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Welcome! This is a mini course
in how to set and maintain
your boundaries from The
Practical Guru.

How to use the workbook
Download and save the workbook
before filling in your answers.
This is an editable workbook. Click
inside the boxes to type in your
answers. Fill in as much as you like,
the boxes will scroll.
Here’s how it works. In this course, we’ll
teach you about what personal
boundaries are, the different types of
boundaries that effect you, and why
setting them are so important.
Then we will show you how to identify
your own boundaries by focusing on your
values and other factors to determine
them. They are uniquely yours, and
knowing where they are, and where they
are not, will help you let others know how
you want to be treated.
We'll show you how to set those
boundaries in a firm but compassionate
way, communicating in a way that avoids
harshness and guilt while building
relationships that earn you respect. We
will also show you just what to do when
someone crosses a boundary, and ways
you can approach serious violations.

The Practical Guru

HEALTHY BOUNDARIES
“Compassionate people ask for what they need. They say no when they
need to, and when they say yes, they mean it. They’re compassionate
because their boundaries keep them out of resentment.”
–Brene´ Brown

Boundaries Mini Course
Enforcing boundaries sounds harsh and direct, but in fact, setting and enforcing boundaries can be very
simple and compassionate. Knowing how to handle people who cross boundaries is important in building
trust and respect in relationships, whether that relationship is with your boss, your co-worker, your
friend, a family member or your partner. Knowing how to identify and set boundaries BEFORE they are
crossed prevents unnecessary pain and creates a deeper connection with the people in your life. They
also help you feel better about yourself, allowing you to be more confident, empathetic, and empowered.

Honoring your own boundaries is the clearest message to others
to honor them, too. -Gina Greenlee
This guide addresses how to set and enforce healthy boundaries in your relating to others.
You will learn:
•
•
•
•
•
•
•
•
•

What are Boundaries
Types of Boundaries
Why setting boundaries is important and necessary
How to identify your boundaries
How to identify your core values
How to set boundaries
How to enforce boundaries
How to handle someone who crosses a boundary
How to have the conversation about boundaries

As Yourself these questions::
• Do you sometimes doubt that you have a right to have your needs met, or make little
effort to have them met?
• Do you avoid speaking up for yourself, and do you “let things go” without reacting to bad
situations?
• Do you tend to avoid conflict? Do you let others have their way or allow them to make
decisions for you?
• Do you sometimes agree to do things that you really don’t want to do and later regret it?
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If you answered mostly “yes,” then chances are that people see you as a “soft touch” who they can
manipulate into doing what they want, without negotiation. This may not be conscious or intentional on
their part. They may only be responding to the nature you are projecting. It’s time, then, to start
strengthening your boundaries!

What are Boundaries?
You may be familiar with the psychological term “boundaries,” but what does it mean and how does it apply
to you?
Boundaries are defined as guidelines, rules or limits that you create to identify what are reasonable, safe
and permissible ways for other people to behave toward you and how you will respond when someone
steps outside those limits.
Put plainly, boundaries are the line between where I end and you begin. Personal boundaries are how we
teach people who we are and how we would like to be treated in relationships. Boundaries help you to say,
“This is who I am.”
Boundaries are essential to healthy relationships and, really, a healthy life. Setting and sustaining
boundaries is a skill. Unfortunately, it’s a skill that many of us don’t learn. We might pick up pointers here
and there from experience or through watching others. But for many of us, boundary-building is a relatively
new concept and a challenging one.
Good personal boundaries protect you. Without them life feels scary and you may feel anxious. Having a
sense of boundaries and limits also helps you to connect with your true self. They are based on your beliefs,
thoughts, feelings, decisions, choices, wants, needs, and intuitions. They are clear, firm, maintained, and
sometimes flexible.
Ultimately, when you don’t protect or overprotect your boundaries, your needs go unmet, which can lead to
anxiety or compulsive behaviors such as overeating, addictions, or working too much. Setting healthy
boundaries allows you to connect with yourself, your emotions and your needs. It allows you to feel safe, to
relax and to feel empowered to care for yourself.

Loose Boundaries Lead to Emotional Drain
When boundaries are loose, you may easily take on the emotions and needs of
others, and you may experience difficulty identifying your own emotions and needs.
Common signs of loose boundaries include over involvement in others’ lives;
perfectionism and people pleasing; trying to fix and control others with judgments
and advice; staying in unhealthy relationships; taking on too much work or too
many commitments;and avoiding being alone too much.

Boundaries represent awareness, knowing what the limits are and
then respecting those limits. -David W. Earle
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Ridgid Boundaries Lead to Loneliness
For some people, intimacy may be frightening due to fears of being suffocated and
the loss of independence. Some may also avoid connection with themselves due to
a harsh internal critic.
Ultimately, rigid boundaries can lead to chronic feelings of loneliness. It can be a
double-edged sword craving connection while fearing closeness. Rigid boundaries
represent a protection from vulnerability, where hurt, loss and rejection can occur
and be especially painful.
Here are some signs that your boundaries need adjusting:
• Feel unable to say no
• Feel responsible for others’ emotions
• Concerned about what others think to
the point of discounting your own
thoughts, opinions and intuition
• Your energy is so drained by something
that you neglect your own needs
(including the need for food, rest, etc.)
• People-pleasing
• Avoiding intimate relationships
• Inability to make decisions
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• Believe your happiness depends on others
• Take care of others’ needs, but not your own
• Others’ opinions are more important than
your own
• Have difficulty asking for what you want or
need
• Go along with others vs. with what you want
• Feel anxious or afraid
• Not sure what you really feel
• Take on moods or emotions of others
around you
• Overly sensitive to criticism

The Practical Guru

Types of Boundaries
Many people have the wrong idea about boundaries. They believe that
they already have good boundaries when in reality they have brick
walls, or they have none, believing that boundaries are "unkind."

"Lack of boundaries
invites lack of respect"

Because so few of us understand what boundaries actually are, we
rarely see evidence of them working. But when they do, you feel it—it
does wonders for your mental and relational health.

What healthy boundaries look like
Boundaries are what happen when you can sense
yourself and what you need and want and access your
voice to speak to those things. We all have "limits," and we
all experience violations of our limits.
Most of the time, people are not trying to violate your
limits—they just aren't aware of what they are.
Sometimes, this is because we are not clear with
ourselves or other people about what we want or need.
Here are six boundaries you deserve to have and what
they might look like in practice:

1. Physical boundaries
Physical boundaries include your needs for personal space,
your comfort with touch, and your physical needs like
needing to rest, eat food, and drink water.
It is OK to let people know that you don't want to be
touched or that you need more space. It is also OK to say
that you are hungry or that you need to rest.
Healthy physical boundaries might sound like:
•
•
•
•

"I am really tired. I need to sit down now."
"I am not a big hugger. I am a handshake person."
"I need to eat. I am going to go grab something."
"I am allergic to [insert here], so we can't have that in our
home."
• "No. I don't want you to touch me like that."
• "Don't go into my room without asking first."

Physical boundary violations feel like receiving inappropriate or unwanted touch, being denied your physical
needs, or having someone come into your personal space in a way that is uncomfortable. This can vary on a
spectrum from mild to severe. The most severe violations result in serious physical abuse or neglect.
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2. Emotional boundaries
Emotional boundaries are all about respecting and
honoring feelings and energy. Setting emotional
boundaries means recognizing how much emotional
energy you are capable of taking in, knowing when to
share and when not to share, and limiting emotional
sharing with people who respond poorly.

"Boundaries are a
part of self care"

Respecting emotional boundaries means validating the
feelings of others and making sure you respect their ability
to take in emotional information.
Healthy emotional boundaries might sound like:
• "When I share my feelings with you and get criticized, it makes
me totally shut down. I can only share with you if you are able
to respond respectfully to me."
• "I am so sorry you are having such a tough time. Right now, I
am not in a place to take in all of this information. Do you
think we can come back to this conversation later?"
• "I am having a hard time and really need to talk. Are you in a
place to listen right now?"
• "I really can't talk about that right now. It isn't the right time."

Emotional boundary violations include:
• Dismissing and criticizing feelings
• Asking questions that are not appropriate for the relationship
• Reading or going through personal and emotional information
• Asking people to justify their feelings
• Assuming we know how other people feel
• Telling other people how they feel
• "Emotionally dumping" on people without their permission
• Sharing inappropriate emotional information with your
children

3. Time boundaries
Your time is valuable, and it is important to protect how it is
utilized. Setting time boundaries is incredibly important at
work, home, and socially. Setting time boundaries means
understanding your priorities and setting aside enough time for the many areas of your life without
over-committing.
When you understand your priorities, it is much easier to limit the amount of time you are giving to
other people.
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Healthy time boundaries might sound like:
• "I can't come to that event this weekend."
• "I can only stay for an hour."

"No is a complete
sentence"

• "Do you have time to chat today?"
• "I would love to help, but I would be overcommitting myself. Is
there another time?"
• "We have family time on Sundays, so we won't make it."
• "I am happy to help with that. My hourly rate is…"

Violated time boundaries looks like:
• Asking professionals for their time without paying them
• Demanding time from people
• Keeping people in conversations or on tasks for longer than we
told them we would
• Showing up late or canceling on people because we
overcommitted
• Contacting people when they said they would be unavailable.

4. Sexual boundaries
Sexual boundaries refer to the emotional, intellectual, and
physical aspects of sexuality. Healthy sexual boundaries
include consent, agreement, respect, understanding of
preferences and desires, and privacy.
Healthy sexual boundaries include:
• Asking for consent
• Discussing and asking for what pleases you
• Requesting condom use if you want it
• Discussing contraception
• Saying no to things that you do not like or that hurt you
• Protecting the privacy of the other person

This might sound like:
• "Do you want to have sex now?"
• "Is this comfortable for you?"
• "Tell me what you like."
• "Tell me what you don't like."
• "I don't like that. Let's try something different."
• "I don't want to have sex tonight. Can we cuddle instead?"
• "I am really into [insert desire here]. Is that something you
would feel comfortable with?"
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Sexual boundary violations include:
• Sulking, punishing, or getting angry if someone does not want
to have sex
• Not asking for consent

"Boundaries and sensitivity
are directly connected"

• Pressure to engage in unwanted sexual acts
• Unwanted sexual comments
• Leering
• Lying about contraceptive use
• Lying about your health history
• Criticizing the other person's sexual preferences
• Unwanted touch, assault, or rape

5. Intellectual boundaries
Intellectual boundaries refer to your thoughts, ideas, and
curiosity. Healthy intellectual boundaries include respect for
the ideas of other people, and they can be violated when
your thoughts and curiosity are shut down, dismissed, or
belittled. Respectfulness and willingness to dialogue and
understand are important here.
Healthy intellectual boundaries also mean considering
whether or not it is a good time to talk about something.
They might sound like:
• "I know we disagree, but I won't let you belittle me like that."
• "I would love to talk about this more, but I don't think talking
about it during Thanksgiving dinner is the best time."

• "When we talk about this, we don't get very far. I think it is a
good idea to avoid the conversation right now."

• "I can respect that we have different opinions on this."
Does this mean that you need to be accepting of all thoughts
and opinions? Absolutely not. It is also important to learn to
recognize the difference between healthy and unhealthy
discourse. If someone is sharing an opinion that is inherently
harmful—i.e., racism, sexism, xenophobia, homophobia, etc.
—then you have every right to put a hard line in the sand.
You can set the boundary in your own way. It might sound like letting the person know you do not
tolerate that kind of talk, distancing yourself from them, or cutting off. You do not have to have
"intellectual" discourse with someone who is violating you or other people.
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5. Material boundaries
Material boundaries refer to items and possessions like your
home, car, clothing, jewelry, furniture, money, etc. It is healthy
to understand what you can and cannot share and how you
expect your items and materials to be treated by the people
you share them with.

Which of these benefits
most appeals to you?
Healthy Benefits of Boundary
Setting

Having limits on how your material items are treated is
healthy and prevents resentment over time.

1. Contribution to Others' Well
Being

This might sound like:

2. Freedom From Bad Behavior,
Fear or Pain

• "I can't lend out my car. I am the only person on the
insurance."
• "We can't give any more money. We would be happy to help
in another way."
• "Sure! I am happy to share my dress with you. Just a headsup, I do need it back by Friday."

3. Increased Self Esteem and Self
Respect
4. More Respect From Others
5. Requirement for Honest, Direct
Communication

Material boundaries are violated when your things are destroyed or stolen or when they are
"borrowed" too frequently. Another material violation is the use of materials (money and
possessions) to manipulate and control relationships.

Why Setting Boundaries is Important and Necessary
Setting boundaries creates positive experiences. By getting clear about your boundaries and sharing
them in a healthy, positive and firm way avoids hurt feelings in all types of relationships.
Let’s face the reality here. When someone crosses a boundary, we feel wronged and sometimes violated.
We often believe someone should “know” they crossed a boundary even if we’ve never communicated
this with the person who we felt crossed the line.

Setting Yourself and Others Up for Success
When you know your boundaries and you have the communication tools to set and enforce them, you
create a win/win situation for both parties. When the people in your life don’t know what works for you
and what doesn’t, you set them up to fail, or worse, unable to meet your needs.
Think back to a time when you felt violated in some small way. Did you say or think…. What the hell
were you thinking? You should have known. How could you not know that would hurt me?
But how could they have known if you haven’t shared your boundaries?
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The word “boundary” can be a bit misleading. It conveys the idea of keeping yourself separate.
But boundaries are actually connecting points since they provide healthy rules for navigating
relationships, intimate or professional.

Boundaries are Here to Help Us
We can really think of setting boundaries as fortifying our relationships with others rather than
building walls to keep people out. But boundaries do another important thing for us.
They can clue us in to behavior that might be harmful. Think about the front door to your home or
apartment. If someone breaks it down, you know there’s a problem.
Oftentimes, we push our instincts aside because we are convinced, they are unreasonable, or we
have been taught not to trust them, but if something feels consistently uncomfortable or unsafe, it is
a red flag that there may be a problem.
If someone is repeatedly pushing or violating your boundaries, listen to your gut.
And to avoid being the one doing the boundary busting, ask people in your life to be honest with you
about if you are pushing any boundaries. This may feel scary, but it will most likely be met with
appreciation and will mark you as a safe person to set boundaries with.

Boundaries Improve Our Relationships and Self-esteem
Boundaries protect relationships from becoming unsafe. In that way, they actually bring us closer
together than farther apart, and are therefore necessary in any relationship.
Having boundaries allows you to make yourself a priority, whether that’s in self-care, career
aspirations, or within relationships.

Boundaries Allow Us to Conserve Our Emotional Energy
Your self-esteem and identity can be impacted, and you build resentment toward others because of
an inability to advocate for yourself.
You don’t need to have the same boundaries or comfort level for everyone. Boundaries that let us
have a different radius depending on the situation or person can also help you maintain enough
energy to care for yourself.
Understand that just because you may be happy to lend a hand to your best friend on moving day
doesn’t mean you also have to do the heavy emotional lifting when someone texts about their latest
drama.
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8 Basic Principles of Healthy Boundary Setting
1. Good, Decent People Set Boundaries. Establishing boundaries makes you a safe person.
People know where they stand with you. Boundaries are the way we take care of ourselves. We
have both a right and a duty to protect and defend ourselves.
2. Generous People Set Boundaries. If you don't set boundaries you are giving yourself away.
With boundaries you only give what you want which means you can afford to be generous to
more people over a longer period of time.
3. Boundaries Allow Others to Grow. Because it makes others conscious of their behavior thus
allowing them to change.
4. Boundaries Allow You to Get More of What You Want, and Less of What You Don't. Boundaries
not only protect you from unwanted behavior, they also foster the behavior that you want.
5. Effective People Set Boundaries. Because doing so keeps you in control of your time and
efforts which makes you feel better about yourself. This leads to your being more effective.
6. Stick to Your Guns. In order for boundary setting to work for you, you must develop a
commitment to uphold what is right and true for you. You must act consistently in upholding
your boundaries.
7. Practice Makes Perfect. If this is not familiar behavior it will feel awkward and unnatural at first,
but anything worth doing is worth doing badly at first. People may not like it at first and that's
natural if they are used to getting their own way with you.
8. Keep It Up. With practice you will get more skillful and graceful.
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STEP 1

How to Identify Your Boundaries

No matter how good you are at communication, you cannot identify and clearly define every
single boundary you have, nor should you expect anyone to know all of your boundaries any
more than you should expect to know someone else’s. Learning how to identify your
boundaries and how to have healthy conversations about boundaries empowers you in
moving forward in a relationship in a positive and respectful way.

What Makes You Happy?
The first step in identifying your boundaries is to reflect on what makes you really happy. Start writing out
what comes to mind when you ask these questions. Be specific and very clear about the behavior that
makes you happy and how that behavior makes you feel.
For instance,
What are some things your partner does for you that make you happy or make you feel special?

What does your boss say or do that makes you feel appreciated and valued?

What do your co-workers do that really gives you a boost of positive feelings?

What are some ways your friends express gratitude for having you in their lives?

13

The Practical Guru

What are the things you do for yourself that bring you joy?

What kinds of things do others do that make you feel understood or supported.

How do others make you feel like you are included and belong?

In what others ways do others make you really happy?

What Are Your Rights?
It is important in setting boundaries to identify your basic human rights.
Here are some examples:
• I have a right to say no without feeling guilty.
• I have a right to be treated with respect.
• I have a right to make my needs as important as others.
• I have a right to be accepting of my mistakes and failures.
• I have a right not to meet others’ unreasonable expectations of me.

List other rights that are important to you.

Once you identify your rights and choose to believe in them, you’ll find honoring them easier. When
you honor them, you’ll stop spending energy pacifying or pleasing others who dishonor them.
14
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Self-Awareness – Understanding Your Needs
An important step in learning to set boundaries is self-awareness. For example, pay close attention to the
situations when you lose energy, feel a knot in your stomach, or want to cry. Identifying where you need
more space, self-respect, energy or personal power is the first step. You can’t effectively tend to your needs
unless you are clear on what they are. Complete these 3 sentences with at least 10 examples.
1. People may not ____________________
• Humiliate me in front of others
• Tell off-color jokes in my company
• Invade my personal space

2. I have a right to ask for ____________________
• Help around the house
• More information before making a purchase
• Quiet time to myself

3. To protect my time and energy, it's OK to _______
• Turn the ringer off on the phone
• Change my mind
• Bow out of a volunteer activity

15

because I need _____________________
• my status with others intact
• to feel comfortable around them
• to feel safe

because I need _____________________
• and deserve your support
• to feel right about my decisions
• to process my emotions

because I need _____________________
• to not feel chained to it
• to maintain a sense of balance
• protect my family time

The Practical Guru

How to Identify Your Core Values
Your boundaries also relate to your moral philosophy. A value, simply put, is something that is important to
you. Examples are: Trust, Honesty, Integrity, Respect, Safety, Financial Security, Intimacy, Being Heard, etc.
Knowing your values is important because your values determine how you act, how you treat yourself and
others, and how you spend your time.

Values Elicitation:
Take a few minutes to write down your core values. What is really important to you? What brings you great
joy in life? Quickly list as many as you can in Bucket #1, usually about a dozen, until you can't think of any.
Break State: Next, break your emotional state by simply getting out of your chair and think something else.
For example, turn in place, shake you arms, get a drink, look out the window, etc. Then come right back, sit
down and repeat the question: "What is really important to me?" Fill Bucket #2 as far as you can. There
will probably be fewer before you run out. Repeat the same procedure for Bucket #3. Don't ruminate,
take top-of-mind choices and move on. When no more come easily to mind, you are done.

BUCKET #1

BUCKET #2

BUCKET #3

Make your values positive choices
A value is something you move "toward" not "away" from. If you cannot abide lairs, don't list
"dishonesty," list "honesty," because that is what you want to "move toward."
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Your Values Hierarchy

Your Values Hierarchy

Now we will number the values in order of their importance to you.
What's the most important? What's next, etc.
Using the lists you made, choose the one value that is most important
to you and list it in the column to the right. Then choose the next most
important value and list that beneath it. Do this for all the values listed.
If you run into dificulty prioritizing use this strategy by asking yourself:
"Assuming I have (list of values already chosen), is __________ or __________
more important to me?"
If you really get stuck deciding between two values imagine someone
asking you: "Assuming you have (list of values already chosen), if you
couldn’t have ___________ but you could have __________, would that be
OK?"

Know Your Most Valued Values
Now, take a look at your finished Values Hierarchy. Of course we know
what is important to us, but we rarely give it any detailed consideration.
Most people are fascinated by their hierarchical list. Your list may be
quite long, but behavioral psychologists agree that it is at most the top
ten that widely impact your behavior, reactions, and outlook. Of those,
the first five are the most impactful, with the top three being real drivers
of your behavior.

Threshold Values
Threshold values are those that when crossed, there is no going back.
We all have different values and different boundaries, so what may be a
threshold value for you may not be for someone else. Some examples
of threshold values include infidelity, physical or emotional abuse, lying,
stealing, etc.
We’ll discuss more about what to do if someone crosses a threshold
value near the end of this guide.
Let's say, looking at your list you decide that infidelity is a threshold
value, it's a deal-breaker, you're OUT! Now ask, is there anything that
would make you come back? True regret? Forgiveness? Understanding?
These may also be threshold values. Or, maybe there is nothing. On
the next page you will determine your threshold values.
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To Find your Threshold Values
Look at the first dozen or so values from your hierarchical list and ask yourself:
a) “All these values being present, is there anything that could happen that could make you leave?” (i.e. give up, walk
away, quit) List this threshold values(s) in the column below under "My Deal-Breakers."

b) “All these values being present, plus (Value(s) just mentioned) what would have to happen such that would make you
stay?” Add it to the list.

c) “All these values being present, plus (Value(s) just mentioned) what would have to happen such that would make you
leave?” If there is one, add it to the list.
d) Continue with steps b) – c) until you get repeat words.
Next, combine the three lists - what you do like (What Makes You Happy Pg.13), what are your Values
(Your Values Hierarchy Pg.17), and what are your Threshold Values (My Deal Breakers).

What Makes Me Happy
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My Deal-Breakers
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Now Your Root Boundaries are Revealed
Look at the three lists on the previous page over the next few days or weeks. It is a road map to what I call
your root boundaries. Instead of (or in addition to) looking for particular occurrences of boundary
violations, you can take a step back from the specific and get a good idea of the deeper and more general
areas that you are sensitive or highly reactive to.
In this way, you get to know yourself better; what you desire and deserve, what you need and why, and
what you absolutely will not tolerate.

What are Your Boundaries?
Now, write down behaviors that really tick you off or what feels like a violation in some way, and what areas
you need to focus some energy on.

In the next sections we’ll talk about how to set those boundaries and how to go about enforcing them.
What behavior(s) really hurt my feelings?

In what areas am I not serving myself by not having healthy boundaries with others?

Where might I be unclear, or unwilling to establish boundaries?

What do people in my life say or do that makes me feel like a line has been crossed?

What will I absolutely not tolerate from my partner or spouse?
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What will I absolutely not tolerate from my children?

What will I absolutely not tolerate from my friends and family members?

What will I absolutely not tolerate from my boss, co-workers, employees or other work relationships?

What behaviors are relationship killers for me?

NOTES:
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STEP 2

How to Set Boundaries
Now that you know your core values and you have identified what works
and doesn’t work for you, it’s time to learn how to set healthy boundaries.

If someone crosses a boundary the first time and it’s not a threshold value, the first step is to let them know
clearly and firmly that this behavior doesn’t work for you. And you can do this in a very gentle, heart-centered
way.
If someone crosses a boundary a second time and it’s not a threshold value, the second step is to do some
release work so you are not getting stuck in the emotions and to have a second conversation expressing that
this behavior does not work for you and if it happens again, what you will do (what action you will take). What
you do will depend on who crossed the boundary and what boundary was crossed. For example, if your boss
said something derogatory again about you in front of co-workers and you’ve had a conversation about this
the first time this happened, you might say to your boss that you will have to submit a complaint to HR.

The key to consequences is being willing and able to enforce them. Do not say you will do something you
won’t. Follow through on your word. Take some time to think about the repercussion of the consequence
before you express it to ensure you are able, willing and committed to following through.
If someone crosses a boundary a third time and it’s not a threshold value, you have to take the action you
said you would when you had the second conversation. When you don’t follow through on what you said you
would do, the consequence is that you are actually teaching people that it is okay to cross your boundaries.

If you offer a consequence when someone crosses a boundary, you have to follow through. If you say
you are going to do something, you have to do it. If you are a parent, you know what happens when you
don’t follow through on your word with children. When a child crosses a line after being told there will be
consequences if the child does it again, but the parent doesn’t follow through, the child learns that there
are essentially no consequences for their behaviors. Worse, they lose trust in you and your word.

You best teach others about healthy boundaries by enforcing yours.
-Bryant McGill
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Being Assertive
Here’s how to draw your lines with confidence.
If someone sets boundaries with assertiveness, it feels firm but kind to others. If they push in to aggressive,
it feels harsh and punishing to others. Assertive language is clear and nonnegotiable, without blaming or
threatening the recipient.
You can be assertive by using “I statements.”

HOW TO USE "I STATEMENTS"
I feel ____ when _____ because _______________________.
What I need is ______________________________________.
I statements show confidence and good boundary setting by expressing thoughts, feelings, and opinions
without worrying what others are thinking.

Many people have difficulty being assertive, whether due to social
anxiety, shyness, or a lack of confidence, it can be a daunting obstacle to
maintaining your boundaries. That's why I have written an extremely
helpful piece on being assertive on my blog, to see it go here:
Standing Up for Yourself: The Right Way to Be Assertive
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Learn to Say No
"No" is a complete sentence, and
here's how to say it.
Letting others know why you need a
boundary respected can help them
understand your reaction to it, and bring
them around to being supportive of it.
However, sometimes an explanation of
why is more than what is called for.
Sometimes the obvious answer is just
“no.”
Even though it can be daunting to say,
“No” is a complete sentence.
We might be hesitant to say no without offering more info, but it’s not always necessary. Sometimes
explaining isn’t needed for boundary setting as much as personal tolerance for being uncomfortable. You
can say no without an explanation and without providing any emotional labor to the person you’re saying it
to.
If someone asks for your number or to dance, you can absolutely just say no. If a co-worker asks you to
cover their shift, you can also say no, without offering any excuse. Think of it this way, you don’t owe anyone
an explanation, but if it serves your interests to share your “why” then it’s up to you.
According to Albert Mehrabian’s widely quoted statistics for the effectiveness of spoken communications,
the actual word “no” conveys only 7% of the meaning of the person saying it. The rest is body language,
tone, and inflection. So how you say no is much more important than merely using the word.
A little acting psychology can really help here. Many times, our no sounds conditional or tentative, which
sends the message that you really aren’t sure, so why not ask again. Maybe you need convincing? After all,
we are social animals, and we like to be liked, and useful to others. Even without realizing it, we may not be
setting a firm boundary when we say no. How do we do that without sounding harsh?
The answer is don’t say no as if you have just decided on it, or as if you are busy thinking of excuses why
you’re saying it. For instance, how would you say no if you didn’t want to hurt my feelings? “Can you take my
shift tonight?” “…no…” How would you say no if you thought I would be angry? Hear that sound?
Now imagine saying no if I just asked you if you had ever been to the Grand Canyon. “No. I haven’t seen it
yet.” “Were you born in Italy?” “No. I wasn’t” (assuming you weren’t). Can you hear the finality in the sound
of that no? It’s definite, already done and settled, everyone knows it, next question please?
Say no THAT way, and people will know you mean it.
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STEP 3

How to Enforce Boundaries

Once a boundary has been crossed, how do you have a conversation about it and what is the most
productive way to go about this? The first thing you want to do is answer the following questions:

1. What happened? List the facts only

2. What was my reaction? What feelings came up when this happened?

3. What is my part in this? For instance, did this person know this was a boundary? Did
you communicate clearly about this boundary in the past?

4. Did you communicate a consequence if this boundary was crossed more than
once? If yes, are you willing and able to follow through?
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How to Handle Someone Who
Crosses a Boundary
Before we get to the next step, let’s talk about
control.
So, what can you control? You cannot control
what someone does or does not do. You can,
however, control what you decide to do about
what someone does or does not do.
What does this mean? If you determined from
your answers above that you weren’t clear or
didn’t share your boundaries, or you have been
unable to follow through on consequences, you
may decide to have a conversation about this
with the person who crossed the boundary.
If, however, you’ve been very clear about this
behavior being a boundary violation on more
than two occasions, and the person continues to
violate the boundary, you have to ask yourself if
yet another conversation will move you closer or
not.
This is a personal decision you will have to make
and will depend on if this person crossed a
threshold value or not.

Knowing When Your
Boundaries are Crossed.
There are two key feelings in others
that are red flags or cues that we’re
letting go of our boundaries:
discomfort and resentment. Think of
these feelings on a continuum from
one to six. Six to ten is in the higher
zone.
If you’re at the higher end of this
continuum, during an interaction or in
a situation, ask yourself, what is
causing that? What is it about this
interaction, or the person’s
expectation that is bothering me?
Resentment usually comes from being
taken advantage of or not being
appreciated. It’s often a sign that
we’re pushing ourselves either beyond
our own limits because we feel guilty
(and want to be a good daughter or
wife, son or husband for instance), or
someone else is imposing their
expectations, views or values on us.
When someone acts in a way that
makes you feel uncomfortable, that’s a
cue to us they may be violating or
crossing a boundary.
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How to Have the Boundary Conversation from the Heart?
If you determine a conversation is needed, here are some steps to take to handle the
conversation in a heart-centered and productive way.

1. Letting go of the past and any baggage that may be affecting this present moment
First and foremost, you need to let go of any baggage from the past that be intensifying this
experience. Keep in mind that the best time to discuss a boundary may not be when the boundary
is being crossed.

2. Choosing a time when emotions are calm
Choose a time when things are calm for you, and for the other person. Start with an intention to
share your feelings in a positive, clear way for the purpose of bringing you closer. Remember, the
goal of this conversation is to share and to make the other person aware of what doesn’t work for
you and what does.
Conversely, this is also a time for your partner (or boss, employee, family member or friend) to
share what does and doesn’t work for them for this relationship to be successful and fulfilling. Set
the stage for a positive outcome with the ultimate goal being building awareness, moving forward
and reconnecting with someone after a line has been crossed.

3. Having the Conversation
You can have this conversation with someone who is supportive to help build your confidence
before you have it with the person who crossed a line. It’s important to start small. If someone
crosses a threshold value, you might consider practicing with smaller boundaries first. When you
are ready emotionally, have the conversation and keep it positive. By sharing, you are essentially
creating an opportunity to set yourself and others up for success.

Here is a Sample Conversation to Get You Started
I would like to have a conversation with you, and my intention is to [outcome desired]. I really felt
[insert the feeling] ________________________________ when you did (or said) [insert the action or
words] _______________________________________________________. One of my values is [insert value that
corresponds to what you want] _______________________________________________ and when you did
[enter behavior] _______________________________, it felt like you were not honoring my value of [enter
value] ___________________________. Have I not communicated my feelings about [insert behavior] in
the past? (have you?). I know you wouldn’t intentionally [hurt, insult, overlook, etc.] me, so I am
wondering if I didn’t communicate clearly in the past. The reason this is important to me is
because __________________________________________________________________________ . I am asking you
now to ______________________________________ for me. Is it possible for you to make this adjustment
so I feel ____________________________ in our relationship?
[If yes] Thank you for listening and for making this adjustment. I really appreciate you and the
relationship we have.
[If no] Can you tell me why making this adjustment is not possible? Is there anything you would
like to share with me about what does or does not work for you in our relationship?
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STEP 4

Practice Forgiveness

After having this conversation, make a new commitment to each other to honor each other’s
boundaries. There will be mistakes along the way so don’t aim for perfection. Instead, look for
improvement. Practice forgiving others when they cross boundaries, especially if they didn’t know
or you weren’t clear about the boundary they crossed. Be sure to include yourself in this practice
when you cross someone’s boundary as well.

Forgiveness is a reflection of loving yourself enough to move on.
–Dr. Steve Maraboli

What to do if you’ve made your
boundaries clear but someone keeps
crossing those boundaries?
You have to follow through on what you said would happen if
they crossed the boundary multiple times. Remember, setting
boundaries is about teaching others how you want to be treated. If
someone is unable or unwilling to honor your boundaries, it
might be time to evaluate if this person is someone you want
to maintain a relationship with or not.

What to do if someone crosses a
threshold value?
Let’s talk about what to do if someone crosses a threshold
value. Remember, a threshold value is one that when crossed,
there is no going back, meaning the relationship will be altered
in some permanent way. So, what should you do if someone
crosses a threshold value?

If you are in fear for your
safety or are worried about
what will happen if you
decide to end a relationship
or remove yourself from a
relationship – STOP HERE
and get support from a
trusted source. There are
many resources available to
you to turn to for support,
guidance and protection.

First, if someone crosses a threshold value, this is serious business and requires some deep introspection.
Here are some key questions you’ll want to ask yourself and answer honestly.

1. What are you gaining by staying in this relationship or maintaining this relationship?
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2. What might you stand to lose if you decide to leave this relationship or remove yourself from
this relationship?

3. Will other people in your life be affected by your decision to maintain or end this
relationship?

4. If you answered yes to the question above, in what ways might they be affected? Be sure to
include both positive and negative reactions/responses.

5. If you answered no to question 3, how might you be affected by a decision to maintain or end a
relationship with someone who crossed a boundary that is completely unacceptable to you?
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6. Do you believe this person would be willing to change his/her behavior and honor
your boundaries in the future? Has this person made positive changes in the past?

7. If you answered yes to the question above, what would this change in behavior look like and
how would you know there was positive progress?

8. If you answered no to question 6, how will staying with this person or maintaining a
relationship with this person who cannot honor your boundaries affect you mentally,
emotionally and physically?

After taking some time, really looking inward and answering these questions honestly, you will
gain a clearer picture of your options and what might be at stake if you maintain or decide to
end a relationship.

"Boundaries define us. They define what is me and what is not me. A boundary shows
me where I end and someone else begins, leading me to a sense of ownership.
Knowing what I am to own and take responsibility for gives me freedom."

-Henry Cloud
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See the possibilities.

The Practical Guru Blog shows you how to actually make the
changes you desire, instead of philosophizing about them or giving
you vague motivational slogans. Visit thepracticalguru.com
Here you will find exciting new on-line content and courses with
clear actionable steps, strategies, and techniques to create
personal success, engagement, meaning, and purpose in your life.

Discover The Practical Guru

The Guru is You. We Just Work Here.
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