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	Department of Assistive and Rehabilitative Services

Employment Services Provider
Physical Location(s) Information  

	Instructions:
· Complete this form for each physical location where the entity provides services to DARS consumers.

· All entities must fill out this form:
· to apply to become an employment services provider in response to an Electronic State Business Daily (EBSD) posting;

· to request to add services or counties to an existing DARS contract; or 

· to update information on file with DARS related to an existing contract.   
· For applications to become an employment services provider as outlined in the DARS Division for Rehabilitation Services (DRS) Standards for Providers, follow instructions in the ESBD posting.

· For applications to add services or counties to an existing contract, follow instructions in the Standards for Providers and the ESBD posting associated with the existing contract. Services or counties added to an existing contract must be listed on the original ESBD posting.     
· For updates to information on file with DARS, follow instructions in the Standards for Providers and as directed by the DARS quality assurance specialist for Vocational Rehabilitation Services (QASVRS). Submit updated forms to the assigned liaison counselor and QASVRS.   
· Read and follow all instructions carefully.

· Type all information on form using a computer and get all required signatures.

· Complete all sections of the form. Record “N/A” (not applicable) if a question does not apply.
· Keep a copy of your form with attachments and supporting documentation for your records. 

	Entity’s Information 

	Entity: The business that is requesting or has been granted the bilateral contract with DARS to provide services on behalf of DARS consumers.   

	Entity’s legal name: 

	Entity’s doing business as (DBA) name:



	Has the entity used any other names when doing business? 
If yes, list all other names:



	Texas Identification Number (TIN):

	Employer Identification Number (EIN):



	Physical location name:



	Reason for Submission 

	Date:      

	
	Application 
Electronic State Business Daily Posting Requisition Number: 

	
	Request to add counties or services to an existing contract 

Added:  
Electronic State Business Daily (EBSD) posting requisition number associated with the existing contract: 
Existing Employment Services Community Rehabilitation Programs contract number: 

	
	Update of information due to change in information on file
Employment Services Provider contract number: 

	
	Other: specify: 

	Agency Use Only
Comments:



	Physical Location Information 

	Physical location: The location where DARS consumers will be provided services. If services are provided at a headquarters location, a Physical Location Part 2 must be included for the headquarters.   

	Does the entity own, lease, or use dedicated space in which DARS consumers will be provided services? 
If yes, complete the rest of this form. If no, you do not have to finish completing the form, but you still must submit it as part of the application packet.

	Name of legally authorized representative:



	Signing below certifies that you understand and agree to comply with the statements above. 

	Handwritten signature of legally authorized representative:
X  
	Date:

     

	Physical location name:



	Street address


	City: 

	County: 

	State: 

	ZIP code:


	Mailing address: (only if it is different from the physical address )



	City:

	County:

	State: 

	ZIP code:


	Agency Use Only
Comments, if applicable:

     

	Director of Physical Location 

	Director: The person who is appointed by the legally authorized representative as the primary contact for routine DARS communication and who is responsible for meeting all DRS Standards for Providers and contract requirements. If there is more than one director, record the lead director. See the DRS Standards for Providers for more information about requirements for the UNTWISE Director Credential.   

	Last name:

	First name:

     
	Title:


	Director’s UNTWISE credential number:

	Director’s UNTWISE credential expiration date:


	Phone number:
(
	Alternate phone number:
(   )      

	Fax number:
(
	Email address:


	Agency Use Only
Comments:


	ADA Accessibility at Named Physical Location 

	A paper copy of the completed “ADA Checklist for Existing Facilities” must be kept on file at the physical location and at the headquarters. DARS will request access to this document at monitoring reviews.   

	I, the director, certify that I have read the information found at ADA Checklist for Existing Facilities.
	
	

	I, the director, certify that the “ADA Checklist for Existing Facilities,” a fillable form based on the 2010 ADA Standards for Accessible Design, was used to answer the questions below.
	   Yes
	

	I, the director, certify that the “ADA Checklist for Existing Facilities” is on file for this physical location at the headquarters and will be made available to DARS upon request.
	   Yes
	

	I, the director, acknowledge that falsification of any response on the “ADA Checklist for Existing Facilities” might result in termination of any contract awarded.
	   Yes
	

	I, the director, acknowledge that DARS staff members might inspect the physical location for accuracy of responses provided on the “ADA Checklist for Existing Facilities” and for compliance with meeting consumer’s individual needs related to accessibility.
	   Yes
	

	Director’s name:


	Director’s handwritten signature:

X  
	Date:      

	ADA Checklist Responses 

	Do not submit the completed ADA checklist that was printed from the ADA Checklist for Existing Facilities. Keep the completed ADA checklist at the physical location and headquarters and make it available to DARS upon request. 

	1. Answer the questions below about Priority 1—Approach & Entrance checklist items. 

	A. Does the physical location meet all Parking Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible parking.



	B. Does the physical location meet all Exterior Accessible Route Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an Exterior Accessible Route.



	C. Does the physical location meet all Curb Ramps Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible Curb Ramps.



	D. Does the physical location meet all Ramps Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible ramps.



	E. Does the physical location meet all Entrance Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible entrance to the building. 

     

	2.  Answer the questions below about Priority 2—Access to Goods & Services checklist items. 

	A. Does the physical location meet all Interior Accessible Route Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible interior route.



	B. Does the physical location meet all Ramp Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible ramp.



	C. Does the physical location meet all Curb Ramps Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible curb ramps.



	D. Does the physical location meet all Elevator Standards listed in the ADA Checklist for Existing Facilities?
	
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible access to facilities that are not on the entry-level floor.

     

	E. Does the physical location meet all Platform Lift Standards listed in the ADA Checklist for Existing Facilities?
	
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible access to the facility’s services not on an entry-level floor. 

     

	F. Does the physical location meet all Signs Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need signage to meet their accessibility needs. 

     

	G. Does the physical location meet all Interior Doors Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible interior doors.

     

	H. Does the physical location meet all Room and Spaces Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible rooms and spaces.

     

	I. Does the physical location meet all Controls Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible controls.



	J. Does the physical location meet all Seating-Assembly Areas (classroom) Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible seating in assembly areas.

     

	K. Does the physical location meet all Seating Dining Surfaces and Non-employee Work Surfaces (meeting and conference rooms) Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible Seating Dining Surfaces and Non-employee Work Surfaces (meeting and conference rooms) rooms.

     

	L. Does the physical location meet all Seating General Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible seating in reception or waiting areas.

     

	M. Does the physical location meet all Benches Standards listed in the ADA Checklist for Existing Facilities?
	
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible benches.



	N. Does the physical location meet all Check-Out Aisles Standards listed in the ADA Checklist for Existing Facilities?
	
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible check-out aisles.



	O. Does the physical location meet all Sales & Service Counters Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible sales and service counters.

     

	P. Does the physical location meet all Food Service Lines Standards listed in the ADA Checklist for Existing Facilities?
	
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible food service lines in cafeterias or breakrooms.

     

	3. Answer the questions below about Priority 3—Toilet Rooms checklist items. 

	A. Does the physical location meet all Toilet Rooms Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible toilet rooms.

     

	B. Does the physical location meet all Toilet Accessible Route Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible route in toilet rooms.

     

	C. Does the physical location meet all Signs at Toilet Rooms Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible signs in toilet rooms.

     

	D. Does the physical location meet all Toilet Entrance Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible toilet entrance.

     

	E. Does the physical location meet all In the Toilet Room Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need an accessible toilet (within restrooms). 

     

	F. Does the physical location meet all Lavatories Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible sinks in the toilet area.

     

	G. Does the physical location meet all Soap Dispenser and Hand Dryers Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible soap dispensers and hand dryers.

     

	H. Does the physical location meet all Water Closets in Single-User Toilet Rooms and Compartments (Stalls) Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	Does the physical location meet all Toilet Compartments (Stalls) Standards listed in the ADA Checklist for Existing Facilities?
	   Yes
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible toilet (stall) areas.

     

	4. Answer the questions below about Priority 4—Additional Access checklist items. 

	A. Does the physical location meet all Drinking Fountain Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible drinking fountains.

     

	B. Does the physical location meet all Public Telephones Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible telephones.



	C. Does the physical location meet all Alarm Systems Standards listed in the ADA Checklist for Existing Facilities?
	
	

	· If not, describe how the physical location will ensure that services will be provided to DARS consumers that need accessible alarm systems.



	Agency Use Only
Comments:


	Additional Physical Location Requirements 

	1. Does the building have an Occupancy Permit and/or Building Permit? (Attach proof to the form.)
	
	Agency Verified:


	2. When was the most recent fire inspection completed for this physical location? (Attach proof to this form.)
	
	Agency Verified:
   Yes 

	· Does the physical location maintain working, up-to-date fire extinguishers in all public areas where consumers will be?
	   Yes 
	

	· Does the facility have visible and audible fire alarms?
	
	

	· Are exit signs posted for all exits in building(s)?
	
	

	· Are exit diagrams posted for all locations and sections of the building(s)?
	
	

	· If the answer to any of the questions above is “no,” describe how in the event of a fire the physical location will ensure the safety of consumers?

     
	

	3. Does the physical location have the “Abuse, Exploitation and Neglect” contact number posted?
	
	Agency Verified:



	· Describe the location(s) where the numbers are posted:

     
	

	4. Does the physical location have the DARS 1-800 number posted? 
	
	Agency Verified:



	· Describe the location(s) of the posted numbers:

     
	

	Agency Use Only
Comments:


	Certification Statement 

	Physical location’s director’s typed name:


	Date:



	I, the director, certify that the information provided in this application is, to the best of my knowledge, complete and accurate, and that the named legal entity has authorized me as the director for the physical location given on this application form.   

	Director’s handwritten signature:

X  

	Agency Use Only 

	Comments:


	Reviewers of the application:  

	Date
	Reviewer
	Title
	Signature
	Initials
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