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STANDARD  

To ensure that consistent process is utilised by Bay of Plenty District Health Board 
(BOPDHB) for charging non-eligible NZ residents with bookings in Outpatients, Elective and 
Maternity Waitlists. 

Eligibility Coordinator to receive daily Bus 
Intel report / weekly preadmit maternity report 
for new graded referrals (excl NZL Birthplace 

prior to 1/1/2006) 

Eligibility Coordinator to check eligibility 
status recorded in Patient Management 

System (PMS) for patients identified on report 

above

Blank or

 ‘NOT DETERMINED’

‘CHARGEABLE’

 Recorded in PMS

‘ELIGIBLE’

Recorded in PMS

Eligibility Coordinator to write to referrer 
advising patient ineligible and to refer 

privately, copy to patient

Eligibility Coordinator to send PMS letter to 

patient asking for proof of eligibility
Scheduler to book as normal process

Eligibility Coordinator to place action code 
‘Eligibility Check in Progress’ on referral & 

enter ‘Not Determined’ in demographics

NO RESPONSE/NO PROOF
Eligibility Coordinator to send one further 

follow up letter (or phone call or email)

NO RESPONSE
Enter in PMS not able to contact

NO PROOF SENT
Enter in PMS did not send proof after x 

requests

Eligibility Coordinator to write to GP, copy to 
patient, and advise that the Patient was 

unable to be contacted or proof of eligibility 
could not be obtained and referral is being 

returned.

Eligibility Coordinator to email Scheduler to 
advise the referral should be closed and that 

the referrer and patient have been advised. 

Determined ‘CHARGEABLE’
Eligibility Coordinator to update 

demographics screen in PMS

Enter in Chargeable in Demographics, 
Replace Action code with ‘Eligibility Check 

Completed’ 

Scheduler cannot book unless authorised by 
ACC and Eligibility Manager as an exception 

e.g. where written guarantee of payment 

provided by insurer

Eligibility Coordinator request invoice from 

Finance and send to Insurer

Determined ‘ELIGIBLE’
Eligibility Coordinator to update 

demographics screen and change action 
code in referral to ‘Eligibility Check 

Completed’ in PMS
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