
 

 

 

SETTING BOUNDARIES & SAYING NO - NICELY 
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ACPE UAN: 0107-9999-18-295-L04-P 0.1 CEU/1.0 hr 
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Activity Type: Application-Based 

 

Learning Objectives for Pharmacists & Pharmacy Technicians: 

 Upon completion of this CPE activity participants should be able to: 

1. Discuss reasons why we tend to respond affirmatively to others requests. 

2. Explain the long-term consequences of overcommitting.  

3. List examples of responses to use in situations where it is common to overcommit. 

 
 

 

Speaker: Tammy Rogers 

Tammy Rogers is best known for helping leaders experience “Aha” moments in order to 

develop new ways of thinking, new attitudes and new behaviors that transfer to the real world. 

 

Tammy is a certified coach. She’s been instrumental in nine business start-ups. She’s held 

Vice President titles in both Human Resources and Operations – and has had the opportunity 

to lead more than 200 employees in remote offices from Boston to Los Angeles and 

Minneapolis to Atlanta.  

 

Tammy has written more than 50 internationally distributed training programs. She has worked with best-

selling authors like James Autry and Bob Nelson. And she has partnered with hundreds of companies – both 

large and small – to help them improve results through the building of people, processes and procedure 

 

 

Speaker Disclosure: Tammy Rogers reports no actual or potential conflicts of interest in relation to this CPE 

activity. Off-label use of medications will not be discussed during this presentation. 



 

 
 
 

SETTING BOUNDARIES  
and 

LEARNING TO SAY NO, Nicely   
 
 
 
 
 



 

What is the Downside to Saying Yes Too Often? 
 

 

 

 

Personally Professionally 

  

  

  

  

  

  

  

  

  

  

  

  

  



 

Why Don’t We Say “No”? 

 

 

 

 

 

 

 
 

 



 

Defining Your Boundaries 

 

 
Create a “Yes” List 

What is important to you?  What are your top priorities at work?  In your private life?   

 

 

 

 

 

 

 

 

 

 

Create an “Absolute No” List 

This list describes your boundaries.  The lines you do not what to cross.  There are some obvious legal and 

ethical no-no’s.  But push beyond that.  What will you absolutely NOT do.  



 

 

Shifting From Yes to No 



 

 

Practice Makes Perfect 

1. You received a last minute request from a peer.   

2. A friend asks for your help.  The deadline for their critical project is approaching quickly and they are way behind.   

3. A co-worker asks you to donate towards a gift for someone you really don’t like. 

4. You are offered a work opportunity that you are not interested in.  It could lead to a promotion but it will demand more hours 

and what your boss is calling an opportunity sounds more like a boatload of pain and suffering to you.   

5. You are always someone’s first call for help – and they are asking again. 

6. A manager (NOT your boss) constantly acts as if you are THEIR resource.  And they have asked you to help them yet again.  

7.  Your boss has given you an exceptionally short deadline. 

8. Someone important asks for your help and you are seriously overbooked. 

9. Your boss has yet another great idea but you’re already having difficulty managing your current workload. 

10. You received a last minute request from your boss. 

11. You are overbooked when you receive a request and you know there are other people that are undercooked. 

12. A co-worker asks you to help them with a task because they don’t know how to do it. 



 

What are the Advantages to Saying No?  



 

 
 

Twelve Ways To Effectively Say No 
 

1. Unfortunately I’m not available to help you today. 

2. I can’t make that work with my schedule/workload. 

3. I can’t commit to that as I have other priorities right now. 

4. I’m in the middle of something.  Can we talk about this later? 

5. I’d like to help you but I’m loaded down with other priorities for ______ .  And it wouldn’t be 

right if I missed his/her deadlines. 

6. I’m sorry but that’s not my area of expertise. 

7. I’m not the best person to help you with that.  Why don’t you try ______? 

8. With my schedule I wouldn’t be able to get back to you for a couple of weeks.  I know you 

need it done sooner than that. 

9. I appreciate you’re thinking of me.  I don’t however have the time to commit to that right 

now – and I’m sure you would benefit by finding someone who could give the project the 

time and energy it deserves. 

10. I understand how important this is – but my plate is full.  

11. I understand how important this is.  I will need some help prioritizing to get it done on time.  

How could we re-organize my workload to meet the deadline? 

12. I understand how important this is and I want to help: 

• Is the deadline negotiable? 

• What other resources can I have? 

• How could we get additional staff help? 

• Is there a way ______ can support me in this?  
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