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Northwest Territories Power Corporation  4 Capital Drive, Hay River NT X0E 1G2  Phone (867)874-5200

Date

Contractor Representative Name
Contractor Representative Position
[bookmark: _GoBack]Contractor Company Name
Address
Town, postal code


Dear (list contact here):

Re: List Incident Here	Comment by Edwardo: Instructions for Form 14.02.8: Contractor Discipline Letter Template: 
In accordance with the NTPC Contractor Discipline Policy this is a Letter of Discipline template to provide to a contractor.  

Please contact a member of the Health & Safety Department to help draft the letter, as well as to review the final draft prior to sending.  

Items shaded in yellow must be changed to suit individual circumstances.  Remove all yellow shading and all comments in the margin before sending the letter.

On July 05, 2017 at approximately 11:15 am an ABC Construction worker, John Doe, was observed by John Henry and Mary Smith working on top of fuel tank X without proper fall protection.  This is in non-compliance with:	Comment by Edwardo: This is an example.  In the body of the letter describe the incident in detail:
 Date and time
 Workers who were observed
 Where they were observed
 Name of people who observed the workers

Indicate what was not complied with:
 The element and section numbers of the NTPC Health & Safety Management System 
 Sections of the NWT Safety Act and General Regulations
 Contract number
· NTPC Health & Safety Management System Element 14.08: Fall Protection;
· NWT General Safety Regulations section 57(1)(a);
· Contract #12345.

As per NTPC’s Contractor Discipline Policy (attached), no further work shall take place at the worksite until the following conditions are met:	Comment by Edwardo: Review the Contractor Discipline Policy to determine the level of discipline:
  Level 1: Work stoppage until issue is corrected
 Level 2: Work stoppage for a minimum of 48 hours
 Level 3: Contract cancellation  
1) Your company has investigated the incident and provided it to NTPC;
2) Corrective actions have been implemented; and
3) 48 hours have passed.

Please be advised that further safety infractions may result in progressive discipline as per the NTPC Contractor Discipline Policy, up to and including dismissal.  


Sincerely,



Name
Position

Cc. 	NTPC Director, Health, Safety & Environment
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