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Module Two: Setting SMART Goals 

Goal setting is critical to your personal productivity. It is the 

single most important life skill that, unfortunately, most 

people never learn how to do properly. Goal setting can be 

used in every single area of your life, including financial, 

physical, personal development, relationships, or even 

spiritual. According to Brian Tracy’s book Goals, fewer than 3% 

of people have clear, written goals, and a plan for getting 

there. Setting goals puts you ahead of the pack! 

Some people blame everything that goes wrong in their life on 

something or someone else. They take the role of a victim and 

they give all their power and control away. Successful people instead dedicate themselves towards 

taking responsibility for their lives, no matter what the unforeseen or uncontrollable events. Live in the 

present: the past cannot be changed, and the future is the direct result of what you do right now! 

 

The Three P’s 

Setting meaningful, long-term goals is a giant step toward achieving your dreams. In 

turn, setting and achieving short-term goals can help you accomplish the tasks you'll 

need to achieve the long-term ones. It is also important to make sure that all of your 

goals unleash the power of the three P's:  

• Positive: Who could get fired up about a goal such as "Find a career that's not 

boring"? Goals should be phrased positively, so they help you feel good about yourself and what 

you're trying to accomplish. A better alternative might be this: "Enroll in pre-law classes so I can 

help people with legal problems someday."  

• Personal: Goals must be personal. They must reflect your own dreams and values, not those of 

friends, family, or the media. When crafting your goal statement, always use the word “I” in the 

sentence to brand it as your own. When your goals are personal, you'll be more motivated to 

succeed and take greater pride in your accomplishments. 

• Possible: When setting goals, be sure to consider what's possible and within your control. 

Getting into an Ivy League university may be possible if you are earning good grades but 

Time is the stuff that life is made of.  

       

  Benjamin Franklin 
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unrealistic if you're struggling. In the latter case, a more reasonable goal might be to attend a 

university or trade school that offers courses related to your chosen career. You might also 

pursue volunteer work that would strengthen your college applications.  

 

Estimated Time  15 minutes 

Topic Objective To understand how goals, in general, should be framed. 

Topic Summary Goals should be positive, personal, and possible. 

Materials Required Worksheet 1: The Three P’s  

Planning Checklist Provide one worksheet per participant 

Recommended Activity 
Ask participants to identify which of the three P’s is missing from each goal. 

Hint: There might be more than one P missing! 

Stories to Share 

Long ago, King Robert the Bruce ruled over Scotland. One day, he was badly 

defeated in battle. His only option was to escape and hide. He found refuge 

in a small cave and waited there for months. 

One day, he watched a spider try to build a web across the cave’s entrance. 

Time and time again, the spider fell down and got back up again. After many 

times, the spider succeeded, proving that with persistence and a plan, 

anything is possible.  

Delivery Tips 

This activity is best done in small groups. Once groups have had a few 

minutes to complete the worksheet, bring the groups back together, and 

review.  
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The SMART Way 

SMART is a convenient acronym for the set of criteria that a goal must have in 

order for it to be realized by the goal achiever. 

• Specific: Success coach Jack Canfield states in his book The Success 

Principles that, “Vague goals produce vague results.” In order for you to 

achieve a goal, you must be very clear about what exactly you want. 

Often, creating a list of benefits that the accomplishment of your goal 

will bring to your life, will you give your mind a compelling reason to pursue that goal. 

• Measurable: It’s crucial for goal achievement that you are able to track your progress towards 

your goal. That’s why all goals need some form of objective measuring system so that you can 

stay on track and become motivated when you enjoy the sweet taste of quantifiable progress.  

• Achievable: Setting big goals is great, but setting unrealistic goals will just de-motivate you. A 

good goal is one that challenges, but is not so unrealistic that you have virtually no chance of 

accomplishing it. 

• Relevant: Before you even set goals, it’s a good idea to sit down and define your core values and 

your life purpose because it’s these tools which ultimately decide how and what goals you 

choose for your life. Goals, in and of themselves, do not provide any happiness. Goals that are in 

harmony with our life purpose do have the power to make us happy.  

• Timed: Without setting deadlines for your goals, you have no real compelling reason or 

motivation to start working on them. By setting a deadline, your subconscious mind begins to 

work on that goal, night and day, to bring you closer to achievement. 

 

Estimated Time  15 minutes 

Topic Objective To understand the specific parts of a good goal. 

Topic Summary Good goals should be specific, measurable, achievable, relevant, and timed. 

Materials Required Action Plan 

Planning Checklist Provide one action plan per participant 

Recommended Activity 

Ask participants to write a SMART goal for the first two modules of this 

workshop. They may want to use scrap paper at first, and then record their 

final goal in their action plan. 

Delivery Tips If action plans were handed out at the beginning of the workshop, transition 
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into this activity should be fairly seamless. 

Review Activity 
If participants are comfortable with each other, divide participants into pairs 

so that they can review each other’s goals and provide feedback. 

 

Prioritizing Your Goals 

Achieving challenging goals requires a lot of mental energy. Instead of 

spreading yourself thin by focusing on several goals at once, invest your 

mental focus on one goal, the most important goal right now. When you are 

prioritizing, choose a goal that will have the greatest impact on your life 

compared to how long it will take to achieve. A large part of goal setting is 

not just identifying what you want, but also identifying what you must give 

up in your life in order to get it. Most people are unwilling to make a conscious decision to give up the 

things in their life necessary to achieve their goals. 

 

Estimated Time  5 minutes 

Topic Objective To understand how to make the most of your mental energy. 

Topic Summary 
When you are prioritizing, choose a goal that will have the greatest impact 

on your life compared to how long it will take to achieve. 

Materials Required Task list from “The 10 Minute Challenge” 

Planning Checklist 
Make sure you have the task list from the “10 Minute Challenge” on flip 

chart paper. 

Recommended Activity 
Bring out the task list from this morning’s icebreaker. Ask participants to 

prioritize the tasks based on what we just discussed. 

Delivery Tips 

This activity can be done in a large group or small groups. It can be 

interesting to put participants back in their icebreaker groups and see how 

they would have done things differently. 
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Evaluating and Adapting 

As we change and grow, our goals should change too. When you reach the target date set out in your 

goal, look at what you have achieved. Here is a checklist to help you out. 

• What percentage of my goal did I achieve? 

• Why did I achieve that percentage? 

• What would I do differently next time? 

• What is my next step? 

• What other goals might need to change now? 

In addition, keep an eye on new trends and ideas around you – you might just find one that will change 

your life. 

 

Estimated Time  5 minutes 

Topic Objective To understand how to make your goals grow with you. 

Topic Summary As we grow, our goals and dreams should grow too. 

Materials Required None 

Recommended Activity 
In a large group, discuss ways that goals might need to change. Encourage 

ideas on how participants could evaluate goals. 

Stories to Share 
It takes approximately 30 days to establish a new physical or emotional 

habit. 

Delivery Tips This activity can be performed in small or large groups. 

 

Practical Illustration 

Paul worked up a sweat as he tried to make heads or tails of the work in front of him. 

Cindy caught a glimpse of him and the scattered debris on his desk and asked what she 

could do to help. Paul told her he couldn't find the light at the end of the tunnel of tasks 

on his to-do list. Cindy suggested setting goals for both work and personal productivity. 

Together, they brainstormed positive ideas that made Paul feel better about his career 

goals using the SMART way of being specific and how to choose goals he could measure 

instead of having work pile on his desk. Paul set achievable goals that kept him in the fast lane to 

success in the workplace and at home.  
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Module Two: Review Questions 

1.) Complete this sentence. Goal setting is ____________ to your personal productivity. 

a) Critical 

b) Useful 

c) Meaningless 

d) Soothing 

Goal setting is critical to your personal productivity. 

2.) What is the single most important life skill that most people never learn to do properly? 

a) Eat their vegetables 

b) Run a marathon 

c) Setting smart goals 

d) Being on time 

Setting SMART goals is the single most important life skill that, unfortunately, most people 

never learn how to do properly. 

3.) Goal setting can be used in every single area of your life including physical, personal, spiritual, 

and ___________. 

a) Educational 

b) Financial 

c) Industrial 

d) Medical 

Goal setting can be used in every single area of your life, including financial, physical, personal 

development, relationships, or even spiritual. 

4.) Setting meaningful, ___________________ goals is a great step toward achieving your dreams. 

a) Big 

b) Short-term 

c) Long-term 

d) Impossible 

Setting meaningful, long-term goals is a giant step toward achieving your dreams 
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5.) Accomplishing short-term ________ can help you accomplish tasks. 

a) Goals 

b) Dreams 

c) Careers 

d) Marriages 

Setting and achieving short-term goals can help you accomplish the tasks you'll need to achieve 

the long-term ones 

6.) What are the three P's? 

a) Peace, pensiveness, persistence 

b) Priorities, purchases, personality 

c) Pension, passiveness, purpose 

d) Positive, personal, possible 

Positive, personal, possible 

7.) SMART is an acronym for what words? 

a) Silly, maddening, artistic, realistic, trailblazer 

b) Saturated, melodramatic, animal, redone, trouble 

c) Simple, manageable, alert, reasonable, traceable 

d) Specific, measurable, achievable, relevant, timed 

Specific, measurable, achievable, relevant, timed 

8.) Achieving challenging goals requires a lot of __________ energy. 

a) Magic 

b) Kinetic 

c) Exhausting 

d) Mental 

Achieving challenging goals requires a lot of mental energy 

9.) When you are prioritizing, choose a goal that will have the __________ impact on your life. 

a) Least 

b) Cheapest 

c) Better 

d) Greatest 

When you are prioritizing, choose a goal that will have the greatest impact on your life 

compared to how long it will take to achieve. 
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10.) As we grow and change, our goals should ___________ too. 

a) Change 

b) Disappear 

c) Increase 

d) Decrease 

As we change and grow, our goals should change too. 
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Sample Worksheet 1 

The Three P’s 

Identify the “P” that is missing from each of these goals. 

STOP EATING SO MUCH JUNK FOOD. 

 

 

GET MY WRITING UP TO MY MANAGER’S STANDARDS. 

 

 

LEARN TO BE A ROCKET SCIENTIST IN THE NEXT YEAR. 

 

 

STOP MY DOG FROM CHEWING UP MY SLIPPERS. 
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Icebreaker: The 10 Minute Challenge 

PURPOSE 

It will help introduce the topic of personal productivity in a fun way. 

MATERIALS REQUIRED 

1. Flip chart paper 

2. Markers 

3. Timer or watch 

4. Craft supplies if desired (colored paper and pencils, glue, sparkles, etc.) 

PREPARATION 

Write out the following list on a piece of flip chart paper. Ensure that it stays covered until the end of 

the activity explanation. 

1. Do a lap around the room (5 points) 

2. Create something for the instructor to wear, such as a hat or tie (10 points; bonus 5 points if the 

instructor actually wears it) 

3. Find out something unique about each person on the team (5 points) 

4. Sing a song together (15 points) 

5. Make a paper airplane and throw it from one end of the room to another (10 points) 

6. Get everyone in the room to sign a single piece of paper (5 points) 

7. Count the number of pets owned by your group (20 points) 

8. Assign a nickname to each member of the team (5 points) 

9. Create name cards for each team member (5 points; bonus 5 points if you use your team 

nicknames) 

10. Make a tower out of the materials owned by your group (10 points) 

11. Convince a member of another team to join you (20 points) 

12. Name your team and come up with a slogan (5 points for the name, 5 points for the slogan) 

13. Re-create the sounds of the Amazon rainforest with the sounds of your voices (10 points) 

14. Make a list of what your team wants out of the workshop (15 points) 

15. Form a conga line and conga from one end of the room to another (5 points; bonus 10 points if 

anyone joins you) 

You can customize this list as you wish; just make sure there is a point value (which is completely up to 

you) assigned to each item. 

 

You will also want to create a scoreboard matrix on flip chart paper that looks like this:  
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 TEAM 1 TEAM 2 TEAM 3 

TASK 1    

TASK 2    

TASK 3    

TASK 4 (AND ON…)    

TOTAL    

 

This should stay hidden until the end of the activity. 

EXPLANATION 

Divide participants into teams of five to eight. Unveil the numbered list of tasks. Explain that they have 

ten minutes to collect as many points as possible. They must be safe and they only have ten minutes! 

ACTIVITY 

Give participants ten minutes to perform their tasks, and enjoy the show! After ten minutes, add up 

their points using your pre-designed matrix and announce the winner. Keep the list of tasks; you may 

want to tape it to the wall. 

 

DEBRIEF 

After the activity, discuss learning points. Possible discussion topics include: 

1. How did teams decide what tasks they wanted to do? Most groups will analyze the time the task 

will take and/or the difficulty level, compare it with the value (possible number of points), and 

prioritize as a result. We do this when managing our time, too: we often choose the high-yield, 

low-effort tasks over the low-yield, high-effort tasks (and rightly so!).  

2. Were any decisions based on task dependencies? For the name card task, for example, teams 

received bonus points if they used team nicknames. Performing these two tasks together would 

triple the points received. This often happens in life, too – batching tasks increases your results 

exponentially. 

3. What group dynamics came into play? If participants knew each other before, they may feel 

more comfortable performing a personally risky activity, like singing a song. This comes into play 

when prioritizing tasks, too; we’re more likely to stay within our comfort zone, especially if 

we’re working in a team. 
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4. What skills came into play? For example, several tasks involved creativity and artistic skills. Did 

teams find out whether any members had artistic talent before deciding to do the task? 

5. What additional information did you ask for? How did that affect your approach? Some groups 

will catch on to the fact that there is no rule that the whole group must perform every task, and 

will divide their resources and achieve more points as a result. The lesson to learn here is that 

you need all the information you can get before prioritizing tasks and making a plan. Some 

teams may have even realized this partway through the activity and adjusted their approach as 

a result. Kudos to them! 

6. Did ethics come into play? Although “stealing” another team member was worth a lot of points, 

some teams are uncomfortable with the idea and avoid this task. 
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