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Refer to Section 6 below for information on the process for policy review.
	Policy context: This policy relates to:

	Queensland Standards for Community Services


	Standard 2 (Responding to individuals, families and communities)

	Other standards
	<<Insert other accreditation systems that apply>>

	Legislation or other requirements
	<<Insert legislation that applies>>


1. Purpose: Why do we have an allocation policy?
Having clear, written procedures for the allocation of services provides clarity to our clients about what they can expect from us within our resource constraints. Allocation procedures ensure that people wishing to access our services are treated fairly and equitably, that decisions to provide service are made in an objective fashion, and that the service directs its resources to those most in need.
You may wish to write your own purpose statement for your organisation. Otherwise, refer to 
section 1 of the allocation policy template guide for questions to consider when customising this section.

2. Scope
This policy will apply to <<Indicate which clients, services and staff the policy will apply to>>

 FORMTEXT 
 <<Are there any limits or conditions on the way the policy applies to some people?>> 

Refer to section 2 of the allocation policy template guide for questions to consider when customising this section.
3. Policy statement: Our commitment
<<Insert organisation name>> is committed to delivering services and activities that respond to the needs and strengths of our clients, their families and their communities.

We want those who seek to use our service to be confident that their needs and issues have been understood, and that decisions we make about the allocation of our resources are consistent and fair.
Specifically, we will take a consistent and systematic approach to how we:
· <<What will your organisation do to implement this policy? List your actions below. These will be reflected by and further described in your procedures>>
Your organisation may wish to develop its own policy statement. Otherwise, refer to section 3 of the allocation policy template guide for examples to consider when customising this section.
4. Procedures
Your organisation may wish to develop its own statements about its procedures. Otherwise, refer to section 4 of the allocation policy template guide for examples to consider when customising this section.
4.1 Allocation of service (if applicable to your service type)
When requests for our service or an activity exceed our capacity to respond in every case within our available resources, we will determine which clients will be given priority in accessing our services. 
<<How and when will your organisation allocate services on the basis of comparative need and/or waiting times in a way that is consistent and fair?>>
<<What underlying principles and criteria guide your decisions?>>
<<When is it necessary to undertake a risk assessment of the implications for the client of delayed access or not being allocated a service?>>
<<What records will you keep?>> 

<<How will you use service and client data to inform a review of your allocation procedure?>>

Refer to section 4.1 of the allocation policy template guide for examples to consider when completing this section.
5. Other related policies and procedures

	Documents related to this policy



	Related policies
	<<List related policies>>

	Forms or other organisational documents
	<<List other organisational documents>>


Refer to section 5 of the allocation policy template guide for examples to consider when completing this section.
6. Review processes

	Policy review frequency: <<Indicate how often this policy will be reviewed>>
	Responsibility for review: <<Indicate who will review this policy>>

	Review process: <<Describe how the policy will be reviewed>>

	Documentation and communication <<Describe how the policy decisions will be documented and communicated>> 


Refer to section 6 of the allocation policy template guide for examples to consider when completing this section.
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