
Otakiri School Complaints Procedure 

 

 

Verbal 

Caregiver has a concern about 
something happening at the school 

Caregiver asks for an appointment 
with the child’s teacher. Issue 
discussed with teacher 

Matter unresolved or has 
resurfaced. Make an appointment 
and discuss with principal. 

Matter unresolved. Complaint put in 
writing using complaints form. 
Written Complaint 

 

Matter resolved and resolution 
agreed for future action 

After an agreed period of time 
eg two weeks – resolution 
unsuccessful ie concern has 
resurfaced 

Matter resolved and resolution 
agreed for future action. 

After an agreed period of time 
eg two weeks – resolution 
unsuccessful ie concern has 

resurfaced 
 

Written Complaint 

Verbal Complaint 

Written complaints need to use the schools complaints form including date and names of those 
concerned. Forward completed form to either the following; Principal or the BOT Chairperson 

Complaint about the Principal Complaints about Teachers / School administration Complaint about BOT/ Governance 

Complaint should be addressed to 
BOT Chairperson – any BOT member 
can be approached to assist with this 

Complaint should be addressed to the 
Principal 

Complaint should be addressed to 
BOT Chairperson – any BOT member 
can be approached to assist with this 

Acknowledgement 

All original forms to be signed & dated upon receipt 
and photocopy given to complainant, BOT 

Chairperson, BOT complaints portfolio holder and a 
copy kept in the complaints register at school 

BOT Meeting 

The complaint is tabled at the next Board meeting, Either the whole BOT or a committee will investigate & report 
back to the whole BOT. Parties may be invited to speak or answer questions, mediation may be sought 

Outcome 

The Boards response is communicated to the parties to the complaint 
 

Complaint resolution / Appeal Process 

The BOT will endeavour to reach a satisfactory resolution for all parties / complainants can request an appeal 
 

Reporting / Monitoring 

All written complaints, including the agreed resolution will be recorded in the complaints register. The BOT will 
review the complaint register on an annual basis, identifying specific areas for improvement. 

 


