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Saying ‘No’ Handout
As a volunteer you may find yourself in a situation where you are being asked to do something that you either don’t want to or cannot fulfil. Saying ‘no’ means that you can set limits on other people’s demands for your time and energy when such demands conflict with your own needs and desires. It also means that you can do this without feeling guilty.

Why do we find it difficult to say no?

· Fear of offending the other

· Fear of rejection

· Feel uncomfortable with confrontation

· Easily made feel guilty-especially if it conflicts with how you see yourself as a ’helper’

· Fear of consequences-if I don’t do it such and such will happen…

· Feel over responsible

Very often people fall down on asserting their right to say no by making excuses or ‘fudging’ the request which only makes things more difficult in the long run. However, in many instances you may want to give the other person some explanation for turning down the request. Here it’s often useful to follow a three-step procedure

1. Acknowledge the other person’s request by repeating it.

2. Explain your reason for declining.

3. Say no.

4. (Optional) if appropriate, suggest an alternative proposal where the other person’s needs will be met.

‘I hear you need some help with your shopping this weekend. I’d like to help out but I promised my son that I would take him to see his favourite football team play in England, so I am not going to be available. I hope you can find somebody else.’
The following suggestions may be helpful in enabling you to feel more comfortable about saying no.

· Trust your gut; would you feel bad if someone said no to you about the same request?

· Take the time to ask for more information if you need to. Also give yourself some time to think and clarify what you want to say before responding to a request e.g. I will let you know in two days.
· Don’t over-apologize. When you do this you give the message that you are ‘not sure’? that your needs are as important as theirs. This could sometimes leave room for more pressure to be put on you. Remember you have the right to say no. Say no clearly and directly.

· Be specific; it’s important to be very clear about what you will and will not do e.g. I am willing to help you move, but because of my back I can only carry light items.
· Use assertive body language. Face the person squarely and keep a calm and even tone of voice. Avoid becoming emotional.

· Say how you feel about saying no.

· Watch out for guilt; you are refusing a request not rejecting a person. You may feel the impulse to do something else for the person after turning down the request, make sure your offer comes out of a genuine desire rather than guilt. You know you have mastered the skill of saying no when you can do so without feeling guilty. 
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