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Guidance on the use of Pronouns for Staff and Students and Glossary of Terms in relation to 

Equality and Gender Identity 

The University of Bolton has produced this guidance to raise awareness and to support staff and 

students on the use of Pronouns and terminology in relation to equality and gender. All members of 

the University community are encouraged to familiarise themselves with this guidance in order to 

foster an inclusive environment for all. Using pronouns is entirely optional and should only be done if 

you feel comfortable doing so, however respecting others when they use pronouns should be adhered 

to. 

Pronouns: “words we use to refer to people’s gender in conversation - for example, ‘he’ or ‘she’. Some 

people may prefer others to refer to them in gender neutral language and use pronouns such as 

they/their and ze/zir.” People may change the pronouns. 

We encourage staff and students who are comfortable to do so to introduce themselves with their 

pronouns, for example, in meetings, lectures and by including them on email signatures. This helps 

not only to create a more inclusive environment but avoids making assumptions about someone's 

gender identity based on their appearance, name, their gender expression/or presentation, or other 

characteristics. 

Options where to use Pronouns 

¶ Email signature: Add your pronouns to your email signature by putting your name (he/him), 

(she/her) or (they/them) or “My pronouns are...”. This helps everyone to refer to each other 

in a respectful way. 

¶ Zoom and Microsoft Teams: Add your pronouns to the end of your name.   

¶ Social media: Add your pronouns to your bio or your screen name on the social media 

platform(s) you are using. 

¶ Policies and letters: There is no reason to use gendered pronouns in any policies or letters you 

are writing (unless writing to a specific person and they have already told you their pronouns). 

Check through your work and replace 'he/she' with they and if addressing letters or emails, 

use a gender-neutral address such as “To whom it may concern” or “Dear Student/Colleague”. 

Pronouns: 

¶ He/him/his: These pronouns can refer to people who identify as boys or men but are not 

limited to male people. While he can be an affirming pronoun for some people, we can’t 

assume that all people who appear to be masculine or affirm a male identity and use 

he/him/his pronouns. 

¶ She/her/hers: Like the he/him/his set, she/her/hers refer to people who identify as girls or 

women but are not limited to female people. Likewise, we can’t assume that all people we 

assume who appear to be feminine use or affirm female identity and use she/her/hers 

pronouns.  

¶ They/them/their: In addition to its use as a plural pronoun, they/them/their has a rich history 

of use as a gender neutral singular pronoun in the English language. They is often used in 

reference to a singular person whose gender pronouns are unknown, such as in the sentences 

“Someone left their umbrella here. How can we find out who they are?” or “I’m not sure what 

their pronouns are. I should ask them next time.” It’s also very important to respect that some 
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people specifically use they/them/their pronouns instead of he or she to represent their 

identity outside of the gender binary. 

¶ Ze/hir/hirs, ze/zir/zirs: The ze/hir, ze/zir pronoun sets come from the trans community as 

another gender-neutral pronoun set. It’s up to each individual to decide which pronoun best 

fits them and their identities. Ze is typically pronounced like the letter Z. Hir is typically 

pronounced like the word “here.” Zir is typically pronounced like “here” with a z in front. 

Just use my name: Like identities, pronouns can be complex and fluid. Some people don’t use 

pronouns, some people use different pronouns in different settings, and sometimes we forget to ask 

for pronouns or aren’t comfortable doing so. It’s appropriate to use the name a person shares with 

you. 

How do I ask for a person’s pronouns? 
 
Just ask, rather than assume someone’s pronouns, ask them how they like to be addressed. Like 
a name, we can’t know how to best respect a person in conversation without introductions.  
Introduce yourself with your own pronouns to open the door for others to feel comfortable  
sharing their name and pronouns with you too.  
 
Also know that it’s okay if a person does not want to share their pronouns with you. Make sure  
that you don’t force someone to share their pronouns. If you are unsure of someone’s pronouns and 
they haven’t’ shared them with you to be certain just use their name or they/them. 
 
Lectures / Conferences 
When addressing a lecture or conference, when welcoming guests please use the term “Distinguished 

Guests” rather than “Ladies or Gentlemen” or informally do not use the term “Guys” you could try to 

use “Folks”. 

 
 
What if I make a mistake? 
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Glossary 

https://www.stonewall.org.uk/help-advice/faqs-and-glossary/list-lgbtq-terms
https://www.stonewall.org.uk/help-advice/faqs-and-glossary/list-lgbtq-terms
https://www.theproudtrust.org/
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The University 


