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RE: Client Wait List Check-in Procedures Update

In an effort to (1) enhance wait-listed client engagement, (2) provide a forum for clients to access
referral to other services while waiting for treatment, and (3) maintain up-to-date contact information
for clients on the wait list, the Idaho Department of Health and Welfare has authorized the initiation of a
client wait list check-in program. As of December 1, 2009, clients on the wait list will be required to
check-in via email, phone or text message once a week to maintain their status on the wait list.

Wait List Requirements and Process Overview
1. Clients will be assigned a check-in day at intake. Clients are required to check-in on this day

once per week. (A grace period will be provided.)
Clients may be given a wallet card by referral sources with their check-in day.

3. Clients who are authorized to the wait list will be sent an authorization letter with their check-in
day. This letter will include a wallet card that the client can remove and utilize.

4. BPA will make (1) attempt to call clients who twice fail to meet their check-in requirements.

5. Failure to check-in three (3) times will result in removal from the wait list.

6. Clients who are removed from the wait list are eligible to be on the wait list again but must go
through the process for authorization again. Clients who qualify again to be placed on a wait list
after being discharged will receive a new wait list start date.

7. Clients already on the wait list will not be required to check-in until their existing 90 day
authorization expires. Upon re-authorization, these clients will be assigned a check-in day.

This check-in requirement is waived for:
1. Clients who are identified as incarcerated pending availability of treatment services
2. Clients who are currently participating in treatment services while on the wait list for other
services
3. Adolescents on the waitlist

Implementation for both new clients and clients already on the waitlist will begin on December 1, as
explained above.

The Office of Drug Policy and the Department of Health and Welfare are working closely with BPA to
develop a referral source contact system for Misdemeanor Probation Officers to notify them prior to a
client’s removal from the waiting list. We will provide you with more information as it becomes
available.

In the meantime, if you have any questions or concerns, as always, please do not hesitate to contact
Kathy Skippen at 208-334-6676 or skippenk@dhw.idaho.gov or Amy Holly at 208-947-1288 or
aholly@bpahealth.com .

Thank you in advance for your support of this important new procedure.
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