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FORM 4H Complaint (People and/or their families/whanau) 
 
Please fill in the following form and return to Te Awamutu Primary School, or 
401Teasdale Street, Te Awamutu.  Attention: Complaints Officer. 
 
Receipt of this complaint form will be acknowledged within two working days and 
the matter will be investigated. You will be informed of the outcome within ten working days. 
 
Thank you for bringing your issue to our attention.  
 
Name of person making complaint  
 
…………………………………………………………………… 
 
Date ……………………………………… 
 
 
Contact details including Telephone Number and Address  
 
…………………………………………………………………………………………………………………………………. 
 
………………………………………………………………………………………………………………………………….. 
 
Relationship (if relevant)  
 
TYPE OF COMPLAINT  
 
Staff behaviour            Treatment of people we support            Other    
 
Details of Complaint– Use separate paper if necessary and attach supporting information 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
Signed ___________________________ 
 
Has anyone helped you to complete this form?  Yes/No       Name ____________________________________ 
 
 
 
PTO 

Log Number _____  
 
Date entered: ________ 
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Office use only  
 
Investigator …………………………………………….. 
 
Date complaint acknowledged ……………………   
 
By Whom …………………………………. 
 
Action Taken ……………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
………………………………………………………………………………………………………………………………….. 
 
 
Principal informed  
 
Corrective Action completed by …………………………………..           Date ……………….. 
 
Outcome letter to complainant completed by ………………………….  Date………………… 
 
Attach copies of all documentation (emails, meeting minutes, letters, etc)     
 
 
 
 
 
 
 
Complaints Officer to file in Complaints File (Central file) 
 

Resolution acceptance: Signed ___________________    Date:_______ 
 

Letter   
 

               Email  
 

                  Phone  
 

 


