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The Guide to Setting Healthy Boundaries 
 

Unless you are the CEO of the company, you likely have someone that is assigning you work and whose job it is to 
keep your plate full. Therefore, even as a manager or an executive, one of the challenges that you’ll experience is 
having to set healthy boundaries with senior management, colleagues and employees. If you want to continue to 
engage, and build and maintain trust and solid working relationships, the key is to do so in such a manner that is 
not off- putting for others. You also want to avoid coming across as a complainer or like you are out of control. 
 
Being able to say ‘No’ with grace and confidence is important as it has an impact on your own well- being and that 
of your employees. Setting healthy boundaries will ensure that you have a more balanced work/life and can create 
space for what is most important to you. 
 
As a result, your employees will get the best, happiest, most engaged and lit-up version of you. You will model 
leadership behaviors by creating more balanced workloads and by not subjecting your employees to avalanches of 
work being dumped on their desk. In the end, both you and the company will benefit from having a healthier, 
happier, and more engaged work force. 
 
So why do so many of us struggle with setting boundaries? Why do aspiring leaders have trouble saying ‘No’, even 
when it is the most reasonable thing to do? 
 
There are many reasons why people have difficulty saying ‘No’ when they need to do so. It takes a great deal of 
courage, especially if you have been brought up to be kind and helpful to others. Here are some of the most 
common reasons I have come across during my career, based on my own struggles and those of others whom I 
have worked with or coached: 

 Fear and worry about how you will be perceived and that by setting boundaries, you will damage your 
reputation; we fear that saying ‘No’ is career limiting and the result is that we’ll be overlooked and pass-up 
opportunities for advancement. 

 We are so not used to setting boundaries that we do not know how to say ‘No’ in a professional manner. We 
worry that it will come out sounding very awkward and unconvincing OR too direct and abrupt. 

 We feel uncomfortable saying ‘No’ when someone comes at us with a request, mostly because of guilty 
feelings that creep up when we look someone in the eyes and deny them assistance. 

 You may have a strong sense of duty and responsibility that you feel the need to step up. 

 There may be a lack of trust in others’ ability to deliver, and concern that things won’t get done properly and 
will fall through the cracks if you don’t do it yourself. 

 Delivering on tight and seemingly tight deadlines can create quite a rush and be addicting. Approval Seekers 
Anonymous anyone? When we look for constant recognition and validation from others, we may be tempted 
to take on way more than our fair share. 

 Some take it on as a personal challenge and would feel like quitters if they admitted to being overworked. 

 Not knowing how to delegate and ask others to take on the work as we anticipate a negative reaction or would 
rather not inconvenience them.  

 Sometimes we are simply intimidated by management and people who are pushy; we feel vulnerable and just 
can’t seem to find the strength to say ‘No’ to them. 

 
Root causes might include not having learned the appropriate skills or language to be able to manage expectations 
in a professional manner, lack of confidence and ability to communicate one’s own feelings, holding back from 
taking on a more active role in managing your workload, and false perceptions and beliefs. 
 
For instance, if you learn to set boundaries using tact, diplomacy and grace, not only will you be able to help your 
highly-engaged team to focus on priorities and achieve goals, you will stay healthier and be able to show 
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up at work full of energy and creativity. You will also gain greater respect and other leaders will think twice about 
trying to take advantage of you and push you around. 
 
Let’s have some fun learning more about setting healthy boundaries. The first step is to notice what is going on 
around you and identify the players at work so that you can be better equipped to identify when people are 
crossing your boundaries and knowing what you need to do to set clear and healthy ones. 
 
 

Get in the ‘know’ – You know that you are overworked when… 
 

Chances are that if you answer ‘yes’ to any of the following, you are overworked and need to build up your courage 
and learn to set healthy boundaries. 
 
 You are constantly reminded that you are the “Go-to person” and that you should be honoured and proud to 

be such a trusted resource. 
 You feel the weight of the world is on your shoulders. 
 You are the only one who can do this – I know I can count on you. 
 You feel guilty if you set a boundary and the thought keeps you up at night. 
 You fall for it when people say, “If you don’t mind,” or “I don’t want to impose on you.”. 
 You overhear “Give it to (insert your name here). He/She will get it done!”. 
 People tell you that “You are too nice.”. 
 Your colleagues suggest that you are over-doing it. 
 Your boss insists, and you cave in every time, even if it is having a negative impact on your life. 
 You won’t leave on time and you feel guilty even when your boss suggests that you are working too hard and 

need to call it a day. 
 You often go into work on your days off. 
 You get a ‘buzz’ from completing high volumes of work. 
 You feel recognized for your contribution, but you have the feeling that the recognition would cease if you 

happen to stumble, so you keep giving more. 
 You accept to complete assignments, even if your gut is yelling for you to stop. 
 You volunteer for everything. 
 You think you are indispensable and that important files would fall through the cracks or go up in flames, if 

you weren’t the one holding down the fort. 
 
If you are on the verge of burn-out and have any hope of learning to tactfully set healthy boundaries, the first thing 
you need to do is raise your awareness about how others can get you (and often manipulate you), into taking on 
more than your fair share, to the point where it is no longer sustainable. 
 
What are some of the strategies or buttons people push to get you to take on more work, when your plate is 
already overflowing? 
 
 

Boundary Crossing Archetypes 
Boundary Crossers and the Strategies They Use to Get You to Overwork Yourself 
 

 The Sugar-Sweet Complimentor: Awash in compliments but always with an ulterior motive. You become 
dependent on their praise and take on more work so as not to disappoint. They try to make everyone believe 
that they are the favourite and their aim is to have you wrapped around their little finger so that they can get 
you to do incredible amounts of work. They’ll even say things like “I know you’ve got this because you are so 
talented.” or “We need you because you are the best at this.” or “No one else can do this as well as you do.” 
Just like sugar, though you like dealing with this person in the moment, it is far from healthy in the long run if 
compliments are being used to take advantage of you. 
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 The Buddy: The buddy wants to be your friend, the type of friend that drops by any time to borrow a cup of 
sugar, ask you to watch their kids on a Friday, and mow their lawn on the weekend – all with a big smile. You 
get to like this person and they really appreciate you, but you are often left to wonder how the heck you got 
sucked into doing yet another project! They’ll say things like “Can you be a lamb and do this for me just once?” 
or “Please. Do it for me (insert puppy-dog eyes).” or “Take one for the team”…‘High Five!’”. You do whatever 
you can to not let the team down. 

 The Magician: A close cousin of the Sugar-Sweet Complimentor, this person will 
make empty promises and convince you that they can make opportunities appear 
from out of midair. They convince you that all you have to do is agree to follow 
them and they will bring you the moon. They lead you on by convincing you that 
they will clear the path or hand you a promotion “Just work on these extra ten files 
(or back-fill for two extra jobs), and I will help you get ahead.” Once you are 
under their spell, you notice that it was all smoke and mirrors to get you to do way 
more work than is humanly possible. Thanks to your hard work, they get ahead but 
you don’t. 

 The Victim: The victim is one of the most passive aggressive types. They feed off others feeling guilty and play 
on their empathy to get you to feel sorry for their sad plight. The whole world is against them and they are so 
overworked … more than anyone! The Victim sulks when things don’t go their own way. You are not going to add 
to their pain, are you? You pick up all the slack because you feel bad for them or feel guilty. They’ll huff and puff, 
and sigh out loud like the weight of the world is on their shoulders. They’ll exaggerate and say things like, 
“Urgh! I am so busy and so overworked!” or “My life sucks!” or “I know that you have commitments in the 
evening, but I’ve got no one else to turn to, to get this done, and if we don’t deliver on this, I might get fired and 
then who is going to pay for my bills? I am going to end up on the street” or “I haven’t seen my kids in three 
weeks because I am overworked, so do you mind staying this weekend to do this for me?” or “I hate to ask you 
this but can you work on Christmas day because I haven’t seen cousin Al in twenty years.”. There are cases 
where these requests are warranted due to operational requirements, but if they happen once a week, then you 
are probably dealing with a victim. 

 The Sulker: Silent treatment anyone? These people often have a sad and depressed look on their face. They do 
a lot of huffing and puffing and rolling of the eyes – you swear that you saw them trip over their own bottom lip. 
You take on more just to avoid having to be subjected to their draining non-verbal and a mean case of cold 
shoulder. 

 The Big Baby: They have toys to fidget with on their desks. They want you to mother them, to fix all their 
problems, and to tell them what to do. You feel sorry for them and at the same time don’t want to see 
important files fall through the cracks. You feel responsible for what happens because the Big Baby is distracted 
with other things and doesn’t appear to see the risks. You step in, and suddenly their problems become your 
problems. They also have Victim and Sulker tendencies. They may have been spoiled by former employees that 
looked after all their needs. 

 The Flake: They are scatterbrained and disorganized. They are all over the map and this creates more work for 
you. They can’t make a decision and you are left in limbo. You feel increasingly dazed and confused and you go 
back to your seat and pound your head into the desk because they don’t know what they want and keep 
changing the direction of the files. Mounds of rework are par for the course. 

 The Lurker: Likes to lurk and peak over cubicles. They are never too far away and like to place their desk so that 
they can see into your office. They drop by and say, “I came by earlier and I didn’t see you.” They stretch out 
their necks to peek down the hall and then seem to vanish and reappear almost like magic. Did they crawl in 
through the air vents? Where will they turn up next? 

 The Egomaniac: It’s all about them and how good you can make them look. They love you and will support you 
as long as you make them look fantastic, no matter what the cost to you. If you let them down in their minds, 
they will make sure you get taken down as well and will blame you so that they can save face. You need to be a 
good worker but be sure to never outshine them or they will turn into a big devious diva. 

 The Anger Management Candidate: They are always stewing, and they give off an aura of tension and anger. You 



 

5  

can almost see the storm cloud swirling over their heads. They are never happy and are almost always in a bad 
mood. You keep taking on more in the hopes that one day their mood will change, and the sunshine and 
rainbows will replace the clouds. 

 The Switcher-Upper: This person is happy and appreciative one moment, but don’t get too comfortable as their 
mood can switch on a dime. People around them feel like they are always on pins and needles. You try and try 
to figure out when it is safe to approach them, but when you walk into their office at any given time, you never 
know whether you’ll be dealing with the beauty or dealing with the beast. You do everything you can to keep 
them in the happy zone, including taking on way too much work. 

 The Chicken: This person lacks courage, is very insecure, and tends to catastrophize 
at the drop of a hat. Fear is both their driver and their biggest road block. They lack 
the ability to put ideas forward to management and to defend them, even if they 
come from the most talented team of specialists. The result is that the Chicken will 
keep coming back to you in a panic due to their failed attempts to mind-read what 
senior management wants – because asking them directly is way too scary! If you 
are working on draft 130 of a presentation (true story!) then your boss is displaying 
Chicken behaviours. This is because they’ll be afraid to give you specific and clear 
feedback, so their demands will come across as half-baked, awkward, incomplete 
and unclear. They micromanage you because they need constant reassurance that you are on top of things. They 
ask you for way more research or data than needed because they are afraid of being proven wrong or asked too 
many questions. Rather than prioritizing and managing expectations, they procrastinate until they can no longer 
put things off and then they run around like a chicken clucking, “Urgent, Urgent, Urgent!” They also drop names 
to get stuff done. You are confused and question whether files are truly as urgent as they say. Chickens create a 
lot of work as they are afraid to push back, defend ideas and set boundaries with 
management and clients. 

 The Big Bossy Boss: “Do it because I told you to!” This totalitarian will bully you, 
intimidate you, and make threats if you don’t do as you are told. They’ll throw you 
under the bus and turn to blame if they get questioned by senior management if 
work is late – even if it is their own fault. They won’t think twice about humiliating 
another in front of colleagues and using intimidation tactics, like yelling or posturing, 
to make sure that you know who the real boss is. You would rather work crazy hours 
and work late than to become their next victim. 

 The Actor: Can fake any given emotion and you never know which archetype will show up. They may act all nice 
but will never truly step up for you. They may fly off the handle one day, and buy you lunch the next. They will 
do whatever it takes to get you to say ‘yes’ to all their unreasonable demands. You are not sure which one of 
the characters will show up, and they can even act like a great boss when you first start to work with them. 
Once the honeymoon period is over though, look out as you will get a front-row seat to see their true colours 
shining through. 

 
In contrast to these harmful archetypes, the Great Boss is a true leader and inspires employees so that they want 
to do the work, are happy to go the extra mile, and find meaning and purpose in all they do. This person engages 
you and respects you as a human being. They genuinely want what is best for you and for the company and they 
know how to balance this. They will ask you to estimate how long you think assigned files will take to complete and 
will work with you to set reasonable deadlines. 
 
This archetype knows how to manage upwards and can deftly manage expectations, set priorities, and say no with 
grace and a high professionalism. They gain respect from colleagues at all levels. The great boss manages results 
rather than face time and allows people to use their unique talents and abilities to do the work. Though they like to 
keep informed, they avoid micromanagement and empower their employees to take ownership and accountability 
for assigned files. They value creativity and are open to listening to your perspective regarding what is causing 
delays and encourage you to come up with ideas to address them. They will support you as you try to find ways to 
manage the workload. Establishing a trusting work environment is important to them. 
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They notice when you are overworking yourself and are concerned about your health. They tell you to go home 
and help you re-prioritize files if they see that you are working too much overtime. They model healthy habits and 
encourage you to take your breaks and eat lunch away from your desk. 
 
 

Do’s and Don’ts of Boundary Setting and Managing Expectations 
The Don’ts to Avoid Being Overworked 
 

 Don’t automatically jump-up when someone yells “Urgent, Urgent, Urgent!” at the office: If it is not life or 
death, you don’t need to jump whenever someone says it is ‘urgent.’ Check to see why they think it’s urgent and 
don’t own it or take on the burden if it is not your problem. If others aren’t pulling their weight, the best way to 
get them to realize this is to let the balls drop. Talk to your manager to determine the degree of urgency and 
make suggestions on who else could pitch-in if it is indeed a true urgency. Try to deflect other people’s stress 
and leave it with them. Be helpful, but if someone else’s negligence caused the urgency, you shouldn’t have to 
pay the price for it. 

 Don’t become the “meat” in the sandwich: If there are too many people putting in requests at the same time 
(especially tricky in a matrix organization), then ask them to meet and negotiate priorities and timelines with 
other managers. You could also act as a catalyst and call a meeting with all the parties requesting work from you 
present. You could discuss strategies with your manager to ensure that requests from all directions go through 
them first – this also allows your manager to realize all that is on your plate and also intercept requests that 
shouldn’t have come to you in the first place. 

 Don’t become the Office Spackle: Does everyone come to you to plug all the holes and fix all the problems? 
Don’t let them convince you that the walls are going to cave-in just because you won’t work all weekend. 

 Don’t create more work when your plate is already full!: If you have a wealth of ideas, make sure that you are 
measured and strategic in how you present them. You can develop a plan that spreads the projects out over the 
short-medium and long-term. You can suggest that others be given the lead, and even link into ongoing corporate 
initiatives. You can volunteer as an advisor rather than be the one who is the lead developer. You shouldn’t be 
rewarded with overwork and burnout for being innovative (i.e. just because you came up with an idea, doesn’t 
mean that you automatically should be the one to implement it!) 

 Don’t try to be the Office or Company “Hero!”: A favourite for approval seekers, other variations: The Office 
Mother, The Listener, The Best Friend. This means don’t take on other people’s work as your own. Of course, be 
a team player and help where you can but don’t take it over along with all the stress and responsibility. “I’ll 
help,” and next thing you know you are running the show. In other words, don’t automatically “Take one for the 
team.” If your gut is telling you to run for the hills, listen to it. If you are tempted to throw on your cape, remind 
yourself that fame and fortune can be short-lived. The glory goes when you get sick or can’t deliver on things for 
which you are responsible for because it is just too much. 

 
 

The Do’s: Strategies to Set Healthy Boundaries 
 

 Be pro-active and propose realistic timeframes: Don’t commit on the spot. Say that in order to do an excellent 
job, you need to look more closely at what is needed to complete the work and that you will propose a 
timeframe. Tell them, “This is what I can do realistically. If I had more time, I could do this and this, and do more 
in-depth research.” Always under-promise and over-deliver. For example, if you think that realistically you could 
do the task in two days, then build-in a cushion in case you get ad hoc requests or for other unforeseen delays. 
Suggest that it will take you four days instead. 

 Set priorities with the manager: Say something like, “I have X, Y, Z and four other files that I am working on. 
What could be shifted off my plate or be put on hold while I complete this urgent request?”. Or even better, 
propose what could be put on hold and ask for concurrence (follow-up by email if possible). Ask or propose how 
another colleague could help. If you get ad hoc requests, then discuss how to address by order of priority; what 
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can wait until later and what could be done by someone else. Understand and focus on the real needs to avoid 
unnecessary work. 

 Keep your manager informed with regular status reports: Let your manager know of all the requests and give 
them a heads-up and keep them informed regarding potential delays and why the delays are happening. 
Propose what can be done. If someone, or another department, is holding up your work, get your manager 
involved and ask them if they could use their influence to help you get the responses you need (and escalate up 
the ranks if needed). 

 Flag requests that fall outside the scope of your work: Rather than cross your arms and say “It is not in my job 
description,” you could say something like, “I just wanted to flag that this request came to me but I wanted to 
discuss this with you before I action it, as it may fall out of the scope of my regular work. I would be happy to 
address it if you believe it is a priority, and I could recommend how to shift the work on my plate to 
accommodate it.” 

 Be a solution finder: Rather than whine and complain that you are 
overworked, approach your manager and say there are too many 
competing priorities. Analyze what is on your plate and recommend a 
plan on how you are going to achieve all the top priority objectives and 
suggest how to address the outstanding issues (e.g. put on hold, re-
assign, engage external help, simplify and focus on core or let go of it). 
Example: If you are running legacy reports or offering a service clients 
and colleagues are not using and are becoming obsolete, propose: 
 “I’ve analyzed what is on my plate. These are some ways that we 

could deliver on top priorities and deliver the rest of the files within adjusted, yet still reasonable 
timeframes.” 

 Offer to contact the various stakeholders to negotiate new timeframes, if possible; especially effective for 
internal clients (e.g. “I just received an urgent request from senior management and it’s a corporate priority. I 
am calling to see if I can send you the deliverable due tomorrow by _____ (insert date) instead. I apologize 
for the inconvenience, and rest assured that if there is any way to speed this up, I will send it to you earlier.”) 

 Keep your ego in check: Things will not fall apart without you. Avoid hoarding information and do transfer your 
knowledge to colleagues and your employees. None of us are truly indispensable and the company will not 
implode if you take a break. You will never ever please everybody, even if you turn yourself inside out, so forget 
trying to accomplish that and look after yourself. 

 Let go of perfectionism: Sometimes good enough will get the job done and help you get through periods where 
you are swamped. Look at your files. Yes, the report that will be available for client consumption and the 
briefing note to the CEO may need to be of the highest quality. However, the memo announcing the new 
members of the social committee or the internal ‘scent-free’ policy and accompanying posters need not be 
written like academic papers. 

 Boost your confidence: People feel your confidence, and this engenders feelings of respect toward you, where 
people will think twice before crossing your boundaries. Build your reputation: factually state all the things that 
you accomplished and market your brand within and outside the organization. Building your credibility will 
increase your clout, making it easier for you to assert yourself. 
 Remind yourself that you are not really ‘stuck’ in your job. Every day you decide whether to stay or go. 

Always be ready to make a break – build your networks and keep your resume up-to-date – when you feel 
you have options, you’ll find it easier to set your limits. 

 Practice setting boundaries and start small and build-up your confidence. 
 Use relaxation and breathing techniques/exercises. 

 Network both inside and outside the company: Get easier access to collaboration/information when you need 
it. Share best practices and ideas with supply chain partners and ask for samples or templates, when 
appropriate. 

 Propose process improvements and identify tools to help simplify your work task: Identify the irritants and 
bottlenecks that are causing process delays and causes work to pile up. Propose solutions to your manager to 
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get their buy-in. 

 Sit on your hands: Don’t volunteer for every single project… even if someone stares at you or you feel like you 
are being ‘volun-told’! As my boss Art used to say, “Lisa, stop putting your hand up every time they ask for 
volunteers at a meeting. You’ve got to sit on your hands!”. There you have it, avert eye contact, sit on your 
hands, and get comfortable with awkward pauses. Only volunteer on extra projects if they are closely aligned 
with your work, and your plate is not already overflowing. 

 Create space in your agenda: Whether you, or one of your employees, schedule your meetings, be sure to build-
in cushions in between meetings. For instance, plan periods where you can do thinking and block off in your 
agenda and leave time in between meetings so that you don’t have back to back meetings. 
Integrate practices for effective and efficient structured meetings so that you get participants to connect for a 
few minutes – status is reported, brainstorming takes place, and decisions made as efficiently as possible – so 
there is no time wasted on waffling. The idea is that you want to maximize meaningful, fun, and efficient 
interactions that will move files forward – not meet just for the sake of meeting without results. Adopt visual 
management techniques to save you time during meetings, so that you can have more space in your agenda to 
lead and engage employees, clients, and stakeholders. 

 Do let balls drop: Sometimes, to get the message across, rather than jump in to save the day, you need to stop 
enabling others that don’t pull their weight and let the balls drop. Often, the consequences and accompanying 
embarrassment are sufficient for the person to take greater accountability the next time around. 

 
 

Long-term Sustainability 
 

Setting healthy boundaries is a learning process and just like when you acquire other skills, you can expect a 
learning curve. Learning to say ‘no’ with grace can be challenging at first. Just as my coach had mentioned to me 
when he taught me to set healthy boundaries, “At first you are going to sound like a toddler, saying ‘no’ to 
everything. People that are used to you saying ‘yes’ to everything will be taken aback at first and try to push the 
envelope. They may make comments like “Are you ok?” or “What got into you?”. Others might try to bully you and 
even usurp your efforts by trying to instill fear in you”.  
 
If you work in a highly toxic environment, setting boundaries could land you into trouble. Then you need to ask 
yourself whether you need to change departments or find a job with a new employer. Burning out is a huge career 
limiting move! Also, remind yourself that chronically overworked and stressed out workers pay a high price with 
their health, their relationships, their long-term career and even pay with their life. 
 
If you begin to fall back into old habits, then here are things you can do to stay strong: 

 Base decisions on what is truly important to you: 
 Make a list of the things which are most important to you (e.g. your health, family, passions, etc). 
 Review the list regularly to stay on track. 
 Think of the benefits of a balanced and healthy workload – isn’t it worth getting over your fears and setting 

your boundaries? 

 Dealing with the “aftermath” and working through the guilt: Here is an exercise in awareness. Keep track of the 
different reactions you get when you manage priorities and set boundaries. Remember that delivery is very 
important so watch your tone and degree of intensity, as others will mirror whatever energy you put out. Keep it 
light and emphasize the benefits to the organization and to the team. Help management feel reassured that you 
have the best interest of the file and organization at heart and communicate with confidence and conviction 
that your recommended approach will be win-win for everyone. 

 
Remember, start small and baby steps. If you mess it up, chalk it up to lessons learned. Here are more tips: 

 Stay strong: Resist the temptation to revert to approval seeking behaviours and prepare to deal with push-back. 

 Practice techniques for boosting confidence. 
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 Get help from a coach. 

 Make sound decisions. 
 
Most importantly, remind yourself of all the benefits that you and your employees will reap from living a healthier 
and more balanced life. In addition, the work will be better and of higher quality. 
 
 

Set Boundaries with Employees 
 

When you are in a leadership role, be it with direct or functional reports, you need to set boundaries with 
employees. Sometimes, employees try their hand at upward delegation, particularly, if their boss is conflict averse. 
Upward delegation is when the employee assigns work to their manager and employs one of the archetypes (e.g. 
The Victim or The Sulker) to get their boss to do their work for them. 
 
Further, some employees will be less autonomous than others and will want all your attention. They will knock on 
closed doors, text you their problems at all hours, and my personal favourite, jump you even before you have had 
the chance to take your coat off or finish eating your lunch. Picture this, you are hunched over in an awkward 
position, trying to take your boots off and put on your office shoes as you settle-in. Before you know it, one of your 
employees invades your personal space and hovers around you like a drone, trying to make eye contact and asking 
you questions like, “Uhmmm… did you get my email about the file?” or “Can I take Friday off?” or “The printer 
broke,” or “I need your signature,” and a million other questions that you are in no position to answer effectively 
and coherently, as you are just trying to get settled-in for the day. 
 
What happens if you don’t address these types of behaviours early on is that habits begin to form, employees will 
keep crowding you, and you will slowly begin to feel claustrophobic. You’ll start to resent them, feel like you are 
losing your mind, and this will eventually lead to seething and even an angry outburst (not good). Best to begin 
addressing these behaviours early on. You can say something like, “Joanne, thank you for bringing these to my 
attention. I just need a moment to settle-in, so let’s meet in 15 minutes (or half-an hour).” If you have a moment, 
then set-up a brief meeting. By the same token, allow them time to settle-in before you bombard them with 
questions. Remember that you are the model for employees’ behaviours. You can also announce during a team 
meeting, “I have an open- door policy and I also need some quiet time to be able to review files and prepare 
management briefings. That is, when you see that my door is closed, I need you to respect that because I need to 
concentrate on moving our team’s files forward. Therefore, unless it is a real emergency, please send me a meeting 
invite or wait until I open the door back up.” 
 
In addition, if you need quiet time or need time to think, you may want to be sure you take your lunches away 
from your desk and go for a walk or book a room elsewhere. For instance, whenever I coach, I strongly encourage 
leaders to meet with me in a meeting room, or some other space, where we won’t be interrupted. 
 
Likely, you will also need to set boundaries about communications, requests for vacation, and be clear on how 
much time you need to review a file, so that they are not dumping files on you at the last minute, the night before 
you present them to management for approval. You need to model how to manage expectations, and the 
approvals process, to avoid backlogs. Set clear milestones that build in sufficient time for the approvals process 
and potential delays. Hold others accountable for respecting agreed upon milestones. 
 
Setting boundaries with employees is just as important as setting boundaries with your boss or clients. When you 
do this upfront and early, it is best for everyone involved. 
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Self-Reflection to Raise Your Awareness of Strategies that People Use with You 

What are some of the strategies that people at work use to get you to take on more work when your plate is 
already overflowing, or work longer hours? 

What boundary crossing Archetypes have ‘gotten’ to you in the past? 

Strategies to Say ‘No’ with Grace and Confidence 

What strategies will you use to handle bosses, clients, colleagues or employees that try to cross 
your boundaries in the future? 
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Long-term Sustainability 

Make a list of the things which are most important to you in life, as burn-out can have an impact on 
all aspects (Note: The Passion Test can help you gain greater clarity on your Top 5 Passions, or the 
things which are most important to you in life). 

What do you anticipate will happen when you begin to introduce boundaries? 

Take a moment to reflect on, and explain, how not setting boundaries can be career limiting. 
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What strategies will you put into place to ‘stay strong’ and deal with the aftermath? 
 

 

 

 

 

 

 

 

 
 

BONUS ROUND 
 

It is sometimes easier to judge others than it is to look at ourselves in the mirror. However, great leaders spend 
a lifetime increasing their own self-awareness so that they can identify their growth areas. Having said that, 
reflect on whether you use behaviours described in the Archetypes to get others to take on more than what is 
reasonable and their fair share. 
 
What Archetypes best represent the approach you take when you try to get others to go above and beyond? 

 

 

 

 

 

 

 

 

 
What are behaviours that you are ready to let go of, in this respect? 
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What are new behaviours that you can adopt to enhance your leadership when it comes to 
respecting boundaries and adopting fairer workload management practices? 

 

 

 

 

 

 

 

 

 
  



 

15  

 
 
 

Lisa Anna Palmer 
Leadership Author, Speaker, Coach & Trainer 
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DISCLAIMER 
 

Important: Limits of Liability and Disclaimer of Warranty 
 
This guide is strictly for information and educational purposes. The purpose of this guide is to share insights, 
information, wise practices, stories, and self-reflection tools and/or templates with leaders and aspiring 
leaders. The various approaches featured in this guide are not to be considered “one size fits all” solutions, as 
there can be many contributing factors that need to be weighed on a case-by-case basis, which may affect the 
outcome. As such, the author and publisher and any representatives of Light Your Leadership Inc. shall not be 
liable for the use or misuse of any of the material, ideas, or content presented within. 
 
For greater clarity, the author, and/or publisher, and/or any of the Light Your Leadership Inc. representatives, 
do not guarantee that anyone following any of the approaches will become successful, transform into great 
people leaders, or get the results they envisioned. Therefore, the author, and/or publisher, and/or any of the 
Light Your Leadership Inc. representatives, shall have neither liability nor responsibility to anyone with respect 
to any loss or damage caused, or alleged to be caused, directly or indirectly by the information contained 
within this guide. 
 
Notwithstanding, at Light Your Leadership Inc., we take great pride in presenting both leading edge and tried 
and true methods based on research and extensive experience of great people leaders and thought leaders 
that have helped to shape content. 
 
Our fundamental believe is that what sets great leaders apart is their ability to connect at the human level, 
through compassion, courage, and competence. Our vision is that together, we can make the world a better 
workplace. 
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