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Ask employee to explain reasons for refusal

Is the employee’s reason for refusal 
acceptable or unacceptable?
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Is the employee’s reason based on health and safety grounds?

Refusal incident occurs

Is the task part of the employee’s normal duties?

Check your authority to give the 
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Remember that to be lawful and

reasonable instructions must be:
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Within the contract of employment

Within the employee’s capabilities

Not illegal

Not unsafe
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Repeat instruction to employee

Does employee agree to comply with instruction?

END

TAKE TIME TO:

• Remind employee about his/her responsibility to comply with instructions
• Caution employee about likelihood of disciplinary action if refusal persists
• Give employee a chance to consult his/her representative (where applicable)
• Where possible give employee at least 15 minutes to reconsider

FORMAL DISCIPLINARY ACTION


