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SMART Action Planning

Specific ………………. not ‘wish lists’ or vague statements
Measurable ………… how do you know you are doing it & is it effective
Affordable ………….. do you have the’ resources’  to do it
Realistic …………….. is it feasible, can you deliver this

Timely ……………….. when is it going to be done exactly

· Specific 
Is your goal well-defined? Avoid setting unclear or vague objectives; instead be as precise as possible. Instead of: To do well in my exams  
Make it specific: To increase study time to 30hrs per week and attend all scheduled revision sessions or instead of: “I will use my diary better”


make it for specific: “Every Friday afternoon I will plan my diary for the next week to maximise the use of my time.”

· Measurable 
Be clear how will you know when you have achieved your goal. Using numbers, dates and times is one way to represent clear objectives. 

Instead of: To get better grades 
Make it measurable: achieve a 1 grade improvement in next 2 assignments. 


Instead of “I will ask my colleagues for feedback” make it measurable: “I will diarise feedback sessions every month, arrange for a colleague to check every 3 months that these are working, and review results every 6 months.”

· Attainable 
Setting yourself impossible goals will only end in disappointment. Make your goals challenging, but realistic. 

Instead of : Catch up on this year's backlog of reading during holiday period 
Make it attainable: Allocate 4 hours a week in holidays to do academic reading. 
· Relevant 
Try and step back and get an overview of all the different areas of your life: Academic, Personal and Career. Consider how relevant each objective is to the overall picture. 
· Time-bound 
Set a time scale for completion of each goal. Even if you have to review this as you progress, it will help to keep you motivated. 

Instead of: Find out about work abroad for holiday 
Make it time-bound: By end of Easter holidays compile CV and identify 4 possible holiday opportunities using resources at the careers centre or on the web. 

Use test questions – for example:

· will the actions help you improve

· are you addressing the correct areas & are you asking for the right level of improvement

· will your measures help you to check progress against your plan

· have you thought of any help or support you may need to deliver
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