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Request-handling policy
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Purpose

Ensure incoming requests are received, classified, protected and assigned consistently.

Scope

Requests to the fictional internal support team. Excludes emergencies, legal advice and

clinical decisions, each of which requires an authorised specialist route.

Accountability

The fictional service owner approves the policy; team coordinators maintain the register.

This sample is not approved by a real organisation.

Requirements

Record request ID, purpose, arrival time, classification, accountable owner and next review

date. Restrict sensitive information and record exceptions. A queue label does not authorise

action.

Review

Check a sample monthly for completeness, access concerns and unresolved exceptions. Improve

processes only through fictional owner approval.

FICTIONAL EXAMPLE ONLY - NOT AN APPROVED POLICY, LEGAL ADVICE OR EMPLOYER DOCUMENT.


