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Teacher Notes 

1. Tell the students that goal setting is an important skill to learn and that this skill will help them

achieve in their classes, their jobs, and in their future.

2. First – have students list a goal that they have ever heard of, or have known of anyone to have 

(could be a friend, parent, on tv, etc.) Examples: Buy a car, Earn an “A” in class, Get on the honor 

roll (use additional examples as appropriate. Write the goals on the board/white or smart board.
3. Pick a goal (or have someone pick a goal) from the board and together work through:

a. List the goal

b. List the smaller goals that will help you reach the larger goal

c. List what would be needed (tangible and intangible) to reach that goal

d. List the motivation someone might have for this goal (between 1 – 10)

Use this example: 

Overall Goal: Earn an “A” on my next test in English.

 Smaller goals to help you reach that goal:  

- Find out when the next test is. 

- Find out what material will be covered on the test. 

o Find out if tutoring sessions are available at school for extra

help.

o Search online for assistance with explanations and information

about material.

o Ask for any practice questions/tests that may be available.

o Quiz myself or ask someone in my family to quiz me to prepare.

Needs (tangible and intangible) to reach that goal: 

- Find a good time to talk with the teacher about the test. 

- Find a good place to study and prepare. 

- Motivation to follow through. 

My Motivation 1 – 10: 

- 9 

4. Hand out one of the “Initial Goal Setting Charts” and assist students as they complete their

sheets. They can work with others.

a. Remind them: These are your goals. No matter what other people may think of them,

no matter how silly or irrelevant, or easy they may seem to others – the ONLY thing

that matters is that these goals are relevant for you. You don’t have to tell anyone

about these goals if you don’t want to, or you can find someone you trust to talk with



or find someone working on the same type of goal(s) and partner with them. This is 

ALL about YOU. 

b. Assist them in walking through the steps of the smaller goals, list of needs, and

motivation.

5. Once this activity is completed show the “Example SMART Goal Sheet” on the projector (or hand

out copies):

a. Explain what a S.M.A.R.T. goal is and why it is important to set  S.M.A.R.T .  goals (read

top of sheet – add information is applicable)

b. Read through example on the sheet

6. Once this sheet is done, hand out the chart, “Blank S.M.A.R.T. Goal sheet ” (or show on the

projector if available).

a. Have them complete the chart for one of their goals. Once they have completed that – if 
they would like to complete the chart for additional goals – give it to them – otherwise 
let them know that the goal setting worksheets will be utilized in another course (Time 
Management – which follows in this packet).



Remember: These are your goals. If they are important to you – they are important! This is ALL about YOU. 

Set an overall goal (top square – Level 1). 

Set the smaller goals that will help you reach that larger goal (level 2). 

List what you will need (tangible and intangible) to reach that goal (level 3). 

List your motivation right now to achieve this goal (between 1 – 10) (next to the “overall goal”). 

Overall Goal:

________________________

Smaller Goal #2 to 
help you reach the 

overall goal:

__________________

Smaller Goal #3 to 
help you reach the 

overall goal:

__________________

Smaller Goal #1 to 
help you reach the 

overall goal:

__________________

What do I need to 
reach smaller goal #1?

__________________

__________________

What do I need to 
reach smaller goal #3?

__________________

__________________

What do I need to 
reach smaller goal #2?

__________________

__________________

Motivation
(1 – 10)

__________

LEVEL 

1

LEVEL 

2 

LEVEL 

3 



SMART goals are: Specific, Measurable, Attainable, Relevant and Time-Specific. An example of a 
SMART goal would be "Apply for & get accepted (Specific) to two of my schools of choice 
(Measurable) by August 1st (Time Specific)," assuming that this is realistic (Attainable) given the 
situation. This goal will be Relevant only if it is meaningful to you (think back to the motivation on the 
initial goal setting chart). 

Example of how to complete the chart for a SMART goal 

Specific 
(Stated Goal) 

Measurable 
(How) 

Time-Specific 
(When) 

Relevant 
(Important to 

you) 

Attainable 
(Realistic) 

Apply for & get accepted 
to my school(s) of choice. 

Enrolling By August 1 Yes Yes 

Determine if the major 
that I am considering is 

offered at the school 

Research information 
about offerings/Talk with 
an admissions counselor 

By May 1 Yes Yes 

Figure out which school 
Researching information 

about the schools 
By May 30 Yes Yes 

Talk with a financial aid 
counselor(s) from the 

school (s) 

Calling the school’s 
financial aid office 

By June 15 Yes Yes 

Complete a FAFSA 
(Federal Financial Aid 

Form – to access 
money for school) 

Go online and complete it 
w/ help from program 

staff 
By July 1 Yes Yes 

Talk with an 
admissions counselor 

from the school (s) 

Calling the school’s 
admissions office 

By July 20 Yes Yes 

Step 1 

Step 2 

Step 3

Step 4

Step 5



SMART goals are: Specific, Measurable, Attainable, Relevant and Time-Specific. An example of a 
SMART goal would be "Apply for & get accepted (Specific) to two of my schools of choice 
(Measurable) by August 1st (Time Specific)," assuming that this is realistic (Attainable) given the 
situation. This goal will be Relevant only if it is meaningful to you (think back to the motivation on the 
initial goal setting chart). 

Example of how to complete the chart for a SMART goal 

Specific 
 (Stated Goal) 

Measurable 
(How) 

Time-Specific 
(When) 

Relevant 
(Important to 

you) 

Attainable 
(Realistic) 

Step 1 

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8



Teacher Notes 

1. Give students worksheet one and have them list their activities for each day (they can block out

sections for activities that take several hours at one time, ex. Sleeping).

2. Have students take out their “initial goal setting chart” (let them know in advance that they will need

these worksheets with them – or keep have them turn them in to you). This form is for reference

during time management.

3. Discuss with students that their stress will be reduced, they will be more organized and their goals

will be more readily achieved, if they are better able to manage their time.

4. The exercises in this unit are designed to re-focus on the goal setting and planning work we did,

examine our present schedules and re-assess the way we are spending our time, so that we can use

our time more effectively and more efficiently.

5. Instruct students to complete time management worksheet one detailing how they are presently

spending their time (including sleeping, riding the bus/driving/walking to school, various locations,

etc.) If they are engaged in one activity over multiple hours they can draw an arrow through those

hours (see example).

6. Once students have fully completed worksheet one (this may take a while), have them complete

worksheet two, utilizing their “initial goal setting chart” for reference. They will list their goal, the

steps they are taking, or plan to take, to reach their goal and how important that goal is to them

(motivation).

7. Have students put “time management” worksheet one and worksheet two side by side and have

them examine whether they are allocating the necessary time to the activities that will help them

reach their goals. Have a discussion with the class about what they notice, observe, etc., when they

look at the two sheets side by side.

8. Have students fill out worksheet three where they assess the time they spend on the various

activities. They are adding up the hours from worksheet one for each activity and listing the hours

and the activity in columns one and two. In column three students are stating whether they feel they

are spending too much, not enough, or just the right amount of time for the activity.

9. The last worksheet that students will complete is worksheet four. Students are going to utilize all of

the information they have compiled and thought about and are going to complete a “schedule” which

includes time for them to complete the steps and/or activities that they need to complete in order to

reach their stated goals.

10. Students should keep in mind the activities where they felt they were not spending just the right

amount of time, and make adjustments to their schedules accordingly.

11. Have the students compare worksheet one (the original schedule) and worksheet four (the revised

schedule, inclusive of the time for goals/steps).

12. Ask students to discuss their work in groups and then have an overall class discussion about their

observations, findings, etc.



Fill out the chart below with a schedule of how you presently spend your time. Draw a line or arrow through 

multiple hours that have the same activity. 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

12:00 am 

01:00 

02:00 

03:00 

04:00 

05:00 

06:00 

07:00 

08:00 

09:00 

10:00 

11:00 

12:00 pm 

01:00 

02:00 

03:00 

04:00 

05:00 

06:00 

07:00 

08:00 

09:00 

10:00 

11:00pm 



On the form below, list your goal (beginning with the overall goal), under “step(s)”, list the steps you need to 

take to work toward that goal, and under “1-10 level of importance” list your motivation level. 

Goal Step(s) 1 – 10 level of importance 

Learn Spanish 

Begin studying online, Begin 

listening to tapes, Begin 

conversing with Spanish 

Speakers 

5 



1. Add up the hours from worksheet one and list the totals on the table below.

2. Hours =  Total number of hours PER WEEK spent on the activity

3. Activity = What the overall focus of the activity is (ie. Learning Spanish, sleeping, working, etc.)

4. Too Much/Not Enough/Just Right = Your assessment of the time that you presently spend on

this activity.

Hours: 168 (in a week) Activity 
Too Much/Not Enough/Just 

Right 



Fill out the chart below with a schedule that includes time to complete the goals and tasks that you want and 

need to accomplish. Draw a line or arrow through multiple hours that have the same activity. 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

12:00 am 

01:00 am 

02:00 am 

03:00 am 

04:00 am 

05:00 am 

06:00 am 

07:00 am 

08:00 am 

09:00 am 

10:00 am 

11:00 am 

12:00 pm 

01:00 pm 

02:00 pm 

03:00 pm 

04:00 pm 

05:00 pm 

06:00 pm 

07:00 pm 

08:00 pm 

09:00 pm 

10:00 pm 

11:00pm 




