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GOAL SETTING SYLLABUS

(Personal Skills Unit)

Introduction

This session introduces goal setting as part of the Leadership Training Workshop and provides high school students leadership skills they can use in their lives.

Learning Objectives

After completing this session the student should know:

· Basic principles of goal setting

· Importance of setting goals 

· Various successful  goal-setting techniques in management

Materials required

Overhead projector, screen, extension cord and spare bulb

Copy of five overheads reproduced from appendix onto overhead transparencies (one copy for instructor)

Copy of three handouts reproduced from appendix (one copy for each student)

Session Time Required

Approximately 50 minutes

Session Reference Materials

1. The Goal by Eliyahu Galdratt (1992)

2. The Leadership Challenge: How to KEEP Getting Extraordinary Things Done in Organizations, by Barry Posner and Jim Kouzes (1995

What Is a Goal?
Harvey Mackay said, "A goal is just a dream with a deadline."

"A man without a goal is like a ship without a rudder" - Anonymous 

Goals provide direction to organizations. They enhance its operation, contribute to group maintenance and development, and give group members a sense of cohesion. The process of setting goals should be tailored to each organization's needs. Some benefit by using a highly structured goal setting process, while others prefer a more informal process. 

[Ask the students: “What is a goal?”  Write answers down on flipchart or chalkboard. Then read definitions below.]

Definitions
Mission: A statement defining the function and purpose of an organization.

Goal: Broad, abstract statement describing an ideal intent, state or condition. 

Objectives: Specific statements that describe desired behavior in measurable terms and acceptable standard of performance. 

Advantages
[Ask the students: Why bother to have goals?  Write their answers on a flipchart or chalkboard.]

· People work better if they know what the goals of the organization are. 

· If people have clear ideas about what they hope to accomplish, their chance of actually doing it increases. 

· People will work better if they set the goals for their own jobs. 

· Progress can be measured in terms of a goal one is trying to reach.

· People are more comfortable in their jobs when they know how they will be evaluated.

· Goals provide people with a sense of direction and purpose. 

· Letting people help set company goals is a good management practice that sets a proper mood for constructive feedback from employees.  

· Well-written goals provide for a fair and clear evaluation of performance.

Components of Goal
[Display overhead #1 – “Components of a Goal” and distribute handout #1.]

A goal is a precise statement of a desired state of affairs that includes the following: 

· It is realistic, attainable, feasible, yet provides challenge and growth. 

· It has a target date for completion. 

· It has measurable results. 

· It is clear, specific, and understandable. 

· It is meaningful and relevant. 

· It is beneficial. 

· It is flexible and has more than one method of attainment.

An organizational goal is identical to an individual goal except that it has these additional components: 

· It should be created by all members. 

· It should be understandable and acceptable to all members. 

· It should be beneficial to all members.

Goal-Setting Process
[Display overhead #2 – Goal-Setting Process.]

The process of setting goals is similar to a problem- solving process. To simplify matters, yet ensure a goal that includes all necessary components, you can set a goal by answering the 5 W's and H questions (Who, What, When, Where, Why and How).

· Why – Start by clarifying the needs and purposes of your organization that form the basis for your goals.

· What - List possible goals, then narrow the alternatives to the ones you intend to pursue.

· When – Set realistic timelines for each stage in the process, including planning sessions, work sessions and actual event.

· Where - Determine locations of events. 

· How - Decide how you will implement the selected alternatives.

· Who - Delegate responsibilities equally to all members.

Planning
Planning is the process of laying out a course of action to achieve a goal. Planning is commonly thought of as little more than tasks, responsibilities, and costs set out on a time schedule, as a list of who is going to do what, when and at what cost. This is a very important step in goal setting. 

[Display overhead #3 – “Goal Planning.”]

Thorough planning takes several steps: 

1. GOAL - What is the overall end result you wish to achieve by executing this plan? Your goal should include the target date for beginning and completion.

2. OBJECTIVES WITHIN PLAN - Each objective should state a result desired. Distinguish between long-range and short-range objectives. 

3. ASSUMPTIONS - What are the factors that may affect your plan as it unfolds? What is the degree of probability that they will? 

4. RESOURCES - What resources do you need to carry out your plan? Resources include money, people, machines, materials, time, capabilities, experience, energy, etc. Make an inventory of all resources – anyone or anything that is available to you and usable.

5. CONSTRAINTS – What are the limitations within or outside your organization that might affect the achievement of your goal? Constraints may be limitations on resources or outside considerations. 

6. ACTION STEPS/TASKS - What activities need to be undertaken to achieve the goal of your plan? How long will they take?  Who will do them? What resources do you need for each task? 

7. SCHEDULE - Which tasks need to be done first before other tasks can be done?  Which tasks can be done at the same time? Have you allowed enough time? Are your deadlines realistic?

8. IMPLEMENTATION - Do it! 

9. EVALUATION - What are your milestones? What cross checks do you need to ensure that tasks are done properly? 

10. RECYCLING THE PLANNING PROCESS - Is there further planning needed to reach your next goal? Is additional planning needed for a particular difficult or complicated step of your plan?

Example of Action Plan
[Below is an example of an Action Plan.]


1. GOAL: To implement membership recruitment, retention and involvement.

2. AN OBJECTIVE: To develop a committee whose purpose is to increase member involvement to at least 40 percent by next term. 

3. HOW: Brainstorm ideas to increase member involvement. Go over this list and weed out all those ideas that are impractical or impossible to do. Discuss this edited list with the executive board. Determine which will be done and delegate the final process of setting up this system to one or two executive officers.

4. RESOURCES: Members, executive officers, SOS professional staff members, and Ready Reference Handouts.

5. DEADLINES: Who: Executive board - When: By next term (try to set a specific date if possible)
6. RESULTS: Acceptable: Membership involvement increases by 40-70 percent. Unacceptable: Membership involvement increases by less than 40 percent. Better than expected: Membership involvement increases by more than 70 percent.

Goal-Setting Tips
Here are some helpful goal-setting tips:

1. Goals and objectives are a road map to your future. 

2. You need a map to know where you're going and whether you have accomplished it or arrived at your destination. 

3. Make a list of activities to accomplish your goals and then schedule your time! (TO DO LIST) 

4. Planning is essential and must be done every day. 

5. TO DO LIST helps you reach your goals. 

6. Goals change with time and age. 

7. Follow your TO DO LIST and don't PROCRASTINATE!

Personal Goals
A goal is an objective, something one works toward or something one would like to improve upon. Short-term goals, such as passing a test or doing well in a contest, may take little time, while long-term goals, such as finishing college or succeeding in a certain career, take much longer to accomplish.

Personal goals encompass a variety of life's endeavors, including academic performance, career achievements, and personal fulfillment. Setting and achieving one's personal goals requires self-monitoring. 

[Distribute handout #2 – “Personal Goal Chart” and display overhead #4.]

The personal goal chart is a strategy for setting realistic goals for studying and carefully evaluating the ways by which those goals will be achieved. It  takes into account one's motivations for fulfilling particular goals.

The chart is divided into six parts. The first column is for listing the personal study goals. Write these as specifically as possible. 

The second column is for listing motivations for completing each goal. What are your reasons for wanting to obtain each goal? 

Column three considers the achievability of each goal. What abilities, skills, interest level, and time commitments are needed to reach each goal? 

The measurability of each goal is recorded in column four. In what specific terms can your goal be measured? (Example: Number of pages read, so many widgets made, etc.)

The fifth column is for the value of each goal. Why are the goals worthwhile to you? 

The final column lists the specific steps required for reaching each goal.

Goal-Setting Exercise
[Distribute handout #3 – Goal-Setting Worksheet and display overhead #5 – “Sample Goal-Setting Worksheet.”]

Our next exercise is to develop our own goals.  Using the Goal Setting Worksheet develop one personal goal to be accomplished over the next 3 months.  Write down:

· The goal

· The objectives needed to accomplish the goal

· Steps to reach the goal

· The time frame to accomplish each step

Don’t forget that the goal must be definable, achievable and measurable. You have 15 minutes to develop your goal and your plan for its accomplishment.

Now take the next 10 minutes to fill out the details of how you plan to accomplish your goal on the Personal goal chart

After 10 minutes call the group back to order.

We challenge each of you to complete the work toward your goal.  Don’t procrastinate and don’t forget to give yourself a reward after you have accomplished your chosen goal.

APPENDIX

COMPONENTS OF A GOAL

A goal is a precise statement of a desired state of affairs that includes the following: 

· It is realistic, attainable, feasible, yet provides challenge and growth. 

· It has a target date for completion. 

· It has measurable results. 

· It is clear, specific, and understandable. 

· It is meaningful and relevant. 

· It is beneficial. 

· It is flexible and has more than one method of attainment.

An organizational goal is identical to an individual goal except that it has these additional components: 

· It should be created by all members. 

· It should be understandable and acceptable to all members. 

· It should be beneficial to all members.
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Overhead 1

GOAL-SETTING PROCESS

The process of setting goals is similar to a problem-solving process. To simplify matters, yet ensure a goal that includes all necessary components, you can set a goal by answering the 5 W's and an H. 

· What - List possible goals, then narrow the alternatives to the ones you intend to pursue.

· When – Set realistic timelines for each stage in the process, including planning sessions, work sessions and actual event.

· Where - Determine locations of events. 

· How - Decide how you will implement the selected alternatives.

· Who - Delegate responsibilities equally to all members.
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GOAL PLANNING

Thorough planning takes several steps: 

1. GOAL - What is the overall end result you wish to achieve by executing this plan? Your goal should include the target date for  beginning and completion. 

2. OBJECTIVES WITHIN PLAN - Each objective should state a result desired. Distinguish between long-range and short-range objectives. 

3. ASSUMPTIONS - What are the factors that may affect your plan as it unfolds? What is the degree of probability that they will? 

4. RESOURCES - What resources do you need to carry out your plan? Resources include money, people, machines, materials, time, capabilities, experience, energy, etc. Make an inventory of all resources – anyone or anything that is available to you and useful.

5. CONSTRAINTS - What are the limitations within or outside your organization that might affect the achievement of your goal? Constraints may be limitations on your resources or outside considerations. 

6. ACTION STEPS/TASKS - What activities need to be undertaken to achieve your goal? How long will they take?  Who will do them? What resources do you need for each task? 

7. SCHEDULE - Which tasks need to be done first before other tasks can be done? Which tasks can be done at the same time? Have you allowed enough time? Are your deadlines realistic? 

8. IMPLEMENTATION - Do it! 

9. EVALUATION - What are your milestones? What cross checks do you need to ensure that tasks are done properly? 

10. RECYCLING THE PLANNING PROCESS - Is there further planning needed to reach your next goal? Is additional planning needed for a particularly difficult or complicated step of your plan?
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Overhead 3

Sample Personal Goal Chart

GOAL
MOTIVATION
ACHIEVABLE
MEASURABLE
VALUE
STEPS

     Complete

  Theatre Research

Paper


Need class to graduate

Paper is 50% of final grade
Research skills

Organization

Need proofing
Due May 30

10-12 pages
Enjoy topic

Enjoy doing  research
1. Get references 

2. Take notes 

3. Organize notes 

4. First draft 

5. Proofing 

6. Second draft 

7. Make copies

   Read Chapters

   5-9 for History
Missed 15/10 book

questions on last exam
Time management

Quiet room


Ch. 5 on Thurs

Ch. 6 on Friday

Ch. 7 on Mon

Ch. 8 on Wed

Ch. 9 on Thurs
Better prepara-tion for exam

Confid-ence for exam


1. Survey 

2. Question 

3. Read 

4. Recite 

5. Review
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Sample Goal Setting Worksheet

GOAL: Improve next test score by one letter grade

Objective 1
Steps to reach Objective 1
Time frame

Take better lecture notes
1. Read assignments before class 

2. Take vocabulary list to class  

3. Take photocopies of illustrations to class  

4. Ask questions during class  

5. Review and reorganize lecture notes
1 hour per day

Objective 2
Steps to reach Objective 2
Time frame

Meet with teacher
1. Schedule weekly appointment  

2. Review notes and readings before meetings  

3. Have specific questions ready 

4. Take notes during meeting
1 hour per week

Objective 3
Steps to reach Objective 3
Time frame

More effective test preparation
1. Make up practice questions  

2. Try visual association and mnemonic strategies 

3. Work with study group  

4. Short, frequent reviews  

5. Start preparation two weeks before test
3-4 hours per week

Objective 4
Steps to reach Objective 4
Time frame


1.  

2.  

3.  

4.  

5
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GOAL SETTING

Goals provide direction to individuals and organizations. They enhance its operation, contribute to group maintenance and development and give group members a sense of cohesion. The process of setting goals should be tailored to each individual or organization's needs. Some benefit by using a highly structured goal setting process, while others prefer a more informal process. 

Advantages of Having Goals: 

· People work better if they know what the goals of the organization are. 

· If people have clear ideas about what they hope to accomplish, their chances of actually doing it increases. 

· People will work better if they set the goals for their own jobs. 

· Progress is measured in terms of what one is trying to reach. 

· People are more comfortable in their job situation when they know how they will be evaluated.

· Goals provide people with a sense of direction and purpose.

· Letting people help set company goals is a good management practice that sets a proper mood for constructive feedback from employees.

· Well-written goals provide for a fair and clear evaluation of performance.

Components

A goal is a precise statement of a desired state of affairs that includes the following:

· It is realistic, attainable, feasible, yet provides challenge and growth.

· It has a target date for completion.

· It has measurable results.

· It is clear, specific, and understandable.

· It is meaningful and relevant.

· It is beneficial.

· It is flexible and has more than one method of attainment.

Handout 1

An organizational goal is identical to an individual goal except that it has these additional components: 

· It should be created by all members.

· It should be understandable and acceptable to all members.

· It should be beneficial to all members.

Process 

The process of setting goals is similar to a problem solving process. To simplify matters, yet ensure a goal that includes all necessary components, you can set a goal by answering the 5 W's and an H. 

· Why – Start by clarifying the needs and purposes of your organization that form the basis of your goals. 

· What – List possible goals, then narrow the alternatives to the ones you intend to pursue. 

· When – Set realistic timelines for each stage in the process, including planning sessions, work sessions and actual event.

· Where - Determine locations of events. 

· How – decide how you will implement the selected alternatives.

· Who - Delegate responsibilities equally to all members. 

Planning 

Planning is the process of laying out a course of action to achieve a goal. Planning is commonly thought of as little more than tasks, responsibilities, and costs set out on a time schedule, as a list of who is going to do what, when and at what cost. This is a very important  step in goal setting. 

Thorough planning takes several steps: 

1. GOAL - What is the overall end result you wish to achieve by executing this plan? Your goal should include the target date for beginning and completion.

2. OBJECTIVES WITHIN PLAN - Each objective should state a result desired. Distinguish between long-range and short-range objectives. 

3. ASSUMPTIONS - What are the factors that may affect your plan as it unfolds? What is the degree of probability that they will? 

4. RESOURCES - What resources do you need to carry out your plan? Resources include money, people, machines, materials, time, capabilities, experience, energy, etc. Make an inventory of all resources – anyone or anything that is available to you and usable.

5. CONSTRAINTS – What are the limitations within or outside your organization that might affect the achievement of your goal? Constraints may be limitations on resources or outside considerations. 

6. ACTION STEPS/TASKS - What activities need to be undertaken to achieve the goal of your plan? How long will they take?  Who will do them? What resources do you need for each task? 

7. SCHEDULE - Which tasks need to be done first before other tasks can be done?  Which tasks can be done at the same time? Have you allowed enough time? Are your deadlines realistic?

8. IMPLEMENTATION - Do it! 

9. EVALUATION - What are your milestones? What cross checks do you need to ensure that tasks are done properly? 

10. RECYCLING THE PLANNING PROCESS - Is there further planning needed to reach your next goal? Is additional planning needed for a particular difficult or complicated step of your plan?

Example of an Action Plan 

1. GOAL: To improve membership recruitment, retention and involvement. 

2. AN OBJECTIVE: To develop a committee whose purpose is to increase member involvement to at least 40 percent by next term. 

3. HOW: Brainstorm ideas to increase member involvement. Go over this list and weed out all those ideas that are impractical or impossible to do. Discuss this edited list with the executive board. Determine which will be done and delegate the final process of setting up this system to one or two executive officers. 

4. RESOURCES: Members, executive officers, SOS professional staff members, and Ready Reference Handouts. 

5. DEADLINES: Who: Executive board - When: By next term (try to set a specific date if possible)

6. RESULTS: Acceptable: Membership involvement increases by 40-70 percent. Unacceptable: Membership involvement increases by less than 40 percent. Better than expected: Membership involvement increases by more than 70 percent.

Goal Setting Tips 

1. Goals and objectives are a road map to your future. 

2. You need a map to know where you're going and whether you have accomplished it or arrived at your destination. 

3. Make a list of activities to accomplish your goals and then schedule your time! (TO DO LIST) 

4. Planning is essential and must be done every day. 

5. TO DO LIST helps you reach your goals. 

6. Goals change with time and age. 

7. Follow your TO DO LIST and don't PROCRASTINATE!

Handout 1

 Personal Goal Chart

GOAL
MOTIVATION
ACHIEVABLE
MEASURABLE
VALUE
STEPS
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Handout 2

Goal-Setting Worksheet

GOAL:

Objective 1
Steps to reach Objective 1
Time frame


1.  

2.  

3.  

4.  

5


Objective 2
Steps to reach Objective 2
Time frame


1.  

2.  

3.  

4.  

5


Objective 3
Steps to reach Objective 3
Time frame


1.  

2.  

3.  

4.  

5


Objective 4
Steps to reach Objective 4
Time frame


1.  

2.  

3.  

4.  

5
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Handout 3
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