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W
orkers encountering negative colleagues may cut the conversation short or use avoidance tactics to duck away from engagement. Managers, however, do not possess such luxuries. Leaders who fail to act against negative talk jeopardize the well-being of the entire workplace. They risk a negative individual’s bad attitude affecting staff morale, shaking people’s confidence and making change more difficult to implement.
Dealing with a perpetual pessimist, fault finder or panic instigator begins with a private chat to let the person know a problem exists. Provide specific examples of negative talk and how those words affected others. As obvious as the negativity may be to everyone else, the individual might be unaware of the extent or harm caused. With any luck, a light-bulb moment will occur, allowing the problem to resolve itself.
Do not be surprised, though, to hear responses such as, “That’s just my personality” or “What’s the big deal? Everyone complains.” Refuse to accept excuses. Reiterate that negativity takes a toll on relationships, teamwork and motivation levels. Ask the offender to change his or her behavior. Document the conversation (date, details, signatures, etc.) for later reference and as an acknowledgment that the discussion took place.
Schedule another meeting to revisit the subject. At this later point, you can express appreciation for improvement, if warranted, or initiate more severe measures if necessary. A written warning that stays in one’s personnel file or a formal performance-improvement plan (PIP) may hammer home the seriousness of the matter. Know your company’s


progressive disciplinary procedures and implement them for negativity as you would for any infraction.
Negativity can spread like wildfire in the workplace, so smart managers work to prevent sparks. Actions that can assist include:

Watching hiring decisions. Reconsider that applicant who presents great technical skills but is quick to point out the flaws of past employers and colleagues.
Providing outlets. Allow workers to express their opinions and ideas through surveys, suggestion boxes and town hall meetings. Encourage moving beyond complaints in favor of generating potential solutions.
Training. Make emotional intelligence a professional-development priority for the staff. Self-aware, empathetic people who know how to read social cues are quicker to notice and stop their negative behavior.
Prefacing. Before tackling a change or a difficult subject with the team, ask for the courtesy of letting you talk without interruption. Assure them that there will be time for questions and constructive input afterward. This move allows everyone to hear you out and think about the information before naysayers weigh in.
Monitoring your behavior. Lastly, supervisors who routinely express pessimism or join in when team members complain cultivate a workplace where bad attitudes become the norm. Make it clear through your words and body language that you lack time and tolerance for negativity.
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M
anagers have heard all the excuses: My alarm didn’t go off. My babysitter didn’t show up. I have a bad cold.
While those excuses sometimes ring
true, chronic absenteeism and tardiness can become a major problem in the workplace if left unchecked.
One key thing to remember: These days, managers can’t instantly say, “Be here or be fired” to an employee struggling with atten- dance issues.
That’s because those absences and late arrivals may be a legal right for employees who have medical conditions—or have family members with medical conditions—that qualify under laws like the FMLA, the ADA and the Pregnant Workers Protection Act.
For this reason, managers must work with HR to employ strategies that not only combat absenteeism but also avoid legal trouble.

Keep it legal: Questions to consider
Here are questions to ask yourself to make sure you’re on the right track—both strategically and legally:
•    Do you have a clear understanding of the
attendance policies? Do your employees?
•    Do your employees know how to properly
report absences?
•    Do you enforce company absence policies
consistently?
•    Do you understand the FMLA before charg- ing employees with unexcused absences?
•   Do you consider religious accommodations before charging employees with unexcused absences?
•    Do you consider the ADA absences for drugs, alcohol or medical treatments?

•    Do you confront employees early if a pat- tern of absenteeism develops?
•    Do you spell out the penalties for absentee- ism completely and ask employees if they understand them?

Do’s & don’ts of discipline
When punishing employees for attendance problems, follow these tips:
1. DO figure out what is an acceptable level of absences. Know your company poli- cies and make sure the employees know as well.
2. DON’T penalize employees who
have legal reasons for leave, such as going
to physical therapy or a covered medical appointment.
3. DO make sure you understand who gets the last word on any gray areas that may be in dispute in any policy that affects attendance.
4. DON’T undermine your company’s absenteeism policy by ignoring any step that isn’t convenient.
5. DO recognize the difference between employees who were out one day all year and an employee who has a chronic problem. Adjust discipline accordingly.
6. DO begin documenting absences as soon as you notice a trend. Record dates, hours absent and reasons the employee gives.
7. DON’T put employees in the impos- sible situation of choosing their jobs over their health or family duties. That could be an FMLA violation. You can’t count FMLA absences towards discipline.

Tips for tackling tardiness
Employees who are chronically tardy can cause just as many problems as those 
who don’t show up at all. Shifts can get backed up, co-workers may be forced to work overtime, customers could be left in the lurch. Use the following tips when you’re faced with a chronically late employee:
✔ Talk with the employee after every late arrival, giving him or her a chance to explain the reason.
✔ Counsel employees who are excessively tardy to try to pinpoint what is causing the problem. Warn them that continued late arrivals can lead to discipline, up to and including termination.
✔ Put all comments—yours and the

employee’s—in writing, regardless of whether disciplinary action is taken.
✔ Be sure to distinguish between excused and unexcused tardiness in your records.
✔ Explain that unexcused tardiness has a negative effect on performance appraisals, which affects raises, promotions and continued employment.
✔ Spell out penalties for excessive tardiness completely, and be sure employees under- stand them.
✔ Set improvement goals and dates for when you expect to see improvement in their ability to arrive on time.
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N
eed to hold a difficult conversation with an employee? Avoid starting with “I have some bad news for you” or “We need to talk.” According to a study con-ducted by the online language learning platform Preply, Americans ranked these phrases first and second for triggering stress.
Arousing panic puts a damper on pro-ductive communication. “Uh-oh” immediately pops into the listener’s head. This initial fear makes it difficult to actively listen to the rest of what is said and constructively approach the situation.

Transparency, not sugar-coating
That is not to say that managers should avoid giving negative feedback or bringing up potentially unpleasant topics. Rather, use clear and empathetic language to convey messages in a straightforward but less anxiety-producing manner.
Say, for instance, you need to inform your team of departmental budgetary reductions. Transparently present what you know: why the cuts are occurring, when they will happen and what this situation means for current and future activities. Employ phrases such as “I understand this news may be challenging” or “Take some time to process this information and let me know what questions I can answer for you.” These statements show that you identify with what the listener is experiencing.
While sugar-coating may seem like a kind method of delivery, it tends to confuse.






A more productive way to help someone understand and accept what you are saying is to offer support. This assistance reduces the burden of handling things alone and creates a more resolution-oriented environment. Hearing your commitment to navigating challenges and developing potential solutions promotes confidence and hope moving forward.

Calming phrases
What might you say? The Preply study identified these five phrases as the ones Americans found most calming:
•    “We’ll figure it out.”
•    “We can handle this.”
•    “I’m here for you.”
•    “We’re in this together.”
•    “Everything will be okay.”

Pep talks
What if you are the one on the receiving end of less-than-pleasant news? Use similar self-soothing affirmations during stressful discussions. Per Preply, top phrases Americans use to calm themselves include “I can handle this,” “I am learning from this experience” and “I am grateful for….” Such language assists in moving beyond that pit in your stomach that naturally occurs in these situations to gather the strength to figure out where to go from here.
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I
f you manage a team that’s stuck in a rut or not working up to its full potential, it may have nothing to do with the drive and talent of the participants. They all may want to succeed and be giving 100% effort, but the results can still disappoint.
The problem could be conflict—not too much, but too little.
When managers assemble a team for the first time, they often assume that too much dissension within a group may rip it apart. They might plead with the members to “be courteous to each other” or “don’t argue.” They figure that if everyone smiles and plays nice, great results will follow.
In fact, conflict-avoidant teams tend to avoid making tough decisions. They may
“go along to get along,” nodding politely and agreeing with everyone else’s opinion without exercising much independent thought. The group adopts a “make no waves” mentality, whereby disagreements are brushed aside and harmony rules.
Sometimes, this scenario is fed by a manag- er’s resistance to ask tough questions or push employees outside of their comfort zones. Managers may inadvertently send the message to their employees that they only want “yes men” on their team.
Managers sometimes “overdirect” employees to the point where they’re scared to voice objections. Or, if employees conclude that you frown on conflict and seek blind obedience, they’ll roll over rather than take risks. They’ll see a team’s role as rubber-stamping, not working toward consensus.
Light a fire under your employees, banishing excessive conflict avoidance. Open the floodgates and encourage speaking up. Constantly ask others at the table, “Do you agree with that idea? If not, why?”

Remember: Firm but civil disagreements indicate a vibrant, ambitious and creative team. Take every opportunity to promote healthy debate among your employees. 
If you truly listen to their ideas and act on their suggestions, you’ll empower them to have a real stock in the team’s success.
Note: Studies show that nearly 50% of business decisions are ultimately considered “failures.” And over 75% of employees and managers miss opportunities because they can’t make decisions fast enough.


Reverse the tide:
3 steps to defuse conflict

Use these three techniques to reverse the momentum of mounting conflict:
1. Be direct. Many managers reject this obvious step and choose not to level with someone when they’re peeved.
It’s smarter to let the individual know you’re upset. Find a good time to say in a polite tone, “There’s something I want to discuss with you, and my goal in getting it off my chest is to help both of us work together better.”
2. Admit any error. Before you open up to the other person, consider to what extent you can take responsibility for contributing to the problem. Your openness will encourage the other person to see his or her side of the conflict.
3. Focus on agreement. If your personality clashes dramatically with someone you work closely with, don’t just shrug and accept that the two of you must remain at odds. Find traits or beliefs that you hold in common and discuss them. Say, “We’re very different people, but we share a goal of ...” That becomes your springboard for establishing a productive relationship.
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F
ew events rattle somebody as massively as the death of a loved one. Grieving the loss and adjusting to life without the person is an ongoing, emotional process. But while grief experts recommend 20 days of bereavement leave after the passing of a close family member, no federal laws exist that mandate any paid time off. Individual companies set their own policies, which average about three days.
Thus, many people go through the grieving experience while continuing to perform their jobs. Don’t for a second, however, write off this scenario as “their own problem.” Employers face potential consequences—and enormous costs—from absenteeism, presenteeism (being physically there but not engaged), decreased productivity and increased on-the-job errors.
How your company responds during this trying time leaves a strong impression. Accord-ing to Workplace Healing, a leadership platform that assists employers in supporting workers with life disruptions, 56% of grieving employees who feel unsupported at work consider leaving their jobs.
Take thoughtful action in an employee’s time of greatest need, both because it is the right thing to do and because it ultimately affects your business. Consider doing the following:
1. Deliver condolences personally. Acknowledge the loss by expressing heartfelt sympathy in a private conversation. Encourage the person to come to you to discuss extra time off, workload or other concerns. Make the worker aware of any relevant company resources, such as employee assistance programs (EAPs) and access to grief counseling.
2. Offer to tell the team. Colleagues should be made aware of the event. An announcement from the manager informs staff members while sparing the griever from needing to recount the situation. Respect privacy by asking the person what to share, as she may not want to offer lots of details.
3. Make a remembrance gesture. If comfortable doing so, the manager and/or teammates may want to attend the memorial service. Consider a group showing of support such as sending flowers or donating to a favorite charity in honor of the deceased.
4. Be accommodating. Grieving workers need time to process their emotions as well as deal with paperwork and other practical matters that arise following a loved one’s death. If possible, offer options for remote work, flexible scheduling and extra time off.

Case study: Creating an employee ‘grief group’

At the SAS Institute in Cary, N.C., when an employee dies, the company employs a social worker who convenes a “grief group” to allow co-workers to come together for support and ask questions. In such groups, the employees typically want to talk about the replacement of the deceased worker, who’s going to absorb the person’s duties and what to do about their workspace.
The company suggests these tips:
•	The supervisor of the deceased employee should decide whether to organize a grief group.
•	Convene the group several days after the death. The day it happens, employees might be in shock. They will respond better a day or two later.
•	Address how to talk to employees whose spouses or children have died, whether it’s OK to cry in front of a colleague and why a co-worker’s loss conjures up long-ago losses.
•	Suggest an activity to honor the colleague.

5. Accept emotional difficulties. Adjustment takes time. Do not pressure someone to “get over it and move on.” Realize the employee may have particularly challenging days. (The holiday season proves especially difficult for many people.) Remember that though the person may not be up to his usual performance at the moment, improvement will come in time. Remain respectful and empathetic.
6. Stay interested. Grieving people frequently state that one of the hardest things about returning to work is others treating them as invisible. Resist the urge to avoid the griever because of potential discomfort. Ask the individual how he is doing today. Include him in lunch plans or other events, but understand if he chooses not to accept.
























7. Take cues from the griever. There’s no “right” way to grieve. Some people find it comforting to talk about their deceased loved one; others prefer to avoid the subject. One employee may have trouble getting through a normal workload; another may find immersing himself in assignments a welcome diversion. Go with the flow and avoid judgment.
8. Think about the issue beforehand. Many managers never consider how death affects team members until such a situation presents itself, and the need to suddenly respond can be daunting. Prepare by learning more now about how to handle traumatic life events. Read up on the subject, or perhaps take an online course offered by a bereavement care platform. Gaining these skills increases your overall emotional intelligence and puts you in a better position to support employees.
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M
anagers can bring the most intelligent, creative people to their departments, but if the employees aren’t able to work as a team, the department’s productivity will suffer.
If your team isn’t firing on all cylinders, it’s important to identify the reasons why … and what you can do to overcome the dysfunction.

The 5 big causes
Many teams don’t work well for one reason: “Because they are made up of human beings with varied interests and frailties,” says Patrick Lencioni, author of The Five Dysfunctions of a Team. “When you put them together and leave them to their own devices, even the most well-intentioned people will usually deviate toward dysfunctional, unproductive behavior.”
Small problems left untreated can spiral into ugliness.
Here are the five major causes of team dysfunction that managers must routinely contend with, according to Lencioni, and the strategies to successfully overcome each one:

Dysfunction #1: Absence of trust
This occurs when team members are reluctant to be vulnerable with one another and are unwilling to admit their mistakes or need for help. Trust is impossible without this.
Manager’s role: Be vulnerable.
•    Identify and discuss your strengths and weaknesses. Openly accept that a team member might be more skilled at some things than you.
•    Spend time in face-to-face meetings and working sessions. The goal is to get your team members to open themselves up.

Dysfunction #2: Fear of conflict
Teams that lack trust are incapable of engaging in unfiltered, passionate debate about key issues. This causes team conflict and can easily result in veiled discussions and back-channel comments. In a setting



Teamwork traps: Groupthink and deadlocks

Groupthink occurs when everyone is always on the same page. It may feel comfortable, but in such a predictable, low-demand atmosphere, there’s no creativity and nothing challenging the team’s assumptions. To help break your team out of this rut:
•	Solicit ideas and opinions in reverse order of rank/seniority during meetings. Asking rookies first frees them up from the pressure to side with the senior members.
•	Occasionally invite employees from other parts of the organization to team meetings to share perspectives.
•	Send team members out into the field to collect feedback and seek new ideas from customers.
At the opposite end of the spectrum are team members who refuse to agree on anything, resulting in deadlocks.
What to do: Have each side debate from the other’s point of view. They may end up more sympathetic with the opposing view after they’ve researched and argued its merits. Next, point out common ground (there’s always something!), and then look for a possible alternative.

where team members don’t openly air their opinions, inferior decisions are the result.
Manager’s role: Demand debate.
•    Acknowledge that conflict is required for productive meetings. Stress that conflict must be up front instead of underlying and underground.
•    Establish common ground rules for engag- ing in conflict.
•    Understand individual team members’ nat- ural conflict styles.

Dysfunction #3: Lack of commitment
Without conflict, it’s difficult for team mem- bers to commit to decisions. This creates an environment where ambiguity prevails. Lack of direction and commitment can make employ- ees, particularly star employees, disgruntled.
Manager’s role: Force clarity and closure.
•    Review commitments at the end of each meeting to ensure all team members are aligned.
•    Adopt a “disagree and commit” mentality— make sure all team members are commit- ted, regardless of initial disagreements.

Dysfunction #4: Avoidance of accountability
When teams don’t commit to a clear plan of action, even the most focused and driven indi- viduals hesitate to call their peers on actions and behaviors that may seem counterproduc- tive to the overall good of the team.
Manager’s role: Confront difficult issues.
•    Explicitly communicate goals and stan- dards of behavior.
•    Regularly discuss performance versus goals
and standards.

Dysfunction #5: Inattention to results
Team members naturally tend to put their own needs (ego, career development, recognition, etc.) ahead of the collective team goals when individuals aren’t held accountable. If a team has lost sight of the need for achievement, the business ultimately suffers.
Manager’s role: Focus on collective outcomes.
•    Keep the team focused on tangible group
goals.
•    Reward individuals based on team goals
and collective success.
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S
ay one of your employees walks into your office all red-faced and angry. He starts dropping verbal bombs and loudly complaining about a co-worker’s lazy work habits.
How should a manager respond? Start giv- ing advice? Remain silent? Ask about the per- son’s feelings? Request that the person leave, calm down and return later?
All of the above are typically the wrong responses—and for different reasons. Use the following do’s and don’ts to help employees vent about stressful work problems:

The do’s
✔ Do allow the employee to talk. Avoid arguing with the employee, becoming defensive

or taking the rant personally. Let the person speak his or her piece. Don’t interrupt or
try to silence the employee.
✔ Do acknowledge the problem. Even if you think employees are overreacting, it’s important to validate their perception. Show empathy and concern by saying, “I understand why you’re upset.”
✔ Do follow up with short questions that focus on words the person uses to express the problem.
Example: “I do more than my share of
the work.” Response: “Tell me more about that.” Asking questions like “What frustrates you the most?” aren’t judgmental and com- municate sincere interest.


Becoming a better listener: 4 easy steps


Sometimes managers are too busy thinking about their response than listening to employees. Effective listeners use a four-step process:
1. Listen to the total message. Before you begin to frame your response, listen to everything the person has to say and give 100% of your attention. Consider the words from his or her perspective—not yours.
Show you care by suspending all activities. Don’t flip through papers or glance at your computer screen.
2. Prove your understanding by using non-verbal signals. Doing so sets a comfortable level for the conversation and encourages the other person to keep talking. Some positive non-verbal signals:
· Moving from behind the desk.
· Maintaining eye contact.
· Leaning forward slightly.



· Raising your eyebrows when the speaker makes a significant point.
· Nodding to indicate agreement.
3. Use open-ended probes. These are questions that allow the other person to respond at length, rather than with just a “yes” or “no” response. Open-ended questions begin with words like “why,” “how,” “explain” or “describe.”
Try to increase the number of open-ended questions you ask. You’ll find the quality of your communication improves dramatically.
4. Paraphrase what you hear. Prove your understanding by briefly restating the information you’ve just heard. You don’t do this to prove that you were listening, but that you understand. There’s a big difference.

✔ Do zero in on words such as “always”
and “never.” Employees typically use such
words to justify anger when complaining about frustrating problems. Example: “I always do more work than Kevin!”
✔ Do document the rant. It’s best to have a witness (another manager or HR rep) in any meeting that could turn confrontational. Take notes afterward. Make a record of any insulting words or gestures. Notes are
important because an angry employee may say something that contradicts a lawsuit he or she files later.
✔ Do act within your authority. If you can solve the problem, promise that you will … and then follow through. If you can’t, point them in the right direction.

The don’ts
It’s natural to immediately ask an employee who’s upset to calm down. But the request appears to invalidate feelings and can increase frustration. Express willingness to listen.

Other tips:
✗   Don’t automatically agree with the employee. Approval could make it appear you’re taking sides and set up false expec- tations. On the other hand, don’t disagree because it could increase frustration.
✗   Don’t remain silent. It can be interpreted as indifference.
✗   Don’t ask, “How do you feel?” It sounds condescending.
✗   Don’t tolerate threats. If the employee becomes verbally abusive or even hints at physical violence, leave the room and con- tact HR. Make sure to document the inci- dent, including how it made you feel.
✗   Don’t ignore your own feelings. Such confrontations can be difficult for manag- ers. Remain calm and don’t take the words personally, particularly if an employee complains about management. Remember that the person probably has already vented to co-workers. Employees tend to express frustration first to peers.
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T
here’s no shortage of negative employee behaviors that can have an ill effect on the entire workplace. The problem is when the behavior is not so bad as to warrant discipline or termination, but the manager must do something. And that something isn’t to drop the problem employee in HR’s lap!
Learn how to overcome some of the most griped-about employee behaviors with these tricks of the managerial trade.
Gripe #1: She thinks she’s too good to [fill in the blank] just because she’s an exceptional performer.
Manager actions: You need to set this employee straight. If you want her to complete the duties that she finds beneath her, then tell her so.
Just so there’s no confusion, explain
exactly what you expect her to do. In other words, don’t just tell her she has to start
doing the “grunt” work ; give her a bulleted list of the tasks you expect her to complete
and the frequency with which she’s to com- plete them.
Remind her that the duties are part and parcel of the job and that success is not a get- out-of-grunt-work-free card. Express your con- fidence in her abilities to handle these duties while remaining a high performer.
Gripe #2: He constantly interrupts my con- versations with other employees for no good reason.
Manager actions: There’s an art to putting someone off without making him feel put off, which requires being firm and polite. 

When his issue doesn’t warrant that you immediately stop what you’re doing and devote your attention to him, boundaries need to be set. Explain why he must wait and when he will get his turn. Say something like, “Jane and I are finishing up resolving a customer’s com- plaint. We’ll be done in 10 minutes. I’ll come down to your office then.”
People often interrupt due to an inflated sense of self-importance. The tactic described above ought to do the trick. But in situations where the individual is riddled with self-doubt and truly believes his issues require immedi- ate attention, take the extra step to allay his fears that waiting 10 minutes will not mean the end of the world.
Gripe #3: She gets her work done but always waits until the last minute to start.
Manager actions: Point out the obvious— that she shouldn’t wait until the last minute in case she needs to drop everything to put out a fire. If pointing this out doesn’t cause a change in her behavior, you need to work with her on prioritizing and scheduling her work. Establish a game plan ahead of time. Cut big projects into smaller assignments and set mini-deadlines for them.
Or give her false deadlines. Nothing drastic, perhaps a day or two earlier than normal; just make sure she still has a reasonable amount
of time to complete the task, but also enough time to handle anything that may pop up unexpectedly.
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P
roblem: Despite his dependability, intelli- gence and technical ability, you know Jason
lacks the leadership and initiative to become a supervisor. Trouble is, the buzz around the team is that Jason has it locked up. Promote him, and you may have trouble down the road; deny him, and you torpedo morale.
What would you do?
Failure to get a promotion can be an ego-shattering experience for any employee, but it takes on a special significance when the employee is an above-average performer who holds the respect and affection of other employees.
At the very least, he may become discour- aged about the future, and his performance is almost certain to decline. The resulting loss of loyalty and commitment can affect the attitude of other employees, who may view their own futures accordingly.
It is your responsibility as a manager to convince employees who have been passed over for a promotion that your decision is the correct one and, at the same time, avoid bruis- ing their egos.
Use these tips if pressed by a passed-by employee:
1. When you’re dealing with a single employee who may have missed out on a pro-

motion in a close decision, make it a point to specify the exact reasons for your decision. Let him know there were specific require- ments and capabilities the other employee possessed that were closer to what the job demanded.
2. Discuss an action plan, which you can tie to the individual’s performance appraisals, that will focus on bringing the
employee into a better position for the
next potential promotion. Analyze train-
ing options, strengths to be enhanced and weaknesses to be addressed, even programs outside work that might contribute to a
faster advancement track for the bypassed employee.
3. Keep your temper even if the employee loses his. It’s normal for an employee’s disappointment to turn to anger. If you lose control, the session will turn into a confrontation between two angry people. Let employees vent their emotions, and then get on with the meeting.
4. If you determine that an employee is definitely not promotable, don’t offer false encouragement. Explain that you value the particular skills and support he provides, and you are looking for him to continue to hold a key role in the department.
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owered voices, an abrupt end to the conversation as the victim walks by, exchanging knowing looks and sly smiles after the person passes … is this your workplace’s breakroom or a 10th-grade homeroom?
Unfortunately, some people continue to gossip and spread rumors well after high school. And this type of behavior proves just as damaging in adulthood.
Consequences of negative chatter include:
•    Distrust among colleagues. If I hear you saying bad things about someone behind his back, how do I know you aren’t doing the same thing to me behind mine?
•    No resolution to conflict. Passive-aggressive behavior fuels tensions rather than getting to the root of them.
•    Distraction. “Juicy” behind-the-scenes news diverts attention from work-related tasks.
•    Misinformation. Workers may needlessly panic or draw incorrect conclusions when unfounded statements circulate.
•    Discomfort. Being the subject of mean-spirited talk can cause hurt feelings and reputational damage.
•    Plummeting morale. Workplace culture suffers as employees tire of the negativity and trying to distinguish fact from fiction.
Managers who witness workplace problems with gossip and rumors or get wind of it through team-member complaints need to act swiftly. Employ these 10 positive strategies:
1. Serve as a role model. Do not share people’s private information to which you are privy. Do not join in group gossip or seek out the latest rumor-mill fodder.
2. Ask the team to play nice. Describe the hurtful impact of gossip on individuals and how it distracts from office harmony and productivity. Encourage a spirit of “we are all in this together.”
3. Treat everyone equally. Favoritism creates a breeding ground for rumors about why someone receives special treatment.
4. Promote accountability. Remind everyone that their behaviors influence office dynamics. Insist on commitment to an environment where all feel valued and welcomed.
5. Talk with offenders one on one. Let them know the bad behavior needs to cease immediately or you will institute disciplinary measures per company policy. Follow through as necessary.
6. Conduct training in empathy. People act more compassionate when they learn how to see situations from the perspective of others.
7. Help with conflict resolution. Offer to mediate between employees experiencing tensions with one another. Make it clear that you will not act as a judge but rather assist them with talking things out to get to the root of the issue and formulating their own plan to move forward.
8. Communicate company news clearly and routinely. Without information and transparency, workers fill in the gaps with their speculations.
9. Monitor company social platforms. Remind people to stay professional. Employees should not consider Slack channels a free-for-all, and they need to refrain from posting gossip, rumors or hurtful comments. But be aware that if the “gossip” is about working conditions, the talk may be protected activity under the NLRA. Ask HR before disciplining. 
10. Provide positive attention. Workers who receive plenty of appreciation and praise may feel less of a need to cut down others or make up malicious untruths .
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