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Pro forma for goal setting
The neuroscience of goal setting
Knowing that the brain has neuroplasticity, (see Chapter 1) that is the ability of the brain to grow and change, we need a strong commitment and dedication to plan and follow through with action. Once we have set a goal, we really need to make it as real as possible in our brains. Using our imagination is one of the most powerful tools we have to reach our goals because the same areas of the brain light up whether you have actually achieved something or you have simply used your imagination and believe you have achieved something. When we use our imagination, new neural pathways develop and these contribute significantly to achieving goals because once your brain believes it has achieved the goal it makes it easier to actually achieve it.
When we visualise, hear and feel the achievement of a goal it activates the Reticular Activating System (read about this in Chapter 4 on goal setting) and it captures anything related to the achievement of the goal and brings it to our conscious awareness – remember what we focus on is what we get. When we hear, see or feel anything relating to our goal it triggers our attention. So it is important to pay regular attention to our goals and revisit them. We also need to look at possible obstacles that may get in the way of achieving goals and work out how to get around them and solve them as part of the planning process of setting goals. 

It is important to practise new behaviours repeatedly until they become automatic – read Chapter 1 on changing habits.


Goal setting is an important method of:
· deciding what is important for you to achieve in your working life;
· separating what is important for you from what is irrelevant;
· motivating yourself to achievement;
· building your self-confidence through measured achievement of goals.
Guidelines for setting goals
· Write them down in the present tense and positively.
· Define them precisely.
· Prioritize multiple goals.
· Split larger goals into smaller achievable chunks.
· Keep them manageable: not too hard, but not too easy.
· Write down why you want to achieve your goals. What will achieving each goal do for you emotionally, financially and spiritually?
· Think about who can support you.
· You can share your goals with your boss. You should align some of your goals with your boss’s and your organization’s.
· Visualize your goals. To trigger your imagination and creativity, write out a clear description of your ideal end result; be clear about the goal but flexible about the process. Visualize achieving it repeatedly.
· Imagine yourself 99 years old and sitting in your rocking chair. Think about what you would wish you had done, seen, learned. What would you have regretted not doing?

When setting goals the following should be taken into consideration as a structure to set ‘SMARTER’ goals.
Specific/stretching
The goal should be specific, as this makes it easier to recognize and achieve. For example:
Check the stationery cupboard every day just before going back to my desk after lunch; make sure it’s tidy and order anything that we are running short of in good time.
Just writing ‘ensure stationery supplies are available’ is not sufficient.
‘S’ can also stand for a ‘stretched’ goal to ‘stretch’ your capabilities. Thus you can add to this example a decision to look at the stationery suppliers and check you are getting value for money, and possibly to change suppliers or negotiate to buy different brands. When we stretch ourselves we rise to the challenge and increase our motivation, which in turn gives us confidence in our abilities when we succeed. Success breeds success and we feel exhilarated when we achieve more than we realized we could.
Measurable/meaningful/motivating
A goal has to be measured to know that you have achieved it. What are you measuring your goal against? How will you know when you have reached it? It has to be meaningful and motivating in order to satisfy the need to know why it should be done. What motivation do you need?
In the example above, it would be that everyone finds the stationery area tidy at all times and that there are always plenty of supplies of whatever is needed at any time. Also, there would be no need to worry about the state of the area if anyone coming in for a meeting has to walk past it to get to the boardroom.
Achievable/acceptable/agreed/accountable
If you are to take responsibility for pursuit of a goal, the goal has to be 
acceptable to you and must be achievable. What do you need in order to achieve it? You may need to have it agreed by your boss, depending on 
what it affects and whether there is a budget involved. You should take 
responsibility and be held accountable for setting and reaching the goal 
by the set deadline, or at least be involved in setting the target. You may need to change or work around your other commitments or modify other goals to achieve it.
Break your goal down into smaller steps if it is too big. Sometimes confidence is knocked because goals are too big or there are too many of them. You need to believe that they are achievable. Decide how many goals it is realistic for you to be working on at any one time.
Realistic/relevant/results-oriented/responsible
Even if you do accept responsibility for something specific and measurable, it won’t be useful to anyone if, for example, the goal is to ‘complete a 30-page report in the next five minutes’. It has to be realistic and relevant to your role and to your aims and objectives. The aim is to achieve results. In the goal we have set above, this would mean that the stationery cupboard will always have sufficient supplies to meet demand and do so in the most cost-effective way.
Time frame
You need to specify the time frame for a goal, such as when you will check the area and how often: would it (realistically) be every day or every other day? Would it be first thing in the morning, after lunch or at the end of the day?
For some goals you will need a specific time and date. Do not just put a rough date; you must have an actual project deadline such as 5.30 pm on Tuesday 29 May ’year’.
Set a realistic timescale, establishing short-term targets with stated dates by which they are to be accomplished. Perhaps set a three-year goal and work backwards until you get to daily tasks that can be checked upon frequently. This will give you a sense both of urgency and of achievement, as well as a clear idea of how you will get to the end result.
Evaluate/extend/enthusiastic
All goals should be monitored and evaluated on an ongoing basis, but you should also set yourself a specific time to re-evaluate your objectives and goals. Be flexible because life is always changing – if you are too rigid about your goals you can end up missing out on opportunities.
Revise/reward/record
After evaluating the goal you may find that you need to revise and change it (if it is appropriate to move the goalposts), as things around us change all the time and the only thing that is permanent is change.
Once the goal has been achieved, meeting all criteria and within the time frame, you should be rewarded, whether by just a ‘pat on the back’, a piece of chocolate that you might not otherwise allow yourself, lunch out in a nice restaurant, treating yourself to a new outfit for work or whatever it is that you prefer as a reward.
Tips on setting goals
· List your tasks.
· Which of the tasks do you think could be improved upon?
· How could you make this improvement happen?
Using the guidelines, follow the action plan below for each goal:
What is your ‘SMARTER’ goal?



What is the purpose of the goal and what are the benefits of achieving it?



What will achieving your goal do for you emotionally, financially and spiritually?



What skills, competencies, abilities, beliefs, knowledge etc do you need to achieve the goal?



What immediate action can you take?



What steps are necessary to achieve this goal and what is the time frame?




Who will hold you accountable for this goal (it could be yourself)?



Skill competencies
List some of the skill competencies that you wish to improve upon at the start of your goal setting.



List some of the skill competencies that you have improved upon at completion of the goal.



Signed at start of goal process by: ____________________________________
Date goal completed: ______________________________________________
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