Assertive Language

1. Make your message specific and centered on now. Don’t go into generalizations or stereotype someone’s behavior. 

2.  “Own” the message by using “I” and by referring to yourself:

· I think…..

· “I feel….”

· This is the way I understand it.

· In my opinion,….

3. Make concrete requests. Don’t beat around the bush.

· I want …               (NOT:“I would like….if it’s OK with you….)

· I need…     ( NOT: If it’s not too much, would it be possible to….?)

4. Offer a compromise – a solution in which you give up a little, and the other person gives up a little, also.
· What would you like?

· What would be an acceptable compromise?

· How can we work this out so that we both feel good about it?

· I want to come to an agreement that is acceptable to us both.

· I don’t want you to be unhappy, but I don’t want to be unhappy, either.

· I think….. What do you think?

5. Don’t be pushed into an immediate decision. Request time to think clearly.
· I need to think about this. Give me (an hour, a couple of days, until tomorrow…)

· Let’s give ourselves a while to cool down and consider all of the options. We want to reach the best possible solution for both of us. What time would be agreeable to you?

6. Do NOT blame, accuse, or attack. These are negative, unproductive strategies. Focus on the situation or the behavior itself, not the person’s character. Keep centered on NOW – do NOT say “You always….” 
7. If the person changes the subject, generalizes, blames, etc., stay calm and continue repeating your message. Hang in there, control yourself! Persevere!
8. Keep the communication channels open. Ask questions; summarize; show active listening skills at their very best! Give feedback to the other person, and remember to keep the feedback specific, focused and if possible, positive. 

