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GOAL SETTING
Goal Setting is all about reviewing the year that was, celebrating the wins 
and building on your achievements to plan goals for a magical year ahead.

This Goal Setting Toolkit has three steps:

STEP 1: A YEAR IN REVIEW

First up we will be reviewing the year that was, kind of like giving your own 
life an end of year appraisal, only one which is brilliantly constructive and 
positive. 

This involves reflecting on successes and achievements, learning, celebrating 
and also letting go of anything that might have potential to get right in the 
way of you making next year amazing. 

STEP 2: DEFINING SUCCESS FOR THE YEAR AHEAD

Next we define what success looks like for the year ahead, we plot, we 
scheme, we dream and we get clear on what we want to be saying in 12 
months time. 

STEP 3: EFFECTIVE GOAL SETTING

Finally, we create focused goals and a clear plan for making all of this 
happen. Gah, so this means actually doing something. Afraid so, and we also 
talk accountability, rewards and reviewing progress quarterly. 



STEP 1: A YEAR IN REVIEW

In preparation for this bit you might want to do the following:

1. Get out your calendar, diary, journal, whatever you used in the year that 
was and use it to jog your memory writing down a huge list of everything 
that happened. 

This might include specific events (e.g attended a wedding), work projects, 
work changes, personal activities or events, things you did as a family, 
holidays, bigger significant changes in your life (e.g had our second baby), 
smaller things that maybe happened over the year (e.g went to the gym 3 
times a week…here’s hoping). 

Don’t worry about what and why, just use this time to recall everything 
so that when you start the workshop you have a decent overview of what 
actually happened in 2017.

2. Find one picture or quote or visual that sums up 2017 for you. You don’t 
need to print it out (unless you want to, if you have printed out this workbook 
it can be a nice idea to stick the picture within it.

Now create your own ‘Year in Review’ document in whichever way you feel 
works best. On the following pages there are some prompts and questions to 
help you to do this and support the process.

Notes:



GENERAL QUESTIONS ABOUT THE YEAR

Q. What actually happened over the course of the year?
Q. What were my main achievements over the year?
Q. What did I do to make these happen or what else contributed to my 
     success? (try and be specific)
Q. On the whole where was my time and energy well spent? (you could 
     choose to split this up and review home / work life separately)
Q. What brought me most joy and fulfilment within work and / or personal 
     life?

WHAT OTHER LEARNINGS DO YOU WANT TO CAPTURE?

Q. What have I learnt from my successes?
Q. What didn’t go so well and what can I learn from this?
Q.  Is there anything I didn’t achieve that I had hoped to? Why? (be really 
honest) What got in my way? What did I do instead? 
Q. What are the top three things I have learnt this year? 
Q. What is the number one personal skill or trait I have really developed this 
year? 

IN SUMMARY

Q. How would I sum up 2017 in a few sentences or words?
Q. What are you most proud of?
Q.  Is there anything I would like to let go of that happened or didn’t happen 
in 2017?
Q. Considering any goals that I didn’t achieve or complete, are these still 
relevant or do I need to give myself permission to park or delete them going 
forward? 

Notes:



SOME ADDITIONAL THINGS YOU COULD CONSIDER FOR YOUR REVIEW

My best meal all year My best night out

My best family moment My biggest achievement at work

My funniest moments My biggest piece of learning

My favourite purchase My favourite experience

My biggest achievement personally My biggest supporters

The thing that inspired me the most The people who have inspired me

My biggest family win The best book I read

The best thing I watched The biggest change that happened



A WHOLE LOAD OF THINGS TO BE GRATEFUL FOR

Notes:



STEP 2: DEFINING SUCCESS IN 2018

What does success look like for you in the year ahead, taking the time to 
dream and plot and scheme? Try and be fairly specific if possible, write as if 
you have already achieved these things, and without stopping, fill the page.

MY VISION FOR 2018 - WHAT I WILL BE DOING AND WHAT I WILL HAVE 
ACHIEVED IN 12 MONTHS’ TIME



EXTRA QUESTIONS TO PROMPT YOUR THINKING, IF REQUIRED

Q. What will I be saying? How do I want to be feeling?
Q. I will to be doing more of…
Q. I will be doing less of…
Q. I want to learn how to / new things I would like to try
Q. Causes that I feel passionate about and would like to be involved in are…

WHY AM I DETERMINED TO MAKE THIS HAPPEN?

NOW THAT YOU’VE WRITTEN ALL THIS DOWN...

Q. Was there anything when you were describing it that either felt really 
right, really resonated and came to life OR the opposite?
Q. What are absolute  non-negotiables as part of your vision? Why?
Q. What do you want your word or mantra to be for the year ahead?

Notes:



KEEPING MY VISION IN MIND, MY OVERARCHING GOALS FOR THE YEAR 
AHEAD ARE:

WORK PERSONAL

RELATIONSHIPS WELLBEING

FINANCES HOME / FAMILY



STEP 3: CREATING EFFECTIVE GOALS 
TO GET THERE

Finally, we create goals and a clear plan for making all of this happen. 
Gah, so this means actually doing something. Afraid so, and we also talk 
accountability, rewards and reviewing progress quarterly. 

SETTING CLEAR, FOCUSED GOALS

So now you know what success looks like to you, it’s now time to set yourself 
some clear and focused goals for the year ahead. 

Check that these goals are SMART. This stands for: 

Specific

Measured

Achievable

Realistic

Time bound

Ask yourself:

Q. Can I clearly articulate from this what I want to achieve? Will I be able to 
say whether I have achieved this in X time?

Q. Am I inspired, challenged and slightly scared by this goal?



In 2018 I will...

Because... 

To achieve this vision of the year ahead, my goals are (SMART):

Q1 GOALS Q2 GOALS

Q3 GOALS Q4 GOALS

I WILL REVIEW AND CELEBRATE ACHIEVEMNT OF THESE GOALS BY:

MY WORD OR MANTRA FOR THE YEAR AHEAD IS:



QUARTERLY GOAL (monthly if prefer)

Project / area of my life (if applicable)

Small steps / actions I need to take 
along the way

Time
required

Who/what 
need to 
support

By when



FINAL QUESTIONS TO ASK YOURSELF:

Q. Having completed this final stage, are your timescales and expectations 
realistic?
If unsure ask someone else to review your plan. 

Q. Have you allowed for contingencies? 

Q. Does your plan retain the alignment that you want to create?

Notes:



We really hope you’ve enjoyed this month’s Toolkit on 
Goal Setting and found it useful and inspiring.

Don’t forget there is a live Goals Lab at 8pm on Tuesday 
9th January - we’d love to see you there! 

All info on the Goals Lab, including the Zoom link, is in your 
welcome pack and also in the #calendar channel in the 

Workspace on Slack.

Looking forward to seeing you again soon here in The Toolkit 
and we hope you love next month’s skill / tool - we’re really 

excited about it!

Helen & Anna
x


