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Understanding Insubordination  

Insubordination in the workplace refers to an employee's refusal to obey a direct 

order from a superior, provided that the order is lawful and reasonable. It can take 

various forms, including open defiance, refusal to complete assigned tasks, verbal 

disrespect, or even passive resistance. If left unchecked, insubordination can erode 

workplace morale, hinder productivity, and create a toxic work environment. 

Identifying the Signs of Insubordination  

Common signs of insubordination include: 

• Directly refusing to follow instructions 

• Disrespectful or inappropriate language towards supervisors 

• Ignoring company policies or procedures 

• Openly challenging authority in a disruptive manner 

• Repeatedly delaying or avoiding assigned work tasks 

Steps to Address and Manage Insubordination 

Clarify Expectations   

Clearly outline job roles, responsibilities, and behavioural expectations to 

minimise misunderstandings. 

Document Incidents  

Keep detailed records of any instances of insubordination, including dates, 

times, witnesses, and specific behaviours. 

 

 



 

Remain Professional and Objective  

 Address the issue calmly and factually, avoiding emotional reactions. 

Communicate with the Employee  

Hold a private meeting to discuss concerns, allow the employee to explain their 

side, and clarify expectations. 

Provide Warnings and Consequences  

Issue verbal or written warnings when necessary, and outline potential 

consequences for continued insubordination. 

- Offer Support and Coaching  

Sometimes insubordination arises from frustration, misunderstandings, or 

personal issues. Provide guidance and consider additional training or 

mediation. 

- Follow Company Policies  

Ensure that all actions align with company guidelines and labour laws to 

avoid legal repercussions. 

- Take Disciplinary Action if Needed 

 If behaviour persists, disciplinary measures such as suspension or 

termination may be necessary. 

Preventing Insubordination 

• Foster a positive work culture where employees feel valued and heard. 

• Encourage open communication and address grievances promptly. 

• Lead by example and treat employees with respect. 

• Provide clear policies and training on workplace behavior. 

 

 



 

 
 

 

 

 

By proactively managing insubordination, organizations can maintain a respectful 

and productive work environment while ensuring compliance with company 

policies. 

For more workplace management tips, stay tuned to our newsletter! 

Regards 

 

CONTACT DETAILS   

 

Address:   7 Olivier Str, Noordheuwel, Krugersdorp, 1739 

Contact no: 082 824 6573 

E-mail:    judy@ward-es.co.za 

Website: www.ward-es.co.za 
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