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AUDIENCE:   Residential Habilitation Service Providers and Administrative Entities interested 

in Approved Program Capacity (APC) Changes 
  
Residential Habilitation Service Providers interested in Vacancy Factor Exception 
(VFE) Process for Fiscal Year (FY) 2013-2014 

 
 
PURPOSE:   To announce the recorded training session and supporting documents for the 

Waiver Exception Report Form Training held on Tuesday, March 10, 2015 from 
1:00-3:00 is now available for viewing on the Provider Information Center and AE 
Information Center. 
 
To provide responses to questions that the Department received regarding the 
processes to support the provider settlement agreement. 

  
 
BACKGROUND AND DISCUSSION:   
 
ODP conducted a training session on Tuesday, March 10, 2015 from 1:00-3:00.  The training 
was recorded and posted for those unable to attend the live session.   
To view the recording of the Waiver Exception Request Form training: 

Informational Memo  
 

Processes to Support the Provider Settlement 
Agreement Webinar 

Training Q&A and Recording Posted 

Vacancy Factor 
Exception
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 No login is required.   

 Type in http://pic.odpconsulting.net/ 

 Scroll to the bottom of the page, under the section entitled ODP Business Practice 
Information 

 Click on the link for Ch 51 Provider Settlement 

 Click on the longer link in the center – that is the recording.   

 Do not click on the second link that says Ch 51 Provider Settlement because that will 
request a log-in. 

 
Below is a list of questions and answers to prepare you requesting a change in approved 
program capacity or vacancy exception request under the provider settlement agreement. 
 

Topic Question Answer 

APC When you say the end date will be 
June 30th, if you had a request in, so if 
you had a vacancy and you were 
actively looking for referrals, and you 
are still no getting any referrals, do 
you have to submit another request 
for that to carry over into the next 
fiscal year? 

The change in APC that we are discussing today, 
in relation to the provider settlement, 
automatically restores to the original APC prior to 
your request.  If you still have a vacancy on 7/1, 
you should work with your waiver capacity 
manager (WCM) and follow the original request 
for a change in APC, where you would have to 
submit justification based on the needs of the 
individuals in the home. 

APC If a residential vacancy occurs June 
15, 2014, prior to the new fiscal year 
2014/2015, will the transitional start 
date for the reduced capacity be July 
1? 

Yes, all changes related to the settlement will be 
effective July 1, 2014. 

APC How many days do we have, after we 
sign the addendum, to the get the 
APC change to the WCM?  Is there a 
dead line? 

Providers can technically request a change in APC 
up to and including June 30, 2015.  Providers 
must submit all requests for processing by July 
15, 2015. 

APC Are we able to ask for a retro change 
if we had an open bed in this FY, and 
if so is there a minimum number of 
days that it would have to be open? 

Providers may make a retroactive request back to 
July 1, 2014 or the effective start date, as listed in 
Promise.  There is no minimum number of 
vacancy days required to request a change to the 
APC specified in the settlement agreement; 
however, providers should consider that all 
retroactive days must be voided and rebilled in 
PROMISe. 

APC Should a provider opt to reclassify a 
home capacity during fiscal year 
2014/15, what is the procedure for 
billing?  If a provider voids and rebills, 
they are concerned about a potential 
cash flow shortfall. 

There will be an informational memo released 
shortly pertaining to requests for changes in APC.  
There will be information regarding billing 
contained in that document.  Claims must be 
voided, rather than adjusted, because of the 
change in the procedure code billed.  If you, as a 

http://pic.odpconsulting.net/
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provider, experience a cash flow shortfall because 
of this issue, please email your RFO to discuss 
fiscal options. 

VFE On the form you are using HCSIS 
authorized units, but when we go 
through provider monitoring, you are 
not allowed to be under 90% 
utilization.  So we have the AE adjust 
the waiver authorized units for 
residential and for fee schedule 
services, so how do we fix this? 

The AE should not be adjusting the units of 
service solely based on the provider monitoring 
requirements.  The units should remain the same 
and the teams should be evaluating patterns of 
under-utilization, under 90%, and developing 
corrective action plans, as needed.  ODP will be 
incorporating this into the training provided to 
the AEs and Providers in relation to the 
monitoring process. 
If the AE did adjust units of service during FY 
2013-14, solely based on the 90% utilization 
requirement under provider monitoring, please 
contact the rate setting mailbox or your RFO for 
specific instructions on how to proceed with 
completing this Vacancy Exception Form. 

VFE On Column U, would that include 
medical leave days as documented in 
the client record associated with 
hospitalization in excess of 30 days?  
Or is that only the days that would 
have continued to be waiver eligible? 

It is only waiver eligible days.  When someone has 
been hospitalized in excess of 30 consecutive 
days, the individual is typically disenrolled from 
the waiver. 

VFE In column AA, the issue of 
transitional vacancy, in the previous 
section of this training on the change 
in APC, the transitional vacancy was 
defined as a vacancy created by an 
individual moving out of a site or 
unfortunately passing away, 
therefore the vacancy being created.  
Would an individual moving, for need 
reasons, into a home that has 
capacity, create a transitional 
vacancy at the old location? 

Yes.  The transitional vacancy days would be 
reflected at the old location, as the new location 
has filled the existing vacancy. 

VFE For a three person home, are you 
looking for the authorized units to be 
lumped into one line or would you 
like it broken out for the three 
individuals? 

The line would include all authorized units for all 
individuals, at that service location code, for that 
procedure codes.  There would only be one line, 
which contains all the authorized units. 

VFE In column AB, days that exceed the 
federal limits, could you clarify that 
for us?  If someone was disenrolled 
from the waiver, the HCSIS 
authorized units in column O, would 
be reduced.  Would we need to put 

If the authorized units were adjusted, then you 
would not report the days that exceed the federal 
limits in column AB.  If the authorized units were 
not adjusted, then you would report the days that 
exceed the federal limits in column AB. 
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the days that exceed the federal limit 
(over 30 days) in this column? 

VFE What is the due date for submission 
of the vacancy exception form? 

April 15, 2015 is the due date listed in the 
addendum to the settlement agreement.  ODP 
received a request to consider changing this date 
to April 30, 2015.  ODP is granting this request for 
an extension to the due date. 

VFE When trying to complete this sheet I 
noticed we have a house that opened 
11/19/2013.  In December 2013 the 
house went from a 3 individual home 
to a 4 individual home.  The start 
dates for the individuals in the house 
0163 all have different start dates.  
How do I know which date to use? 

You should use the date that the house opened 
and was providing services.  For the three 
individual procedure code it would be 11/19/13, 
ending with the date that it changed to four 
individual home.  Then there would be a separate 
line for the MPI/SLC with the four individual 
procedure code with the start date of the change 
in authorizations. 

VFE My agency needs additional lines to 
complete this request, what should 
we do? 

Please email your RFO or the ratesetting mailbox 
for a longer form. 

VFE When can the form be filled out and 
when the final one will be issued?  Or 
was the one in the most recent e-
mail the official form that can be 
filled out? 

The form issued on March 9, 2015 - Addendum to 
ODP Announcement 021-15 Office of 
Developmental Programs (ODP) Webinar 
Training:  Processes to Support the Provider 
Settlement Agreement, is the final form, unless 
the agency needs additional lines.  Please email 
your RFO or the ratesetting mailbox for a longer 
form. 

VFE How will the vacancy exception form 
then translate into a sum we may be 
receiving back? 

The calculation for the payment amount will be 
performed by ODP once it has been determined 
that an exception should be granted.  Exhibit A-1 
of the Amendment to the Provider Settlement 
Agreement outlines how that reimbursement is 
calculated. 

VFE Will all correspondence with these 
forms etc. be via e-mail? 

The provider must submit the vacancy exception 
form electronically to their RFO.  ODP will make a 
determination after the addendum to the 
provider agreement is signed.  All communication 
will be with the email that submitted the request 
or the email contained in the contact information 
on the form. 

VFE If the open bed was caused by a 
private pay, out of state placement, 
or base-funded individual is that bed 
eligible for the vacancy request, or is 
it only for a bed that was held by ODP 
funding. 

The starting point in the vacancy exception form 
is the HCSIS waiver authorization.  If the 
individual funded from another funding source, 
there would be no HCSIS waiver authorization.  
Therefore, those days would not be eligible for 
the vacancy exception.   

VFE A site was a 4 bed home up until Aug Yes. 
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2014.  In Aug 2014, we increased 
capacity to 6.   
The 5th consumer came in Aug 19.  
Are the 18 days prior transitional 
vacancy days and the 6th consumer 
did not come in until March 9th, 
would we count those missing days 
as transitional vacancy days?  

VFE We provided one respite day billed as 
W7259.  We do not see that on the 
template as an option. 

There are several respite codes not visible when 
you first select the drop down.  There is a scroll 
bar, which will show all the respite codes.  W7259 
is the 14th code on the list. 

VFE Can providers submit the Exception 
Request form for just the Residential 
services (W6090-6098), and not 
report the "Other Residential" 
(Family Living) services? 

ODP cannot accept a form that is not completed 
in its entirety. 

VFE In column AC - Medical Rehab and 
Therapeutic Vacancy Factor - they are 
all showing up as N/A - no factor is 
calculating.  I am missing something 
or is there an issue with the formula? 

Please look at excel row 158 and 159 (or rows 
1008 and 1009 of the expanded form), as 
indicated during the training.  The calculation is 
not at the site level, but rather calculated across 
all 6400 homes and then separately across all 
other residential homes. 

VFE As we are working on the form we 
have noticed that a location, which is 
a 3 individual home has authorized 
units for an individual that passed 
early in the year, but has 365 units 
still showing as authorized.  His 
vacancy was filled and we have total 
authorized units for the house is 
1297.  Should we be using the 1297 
or the 1095 as the available units? 

Please reflect the authorization as listed in HCSIS.  
You can include any authorized days after the 
date of death in the column AB - exceeds federal 
limits.  Also, place a comment in the comments 
column including the individual’s initials. 

VFE How will ODP reconcile 13/14 HCSIS 
authorized services with providers 
actual data?  (There are known 
discrepancies). 

ODP will pull HCSIS service authorizations from 
the provider service details report in HCSIS when 
the provider submits the request.  If there are 
known discrepancies, please note these in the 
comments column on the vacancy exception 
request form. 

Cost Report I am assuming this reporting will have 
a change in the cost reporting 
process, as the W code fluctuation 
will be impacted.   

You can reference the Certification Page – Service 
Locations, Certification Page – Provider Service 
Selection, and Schedule A – Capacity/Unit of 
service sections of the cost report instructions. 

Provider 
Agreement 
Addendum 

There was a reference to signing the 
addendum to be eligible for this - is 
that also forthcoming for us to sign? 

You will receive information in the near future 
when this Addendum is available. 
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All After reviewing the information for 
the vacancy settlement, we are still 
not clear on the difference between a 
transitional vacancy and a permanent 
vacancy.  How does permanent 
vacancy differ from transitional 
vacancy? 

Permanent vacancy is the same as transitional 
vacancy.  The term transitional vacancy was the 
language used in the settlement agreement, so it 
was also used in these forms and in the training. 

Payments made under these modified policies may be subject to partial recoupment if the 

federal government ultimately does not approve or otherwise does not recognize the 

modified policies. 

If you have additional questions about change in approved program capacity, please contact your 
Regional Waiver Capacity Manager. 

ODP Regional Waiver Capacity Managers (WCMs) 

Name e-mail Region 

Bill Bruaw  wbruaw@pa.gov 

 

Central 

Mary Citko mcitko@pa.gov 

  

Southeast 

Marie Craven mcraven@pa.gov  

 

Northeast 

Dan Goclano dgoclano@pa.gov  

 

Western 

 
If you have additional questions about the Vacancy Exception Request Form, please contact your 
Regional Fiscal Officer. 

ODP Regional Fiscal Officers 

Name e-mail Region 

Carol Harty c-charty@pa.gov  

 

Central 

Agnes Rudolf c-arudolf@pa.gov 

  

Northeast/Southeast 

Reid Stewart c-restewar@pa.gov  Western 

 

Rate Setting Mailbox ra-ratesetting@pa.gov   
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