
DAYBREAK OUTPATIENT FACILITY PROCESS FLOW          3RD AVENUE,SPOKANE

ADMISSIONS DEPARTMENTCLIENT – PATIENT/PARENTS PRIME OPTIONSASSESMENT TEAM PRIMARY COUNSELLORS
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Client Walk In / Call

Admission Pre-
screening 
· Demographic Info
· Referral
· Legal Issues
· Substance / Alcohol 

Abuse

Insurance 
Information

Private
         DBHR
· Open Website 

(Provider 1)
· Check Coupon 

Validity
· Set Assessment 

Date

Group Health
· Ask Client to Contact 

Provider
· Call Back & Provide 

Confirmation Number

Other Insurance
· Check name 

on the policy
· Policy number

Make Assessment 
Appointment 

(within 48hrs, after 
1st contact)

Add Entry in TARGET 
(wait-list entry)

Insurance 
documents to 
Prime Options

FAX

Private Insurance: Check:
Insurance Benefits
Co-pay
Deductible Information
Drug Benefit Coverage

Insurance 
Documents

(Yes/ No 
coverage)

FAX

Call Parents
· Co-pay 

information
· Requirement of 

Co-Pay on Every 
Appointment

CALL

     Contact Patient 
· Confirm Appointment
· Gather Additional 

Information

· Collect Co-Pay
· Print Out File
· Photocopy Insurance 

Card/Voucher/Coupon

· Assessment of 
Patient

Assessment 
If Patient Needs 

Treatment 

No

Yes
Usually 6 weeks

· Confirm Admission
· Input in TARGET
· Fill Referral Log
· Fill DBHR Title Chart
· Enter GAIN 

Assessment in the 
system

Scan
· Contract
· Treatment 

Assessment
· GAIN

   Input SALs EVERYDAY
   Data tracking in TARGET 
· Activity Data
· Date of Child Visits
· Calls
· Counselor Information

Complete SALs 
EVERYDAY

(service activity logs) 

· DBHR Coupon 
System (Check 
Coupon Validity 
Once a Week)

Turn In SALs For Billing 
(Twice a Week)

Make SALs Entry 
into the System

 (Continuous 

Updating )

PHYSICAL PICK UP

Bill The Insurance 
Companies (Twice a 

Week)

Bill Parents the 
Outstanding Co-Pay 

Amount

 (Every End of Month)

Uncollected 
Balance 

Information

Assessment to Decide 
Whether
·  Scholarship
·  Collections Agency

Outstanding Bill Sent to 

Parents 

Parents Send 
Payment to 

Daybreak

MAIL

Is Account

 Balance = Zero? PAYMENT
Yes

No, Keep Billing 

The Patient
MAIL

MAIL

Schedule an 
Assessment 

Appointment 

Insurance 
Verification

 (Call/ Online)

DBHR Patients
· Check 

Coupon 
Validity

Patient Check In For 
Assessment 

·  Confirm Appointment 
· Make Insurance & 

Release Packages

 Assign Primary 
Counselor

Patient Check In for 
Treatment

Group/ Individual 
Treatment

· Fill Audit Form 
· TB Assessment Yes/No
· DBHR/ Private insurance 

Information
· Give Compliance Letter to 

Payroll Officer/School

Obtain 
Preauthorization from 

Private Insurance 
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