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	Suggestion Sheet





	A Procedure for Managing Conflict





	The following procedure has been shown to be helpful in managing conflict in an organizational setting:





1.	Do not ignore something that bothers you.  Work on the issue involved before the situation becomes intolerable.  A cooling-off period may be established, however, with an agreed-upon time frame to deal with the issue at a later date.





2.	Talk directly to the other person involved and work with that person to try to solve the issue between yourselves.





3.	If your organization has a human-resource professional on staff, ask that professional for suggestions on how to approach the other person or for suggestions on how to define the issue.  Be sure to check back with the professional for feedback or perspectives on the result.





4.	If the solution you work out involves a potential change of work procedure, get the approval of your manager before you implement the change.





5.	If someone approaches you with an issue, be willing to work on it.  You may also wish to seek the help of a human-resource professional in clarifying your point of view.





6.	If an individual begins to complain to you about another person who is not present, encourage that individual to talk directly with the other person instead.  This approach to handling conflict is much more positive and discourages the perpetuation of rumors, false information, and so on.





7.	If, after you have tried to work on the issue with the other person involved and there has been no change and conflict still exists, ask for help from a human-resource professional.





�
	Things to Keep in Mind Before Working on an Issue








	Before you attempt to resolve an issue with another person, consider these suggestions:





1.	Be sure that there is a real problem and that you are not just in a bad mood.





2.	Try to identify the real issue or opportunity, not just the symptoms or personalities.





3.	Be prepared to work toward a mutually agreeable solution, not just toward "winning."





4.	Remember that it is all right to disagree and that the other person is not "bad" if he or she disagrees with you.





5.	Keep some perspective.  Relationships are not destroyed; they can be enhanced by working towards a mutually satisfying solution to a conflict.
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