Term Care.   Contact this office at 501-682-1873 for information about this program.
Thank you for your interest in the Nursing Home Administrator Program.  If you have any questions concerning the licensure process, please contact our office at nha.licensure@dhs.arkasnas.gov  
If you need this information in a different format, such as large print, contact our Americans with Disabilities Act Coordinator at 682-6321 (voice) or 682-1803 (TDD).
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