Communication Skills 
Changing your behaviour: How to Say “no”.

During the session today you have worked through some of your unhelpful thoughts about saying “no” but you may still not be really sure how to go about it. There are some basic principles you can apply when you want to say “no”. These are:

1. ACKNOWLEDGE the other person’s request by repeating it.
2. Be straightforward and honest but not rude so that you can make the point effectively.

3. As a rule keep it brief.

4. Tell the person if you are finding it difficult.
5. Be polite – say something like “thank you for asking...”.
6. EXPLAIN your reason for declining.
7. SAY NO.
8. Speak slowly with warmth otherwise “no” may sound abrupt.

9. Don’t apologise and give elaborate reasons for saying “no”. It is your right to say no if you don’t want to do things.
10. (Optional). If appropriate, suggest an ALTERNATIVE OPTION where both you and the other person’s needs will be met. 
11. Remember that it is better in the long run to be truthful than breed resentment and bitterness within yourself.
Example: 

“I’d understand that you’d really like to get together tonight (acknowledgment). It turns out I’ve had a really long day and feel exhausted (explanation), so I need to pass on tonight (saying no). Would there be another night later this week when we could get together?” (alternative option). 

Assertiveness Exercise 

Using the formula – Acknowledge, Explain, Say no, Alternative option (if appropriate) practice writing hypothetical responses to the following situations. 
1. Someone rings the doorbell and asks you to convert to a different electrical company. You are not interested. 

________________________________________________(acknowledgment)
________________________________________________(explanation)

________________________________________________(say no)

________________________________________________(alternative option)

2. A friend asks you to baby sit but you have other plans for the day. You say, 
________________________________________________(acknowledgment)

________________________________________________(explanation)

________________________________________________(say no)

________________________________________________(alternative option)
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