
 1

 
 

ALLEGHENY COUNTY 
DEPARTMENT OF HUMAN SERVICES 

 
 
 

 
 
 
 

CONTRACT SPECIFICATION MANUAL 
FOR SERVICES PURCHASED FOR CONSUMERS OF 

THE OFFICE OF BEHAVIORAL HEALTH: 
 

EARLY INTERVENTION 
 

FY 2020-2021 
 



 2

TABLE OF CONTENTS 
 

Introduction……………………………………………………………………03 
 
Chapter 1     CONTRACTOR Conditions…………………………………….04 
 
Chapter 2     Fee for Service Payment Provisions…………………………….09 
 
Session Note and Annotated Guide for Completion………………………….10 
 
Pennsylvania’s Approach to the Delivery of Early Intervention Services……14 
 
 
 
                    
 
 
 
 
 



 3

INTRODUCTION 
 
The Early Intervention Contract Specifications Manual provides the specific terms and 
conditions which are applicable to the service or services being provided through an agreement 
between the Allegheny County Department of Human Services and a contracted 
CONTRACTOR.  By reference in the agreement, the applicable chapters or provisions of the 
Contract Specifications Manual are incorporated therein. 
 
Further, the manual identifies any forms or procedures that the CONTRACTOR must comply 
with to assure the COUNTY’S compliance with the requirements of the funding source(s). 

 
The terms, conditions, forms, and procedures in this manual are subject to change from time to 
time as required by law and shall be amended or modified by written notification from the 
COUNTY to the CONTRACTOR. 

 
In addition, CONTRACTOR is required to comply with the Terms and Conditions of additional 
contract specifications manuals, including but not limited to: 

 
1. DHS General Requirements/ Contract Specifications Manual 
2. DHS Payment Provisions Manual 
3. Master Provider Enterprise Repository (MPER) 
4. Minority/Women/Disadvantaged Enterprises (M/W/DBE) 
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CHAPTER 1: CONTRACTOR CONDITIONS 
 
CONTRACTOR shall adhere to the following terms and conditions as put forth 
in the “Mental Health and Mental Retardation Act of 1966” Special Session No. 3, October 
20, 1966 P.L. 96, No. 6, 50 P.S. (4101-4704) 301 (d), the “Mental Health Procedures Act”, 
Act 143 of 1976; 50 P.S. §7101 et seq. which specifies the services which are to be made 
available under the Allegheny County Department of Human Services by the local 
authorities; and, for which the COUNTY contracts with CONTRACTORS. 
 
A. Definitions:  The following definitions shall apply throughout this Manual. 

1. “Act” refers, as applicable, to the “Mental Health/Mental Retardation Act of 
1966”, or the “Mental Health Procedures Act of 1976”. 

2. “Regulations” refers, as applicable, to Regulations promulgated under the Act by 
the Offices of Mental Health/Intellectual Disabilities, Pennsylvania Department of 
Human Services, and Allegheny County’s Department of Human Services.  Early 
Intervention Regulations are found in (55 PA. Code CHS. 4225 and 4226.) 
www.dhs.state.pa.us 

3. “IFSP” refers to the Infant/Toddler’s Individualized Family Service Plan which is 
written by the Service Coordinator in conjunction with the family, selected 
Providers of Service and other invited guests and identifies services and actions 
necessary to meet the infant/toddler’s outcomes. 

 
B. Early Intervention Services are further defined in PA EI State Regulations and   

the Infant Toddler and Family (ITF) Waiver Agreements. 
 
C. Early Intervention Services: Services authorized for each infant/toddler shall be included 

in the child’s IFSP and shall be identified using the service names and included on the 
rate schedule.  CONTRACTOR through the Service Coordination (SC) unit is 
responsible for ensuring that all IFSPs include the service names along with other 
pertinent information. 

 
D. Any changes to the services under the AGREEMENT that result in changes in the 

approved activities or the location of activities or the addition, reduction or deletion of 
services to be purchased by the COUNTY from CONTRACTOR under the 
AGREEMENT must receive prior written approval from the Allegheny County 
Department of Human Services (DHS), Office of Behavioral Health (OBH) Deputy 
Director and/or designee.  CONTRACTOR requesting change must submit a written 
request to the DHS Director and the DHS Deputy Director for the Office of Behavioral 
Health/Early Intervention at least ninety (90) days prior to the anticipated change. 
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E. Performance Conditions: 
 

1. CONTRACTOR shall be bound to comply with such review of all aspects of their 
respective programs as are required by all appropriate Federal, State, and COUNTY 
authorities.  Such reviews and evaluations shall be made at reasonable times during 
the term of the agreement and may be subject to unannounced monitoring at various 
times based upon need and may also include reviews of individual consumer records 
by the Allegheny County Department of Human Services (DHS), Office of 
Behavioral Health (OBH) Deputy Director and/or designee.  The most current version 
of OCDEL’s Early Intervention Verification Tool & Protocol will be used for 
monitoring. 

 
2. CONTRACTOR shall permit an authorized designee of COUNTY to attend that 

portion of any such meetings affecting the services funded by the AGREEMENT, and 
shall provide COUNTY at CONTRACTOR’S expense, with an accurate copy of that 
portion of the minutes of any such meeting within a reasonable time after its 
adjournment.  CONTRACTOR shall provide COUNTY with reasonable advance 
notice of the date, time and place of its Citizen Advisory Council meetings and Board 
meetings when appropriate. 

 
3. CONTRACTOR does hereby agree to provide promptly on the execution of the 

AGREEMENT, a full and complete copy of the by-laws of the Provider Corporation, 
certified to be a true and correct copy of the same by the Secretary or Assistant 
Secretary.  CONTRACTOR further agrees to promptly provide a certified copy of 
any changes in the by-laws which may be adopted by the corporation during the term 
of the AGREEMENT. 

 
4. CONTRACTOR shall use the ITF Waiver Funds provided only for those 

infants/toddlers eligible to receive Waiver Services and in accordance with the 
provisions of the approved IFSP and the 2176 Waiver Supplemental Grant 
Agreement, and any amendments hereto attached, and incorporated by reference 
herein. 

 
5. CONTRACTOR shall utilize the Allegheny County Early Intervention referral 

system in accordance with Allegheny County Referral System policy and procedure.  
Alternative access to and/or uses of the referral system without direct consent from 
Allegheny County Department of Human Services (DHS), Office of Behavioral 
Health (OBH) Deputy Director and/or designee will be considered noncompliance 
with Allegheny County policy/procedure and could result in financial penalties or 
other sanctions unless waived by the Deputy Director. 

 
6. CONTRACTOR shall ensure that communication, correspondence and 

advertisements inform public and private entities to contact CONNECT Hotline at 
800-692-7288 or the SC unit directly for referral to EI services.  CONTRACTOR 
shall not endorse alternative processes for getting started with EI services or 
scheduling evaluations. 
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7. CONTRACTOR shall supply COUNTY with such consumer and service information 
as shall be duly required by COUNTY for the purposes of management, 
accountability, and compliance with State and Federal reporting mandates, if the 
COUNTY’S requests are in conformity with applicable laws on consumer 
confidentiality and that they include appropriate technical specifications as to the 
manner(s) and mode(s) in which information will be accepted.  Said information shall 
include, but not be limited to, that required by the COUNTY of the CONTRACTOR 
for entry and maintenance of the Master Provider Enterprise Repository (MPER), 
CIPS, and PELICAN. 

 
8. CONTRACTOR may utilize outside consultants and vendors in designing and/or 

operating its information management system, but CONTRACTOR’S obligation to 
COUNTY is not transferable to any other party.  Significant and/or persistent failure 
to supply and/or update requested information shall result in financial penalties or 
other sanctions unless waived by the Allegheny County Department of Human 
Services (DHS), Office of Behavioral Health (OBH) Deputy Director and/or 
designee. 

 
F. Personnel Action Plan: The CONTRACTOR shall employ all positions as required to 

fulfill the AGREEMENT and in conformity with the Allegheny County Personnel Action 
Plan, subject to available funding for all program funded cost centers.  CONTRACTOR 
must submit to COUNTY annually, with the AGREEMENT, a copy of their salary and 
fringe benefit package in conformance with the DPW maximum reimbursement of 
salaries and fringe benefits. This provision only applies to providers that are program 
funded. 

 
G. Human Experimentation:  All experimentation with human subjects involving any 

physical or mental risk to those subjects shall be prohibited without all of the following: 

1. Prior written approval of the Department of Public Welfare, Office of Behavioral 
Health, subject to all applicable laws, statutes and regulations; 

2. Prior informed and voluntary written consent of the subject; 

3. Prior informed and voluntary written consent of his/her parents or legal guardian, if 
the consumer is deemed to be a minor or incompetent. 

4. Each potential subject shall be informed prior to his/her consent that refusal of 
consent will not result in the loss of any benefits to which the subject is otherwise 
entitled to form the Federal Government, Commonwealth, COUNTY, 
CONTRACTOR, or any third-party insurer. 

 
H. The initial and annual evaluations must be conducted by personnel independent of service 

provision.  In the event that an Independent Assessor is not available to complete the 
annual evaluation within the required time frame, a treating provider may complete the 
evaluation with prior County approval.  The initial evaluation report must be completed 
in sufficient time to enable the IFSP to be developed within 45 days of referral to Early 
Intervention services.  If exceptional circumstances make it impossible to complete the 
evaluation within the 45-day time-frame, the reasons must be documented in the child’s 
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record and PELICAN.  A written report must be provided to the family within 30 days of 
the completion of the evaluation. 

 
I. Once the IFSP has been developed, it must be implemented within 14 days.  Each 

provider agreeing to provide a service must ensure that the service identified on the IFSP 
starts within 14 days of the IFSP unless the family requests a delay in the start of service 
delivery.  CONTRACTOR will provide ongoing supervision of staff to ensure that 
contact with the family is made in a timely manner so that services can start within 14 
days. 
 

J. CONTRACTOR will enter Service Start Dates into the referral system within  
five (5) business days of each initial service delivery.  Additionally, in the event that a 
service is not delivered within 14 days of the development of the IFSP, CONTRACTOR 
will accurately reflect the reason for pending or late service provision no more than five 
(5) business days after the required service delivery date. 

 
K.  CONTRACTOR must ensure that all personnel (including contracted personnel) meet all 

necessary preservice training and the 24 hours of annual training as specified in EI 
regulations and OCDEL’s Early Intervention Verification Tool & Protocol.  
CONTRACTOR will provide Annual Mandatory Training for all therapists delivering EI 
services.  This training must be conducted between July 1 and October 31 of each fiscal 
year.  Additionally, CONTRACTOR will ensure that personnel participate in county and 
statewide trainings involving current and new regulations and/or initiatives as requested 
by Allegheny County Early Intervention office. 
 

L. Documentation of Early Intervention service delivery must be completed by an Early 
Intervention professional when IFSP services are delivered to a child as well as when 
planned service delivery does not occur.  CONTRACTOR must have a system in place to 
ensure that all therapists complete their session notes according to OCDEL’s most current 
“Annotated Guidance for Writing Early Intervention Session Notes” (http://www.eita-
pa.org/). 

 
M. CONTRACTOR will document the progress of each child receiving services by 

completing ECO entry and exit data using the Ounce Scale as set forth by the Office of 
Child Development and Early Learning (OCDEL). Each Provider must ensure that the 
therapist assigned to document outcomes meets the timelines as outlined in OCDEL’s 
Announcement:  EI -09-#04. In addition, each therapist will document the child’s 
progress in meeting the outcomes on the IFSP by completing a written Quarterly Progress 
report and Annual Review Progress Update report, obtaining parent/primary caregiver 
signatures and submitting the reports to the child’s Service Coordinator.  

 
N. CONTRACTOR will utilize service delivery models that align with Pennsylvania’s 

Infant/Toddler principles. (See attachment). This will include ongoing conversations with 
parents/caregivers about Early Learning Standards and utilization of Family Coaching / 
Home Based Coaching discussion and activities.  
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O. Fee for Service: Fee for Service rates are established by OCDEL for each service except 
for Service Coordination, Vision and Hearing.  These rates are negotiated with the 
COUNTY.  Only those services and associated rates included in the EI rate schedule will 
be reimbursed. Any changes in services identified during the term of the contract must 
have prior approval from the program office. Rates are the same for COUNTY, Waiver, 
and MA reimbursement. 
 

P. CONTRACTOR will complete the Fee for Service Worksheet and corresponding Profit 
& Loss Statement using the Dan Bradley rate setting methodology when requested by the 
COUNTY.  The completed packet must be returned to the EI Coordinator within 60 days 
of receipt. 
 

Q. CONTRACTOR will ensure that EI professionals have submitted enrollment applications 
to Medical Assistance (MA) as required by the Office of Medical Assistance Programs 
(OMAP) prior to treating a child/family but no later than 30 days of hire/contract date.  If 
a problem occurs with the processing of the application(s), CONTRACTOR will 
maintain weekly contact with OMAP until the issues are resolved.  CONTRACTOR will 
ensure that EI professionals revalidate their Medical Assistance enrollment every 5 years 
and submit a revalidation application at least 60 days prior to the expiration of their 
current validation.  CONTRACTOR will maintain documentation of their timely 
applications and efforts to resolve any issues that arise.  If an EI professional is not 
validated/revalidated within 30 days of hire/contract/MA enrollment expiration, 
CONTRACTOR will immediately notify the Allegheny County EI Coordinator.  
Allegheny County is not responsible for payment for MA billable services provided by an 
EI professional who is not enrolled as a MA provider. 
 

R. CONTRACTOR will submit billing claims within 60 days of the date that a service was 
provided. If a problem occurs with the processing of MA claim(s), CONTRACTOR will 
maintain weekly contact with OMAP until the issues are resolved.  CONTRACTOR will 
maintain documentation of their timely billing and efforts to resolve any issues that arise.  
In the event a billing issue is not resolved within 120 days of the claim submission, 
CONTRACTOR will immediately notify the Allegheny County EI Coordinator.  Claims 
billed more than 180 days after the date of service may not be paid. 
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CHAPTER 2: FEE FOR SERVICE PAYMENT PROVISIONS 
 
 
Early Intervention providers will provide authorized treatment services to eligible infants, 
toddlers, and families pursuant to a current Individualized Family Services Plan.   

 
Providers will bill for delivered services through the PROMISe system.  Payments for 
MA and Waiver services will be made from the state treasury directly to the provider.  
Payments for County Maintenance services will be processed and paid to the Provider by 
the Alliance for Infants & Toddlers (AFIT) acting as the Administrative Services 
Organization (ASO) for Allegheny County. 
 
A payment agreement will be renewed annually between the Alliance and Provider 
outlining payment detail. 

  
      Any incorrect payments noted by AFIT or Allegheny County will be 

subsequently adjusted according to the child’s IFSP  
 
Payment from AFIT to Providers will be made as long as funds are available from 
Allegheny County Department of Human Services.  AFIT is not responsible for payment 
if there are not sufficient funds available from Allegheny County. 
 
Allegheny County is responsible for assuring reimbursement for eligible services up to 
the amount of the allocation received each fiscal year by the Department of Human 
Services, Office of Child Development and Early Learning. 
 
The Alliance will provide any reports requested by Allegheny County. 
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