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GIVING PEOPLE BAD NEWS

Elaborazione di Giovanna Combatti

There is no magic formula for giving people bad news or giving a negative feedback, since every situation and particularly each person is different.

However, here are some general principles that can be of help.

Communicating the message:
- Be clear on the message to communicate
- Be honest and to the point (say what's happening then give details -
  don't take too long to get to the point)
- Ask if there are any questions
- Listen to concerns and provide rational and balanced advice
- Explain that you will follow this up formally
- Be sympathetic but not apologetic
- Thank the person for their professionalism

- Try to find some positives to feedback to the person and for thanking her

If you get a negative reaction:
- Don't say that you "understand how he/she feels"
- Don't become angry or defensive yourself - stay calm
- Offer to take a break and return
- Deal with facts, not emotions, but solve the emotional problems first
- Find common points of agreement

