


Assertiveness



Assertiveness

How to respect yourself and others equally



Ground rules

Take ownership “I” statements

Confidentiality

Allow other people time to speak

Participate

Have fun and learn

Ask questions



Aim

Understand the difference between the three 

behaviour types: 

passive

aggressive 

assertive

Consider why assertiveness is important to you.

Identify what blocks exist to assertiveness.

Practice techniques to use.

Identify a personal strategy for assertiveness.



Introductions



Group exercise

What is assertiveness?

What is not assertiveness?

What stops us being assertive?



How assertive are you?

Some people do not know what assertive 

behaviour really is.

Some people are assertive but only in some 

situations.

Individual exercise – Assertiveness Quiz.



Why is assertiveness important?

People are much more likely to get more of what they 

want. However, even with the ability to be assertive, 

people won’t always be one hundred per cent 

successful in getting all that they want. 

To feel good about yourself and your behaviour. 

To feel comfortable with how you handle situations.

Handling a situation poorly by becoming aggressive or 

passive may result in regret or dwelling on your 

behaviour afterwards which usually reinforces people’s 

poor views of themselves and leads to a lack of self-

respect and low self-esteem.



Example
Someone jumps the queue and steals ‘your’ car parking 

space at the supermarket.

Aggressive response: Shout, swear, be sarcastic, 

and make gestures.

Outcome: They will not change the parking situation 

and the anger will still be with them hours later.

Passive response: Sit quiet, feel angry and fume 

inwardly thinking of all the things you would like to do 

but doing none of them and feeling angry with yourself 

for failing to act. 

Outcome: They will not change the parking situation 

and the inward anger and self disappointment will still 

be with them hours later.



3 behaviours in a difficult situation

“Fight or flight” is the bodily response that all of us 

have and that has been key to our survival as a 

species. In prehistoric times when an animal 

threatened us the fight or flight response kicked in. We 

would then be ready to either fight or run away.

Fight is the aggressive response. 

Flight is the passive response. 

The alternative response is assertiveness, making a 

considered response to a difficult situation.                        



AGGRESSIVE ASSERTIVE PASSIVE

Direct

Pushy Direct Helpless

Arrogant Responsible Victim

Offensive Honest Moaning

Violent Clear Self-hating

Domineering Accepting Martyr

Bullying Forgiving Vague

Blaming Effective Apologetic

Vengeful Risking Inhibited

Indirect

Sarcastic Spontaneous Waiting

Manipulative Planned Deferring

POWER OVER POWER WITHIN POWERLESS



Group exercise

In the scenarios

How would you respond? 

Is that Assertive? Passive? Aggressive?

How does that make you feel?



Rights
All people have basic human rights that give us dignity 

as individuals. 

By not allowing your rights to be violated you are not 

being selfish but are maintaining your self-respect. 

As well as being aware of your own rights, if you 

respect other people’s rights you have the foundation 

for assertive communication.

If you are not used to being assertive it takes time and 

practice to learn this and is something you need to 

practice on a daily basis. 

The result of being assertive is improved self-

confidence in yourself and mutual respect from others.



I have the right to……
Respect myself, who I am and what I do.

Recognise my own needs as an individual, which is separate from what 

is expected of me in particular roles I assume.

Make clear “I” statements about how I feel and what I think.

Allow myself to make mistakes.

Change my mind, if I choose.

Ask for  time to “think it over”.

Allow myself to enjoy my successes:  that is by being pleased with what I 

have done and sharing it with others.

Ask for what I want, rather than hoping someone will notice what I want.

Recognise that I am not responsible for the behaviour of other adults.

Respect other people and their right to be assertive and expect the same 

in return.

I have the right to say “No” without feeling guilty.



Rights
Rights are not something we have at the ‘expense of others’, they are 

something we have which is equal to others. For example:

I have the right to be me

You have the right to be you

I have the right to be listened to

You have the right to be listened to

I have the right to be treated as an equal

You have the right to be treated as an equal

Looking at the different behaviour responses that could be made in relation 

to rights: 

passive people often feel they have fewer rights than others 

aggressive people often exhibit behaviour that implies they have more.



Passive Aggressive Assertive

I am not OK I am OK I am OK

You are OK You are not OK You are OK



Passive behaviour

Passive behaviour is not expressing your 

feelings, needs, rights and opinions. Instead 

there is an over-consideration for other’s 

feelings, needs, rights and opinions.



Passive behaviours
Bottling up your own feelings. 

Doing things to please others.

Expressing your feelings in 

indirect or unhelpful ways; sighing, 

hinting, wishing, sulking.

Regarding the other person’s 

needs as more important than your 

own.

Giving in to others all the time.

Acknowledging other people have 

rights but not allowing yourself the 

same privilege.

Seeing yourself as having little or 

nothing to contribute.

Seeing other people as always 

right.

Avoiding conflict at all times to 

please others.

Underestimating your 

skills/abilities and worth.

Fear of unpleasant 

consequences.

Feeling under pressure to agree 

with other people.

Feeling forced to go places you 

do not want to go.

Feeling bad if you have a 

difference of opinion.

Making excuses and constantly 

justifying yourself to others.

Have difficulty in saying “No”.

Trying to be invisible.



Characteristics of passive behaviour

Passivity means you may not be 

able to express your own thoughts, 

feelings and needs. 

Often expressing your own needs 

in such an apologetic way that 

other people think they are 

unimportant. 

Passivity can give the message 

that your thoughts and feelings are 

less important than the other 

persons. 

This behaviour enables us to avoid 

conflict at the cost of our own 

needs.



Characteristics of passive behaviour

Rambling.

Letting things slide without comment.

Beating about the bush - not saying what you mean.

Apologising inappropriately in a soft, unsteady voice.

Being unclear; averting gaze.

Posture - backing off from others, slouching shoulders.

Wringing hands; winking or laughing when expressing 

anger.

Covering mouth with hand.

Using phrases such as, "If it wouldn't be too much 

trouble", "...but do whatever you want", "I...er...um..would

like...um...you..er...to do..."



Being passive
Can reduce anxiety by avoiding conflict.

Can help avoid feelings of guilt.

Can make you feel proud as you “hold this place 

together”.

Can make you frustrated.

Can lead to low self-esteem.

Can be difficult to change your behaviour in existing 

relationships.

Can lead to others being irritated with you.

Can lose you respect from others.



Aggressive behaviour

Behaviour which comes from a desire to have 

your own needs met, but abuses the needs of 

others.



Aggressive behaviours

Not respecting personal space.

Staring the other person out.

Sarcastic or condescending voice.

Certain gestures (e.g. finger pointing).

Threats (e.g. “You’d better watch out”, “if you don’t…”).

Put downs (e.g. “You’ve got to be kidding”, “don’t be 

so stupid”).

Comments such as “should”, “bad”, “ought”.

Discriminatory remarks (e.g. references to a person’s 

appearance).



Being aggressive 

Can release some pent up emotions.

Can allow you to have a sense of power as you got 

what you wanted.

Can lead to feelings of guilt or shame.

Can lead to over apologising.

Can lead to feeling isolated.

Can make you feel irritated with yourself.

Can create enemies.

Can lead to others admiring you.

Can lead to others ignoring you or distancing 

themselves from you.



Passive aggressive behaviours

A passive aggressive might 

not always show that they 

are angry or resentful. 

They might appear in 

agreement, polite, friendly, 

down-to-earth, kind and 

well-meaning.                                                           

However, underneath there 

may be manipulation going 

on – hence the term 

“Passive-Aggressive”



Passive aggressive behaviour

Passive aggressive behaviour takes many forms but can 

generally be described as a non-verbal aggression that 

manifests in negative behaviour. 

It is where you are angry with someone but do not or 

cannot tell them. Instead of communicating honestly when 

you feel upset, annoyed, irritated or disappointed you may 

instead bottle the feelings up, shut off verbally, give angry 

looks, make obvious changes in behaviour, be obstructive, 

sulky or put up a stone wall. 

It may also involve indirectly resisting requests from others 

by evading or creating confusion around the issue. Not 

going along with things. It can either be covert (concealed 

and hidden) or overt (blatant and obvious).



Passive aggressive behaviours

Passive aggression is a 

destructive pattern of 

behaviour that can be                                                                           

seen as a form of emotional 

abuse in relationships that 

bites away at trust between 

people. 



Assertive behaviour

Assertiveness is the 

ability to communicate 

our thoughts, feelings 

and ideas, both positive 

and negative, in an 

open and honest way, 

which does not abuse 

our rights or the rights 

of others.



Being assertive 
Having confidence in yourself to state clearly and honestly what 

you want, what you need, what you feel.

Respects and values yourself as well as other people.

Makes you feel good about yourself and good about the way you 

treat others.

Means you sometimes* get your needs and wants met.

Means you get your feelings and opinions heard.

Means being able to give others constructive criticism/ feedback. 

Means being able to accept constructive criticism/ feedback.

Means speaking clearly and firmly.

Means not allowing others to pressurise, bully or intimidate you 

into changing your opinion or agreeing with them.

Means being able to give and accept compliments.

Means being able to compromise at times. 

Means being confident enough in yourself not to take to heart 

others criticism, put downs, nastiness.

Means being YOU - not changing who you are to please others.



Characteristics of assertive behaviour

Really listening.

Firm but relaxed voice. 

Direct eye contact.

Erect, balanced, open body stance. 

Voice appropriately loud for the situation. 

"I" statements (e.g. "I like", "I want", "I don't like"). 

Cooperative phrases (e.g. "What are your thoughts on 

this?").

Clear statements of interest (e.g. "I would like to...").



Assertiveness

Assertiveness is NOT about winning, but is concerned 

with being able to walk away feeling that you put across 

what you wanted to say.



Why people fear being assertive
Myth: I'll be being selfish if I say what I want.

- You are putting your own needs on an equal level.

Myth: If I stand up for myself the other person will become upset and angry. 

- Are other people always unreasonable?

Myth: If you sacrifice enough, work hard enough, care enough and forgive 

enough, others will give you their approval. 

- This is not true!!

Myth: People won't like me if I say what I want.

- Do you not like people who are assertive?

Myth: If I upset someone, by asking for what I want, they will withdraw their 

friendship from me and reject me completely. 

- If they say no they are rejecting your request and not you.



How to be assertive

Pinpoint problem areas

Individual exercise

Make a list of situations where you would like to be 

more assertive

Think about what you fear might happen in those 

situations if you were assertive and consider how 

realistic this is.



Effective Communication

“It’s not what you say, it’s the way that you say it”.

Finding the ‘right’ words may be useful but if they are 

delivered in a passive or aggressive way the message 

that comes across could be very different to the one you 

wish to convey.



Planning and rehearsal
It often helps to have a "dry run" or rehearsal before actually going 

into the situation. You can do this with a friend or by yourself. 

Top Tips: 

Keep what you want to say clear and to the point. Avoid long 

explanations. 

Look at the other person, stand (or sit) upright and keep a calm 

tone of voice. 

There's no need to apologise if you feel you are in the right. 

Be polite but firm. 

Try to relax, rather than becoming angry.

Even if it does not go exactly as planned you can still learn from it 

for next time.



Techniques to use

“I” messages

If you are unhappy about someone's behaviour it is best 

to say how you feel rather than attacking the other 

person.

"I get very upset when you arrive late for dinner 

because I put a lot of energy into making it and I feel 

it's a waste if the food is cold or overdone.” 

"You're always late for dinner. You're selfish and 

inconsiderate. You can make your own dinner from 

now on." 



Techniques to use

Broken record

It consists simply of rehearsing what it is you want to say by 

repeating over and over again what it is you want or need. During 

the conversation you can repeat your point several times clearly and 

precisely no matter how the other person tries to divert you.

Would you please stay late after work tonight

- sorry I can’t as I have plans

Please I really need the work done

- I can’t as I have plans

Please

- On this occasion I just can’t



Techniques to use
Saying NO

We can sometimes be drawn into situations that we 

don’t want to be in because we avoid saying this one 

simple word. 

We may be scared of being seen as mean and selfish

or being rejected by others. 



If you find it difficult to say ‘NO’ try 

these:
Be straightforward and honest but not rude so that you can make 

your point effectively.

Tell the person if you are finding it difficult.

Don’t apologise or give elaborate reasons for saying “no”. It is your 

right to say no if you don’t want to do things.

Keep your body assertive.

Give good eye contact.

Show that you have listened and understood the request and make 

the reply short and to the point, containing the word no, e.g. “I realise 

that….but the answer is no”.

You can offer an alternative “No I cannot go to the shops with you 

today as I have other plans, but I can go with you tomorrow”

Remember that it is better in the long run to be truthful than breed 

resentment and bitterness within yourself.



Just say NO

Does saying NO make you feel rude, selfish, uncaring?

Does saying Yes when you mean No make you feel 

angry, irritated or disappointed?

Group Exercise 

In pairs As vs Bs (then swap)

A persistently ask B to do something for you

B must say No

How does it feel?



Techniques to use

Scripting
A four-stage structured planning approach:

1. Event  - the situation, relationship or practical problem.

Say what it is you are talking about. Let the other person know precisely what situation 

you are referring to.

2. Feelings - how you feel about the situation or problem.

Express how the event mentioned affects your own feelings. Opinions can be argued 

with, feelings cannot. Expressing your feelings clearly can prevent a lot of confusion.

3. Needs - what you want to happen to make things different.

People are not mind readers. You need to tell them what you need. Otherwise people 

cannot fulfil your needs and this can lead to resentment and misunderstanding.

4. Consequences - how making these positive changes will improve the  situation for 

you and/or for others.

Tell the person that if they fulfil your needs, there will be a positive consequence for 

both of you. Be specific about the consequences.



Techniques to use

Taking Criticism/ Fogging

To be assertive you need to be able to take helpful criticism 

(as opposed to negative insults) as well as to give it. 

This type of criticism is often a chance to learn about 

yourself as others see you. 

It is often helpful to simply listen to what the other person is 

saying and repeat back in your own words what they said.

“You don’t suit that dress”.

“OK so there is something about this dress you dislike?”

“The colour is so dull and you suit brighter colours more”.

“So it’s the colour not the dress you’re saying”.



The New Assertive You!
People you have not been assertive with in the past might 

not like it. Don’t be put off. Eventually they will accept it.

You do not have to justify yourself. No explanations. No 

excuses.

Stay in control if someone is abusive with you. i.e. if 

someone rings you up and starts arguing with you say 

something like “I do not think there is any point us talking 

until you have calmed down so I am going to end the call 

now” (and put the phone down!).

Choose positive, caring and respectful people to have in 

your life.

Be kind to yourself. Don’t put yourself down or criticise 

yourself.



Home work

Thank You

Any questions?


