
WRITING GOALS THAT HOLD UP

Goal Drafting Worksheet
Use this page to prepare a goal, then talk it through with the employee.
Type into the fields and save a copy, or print the page and write by hand.

01 Start with your draft

02 Test the goal

Note what is already clear and what you need to agree on together.

Specific Could two people picture the same work or result?

Measurable What evidence and success standard will show the goal is met?

Achievable Do the baseline, workload, resources, and employee input support the target?

Relevant How does this support an agreed team or development priority?

Time-bound What is the deadline or measurement period?

03 Write the revised goal

Make the commitment clear enough that you can both explain what success looks like.

Support to agree on Coaching checkpoint

Before you finish, agree on the support and put the checkpoint on your calendar.
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