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Module 3 – Setting Goals and Praise 

Setting goals and 
objectives 
 

Understanding the point of goals and objectives 
Setting SMART goals 
Following up and monitoring 

Praising and 
rewarding staff 
 

Recognising where praise is due 
How to deliver praise 
Rewarding “above and beyond” behaviour or performance 

Motivating your 
team  
 

Identifying what’s important to each person in the team 
Treating people as individuals 
Different motivational techniques 

 

Setting Goals and Objectives 

Understanding the point of goals and objectives 

What is a goal? 

 

‘An observable and measurable end result having one or more objectives to be achieved 

within a more or less fixed timeframe.’ 
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Why do we need to set goals? 
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Why: 

• Sense of achievement 

• Motivation 

• Increased self-confidence 

• Progress 

• Hope and optimism 

• Greater sense of control and effectiveness 

7 rules of well-formed goals 

1. Goals are expressed in the positive 

2. The goal must be specific 

3. Identify the evidence that will prove the goal has been achieved 

4. Be proactive 

5. Pay attention to the wider consequences 

6. Make an action plan 

7. Monitor and follow up 

Advantages of having goals in the workplace 

• Provide clear direction to supervisors and employees 

• Form a common frame of reference around which you can effectively communicate 

• Clearly indicate success, and cultivate a strong sense of fulfilment for those working 

toward achieving the goals 

• Helps to clarify the specific expectations of the supervisor and employee. 

Make sure that goals are agreed by both yourself and the employee. Goals must be 

discussed and understood before the employee commits to them so that they are 

achievable, and all parties are comfortable in knowing what is expected of them within an 

What are your current goals? 
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agreed timeframe. It can be demotivating for an employee to just be directly told what their 

goals are without a discussion and seeing if they are ok with these goals.  

 

Setting SMART goals 
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When you use the SMART technique, you can create clear, attainable and meaningful goals, 

and develop the motivation, action plan and support needed to achieve them. Many people 

spend their lives drifting from one job to another, or rushing around trying to get more done 

while actually accomplishing very little. Setting SMART goals means you can clarify your 

ideas, focus your efforts, use your time and resources productively, and increase your 

chances of achieving what you want from your career. 

Beware of setting goals that someone else has power over. For example, "Get that 

promotion!" depends on who else applies, and on the recruiter's decision. But "Get the 

experience and training that I need to be considered for that promotion" is entirely down to 

you. 

You can also apply this to your life. Perhaps you've always dreamed of traveling around the 

world, but it's never happened. Maybe you tell yourself it's because you don't have the time 

or the money, and you'll think about it next year. 

Try setting SMART goals to help make your travel plans specific, measurable, achievable, 

relevant, and time bound. You might find that the real reason you haven't travelled is 

because your plans have been too vague or unrealistic. Think about how you can adjust your 

vision and rephrase it as a SMART goal, so that you can make your dream come true. 

What is your superpower? 

Write down one SMART goal 
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Following up and monitoring 

Following up and monitoring your team’s goals are a way to track progression and make 

sure they are getting the support they need to achieve. You want your team to do the best 

they can, so it is in your best interest to follow up on all goals regularly before deadlines are 

reached. Employees want to feel valued and looked after, so if they know you are always 

there for support in achieving their goals, you will most likely get a greater response from 

them. 

If you set a goal for an employee and they are struggling with it, take the time to monitor 

their progress as it may mean you have to change the goal slightly for them to adjust or give 

them extra training to be able to achieve the goal.  

 

Praising and rewarding staff 

 

Why do we want to praise and reward our staff? 
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When it comes to motivating team members, offering praise and recognition for a job well 

done can be extremely powerful.  

Why do we need praise? 

It's no secret that being praised often makes people feel good. Pride, pleasure and increased 

feelings of self-esteem are all common reactions to being paid a compliment or receiving 

positive feedback. This is because being praised triggers the release of dopamine, a 

neurotransmitter that helps control the reward and pleasure centres of the brain. As well as 

making us feel good, dopamine can also contribute to innovative thinking and creative 

problem-solving at work. 

These positive effects, however, are relatively short-lived, and for praise to have an 

enduring impact on employee engagement, it needs to be offered regularly. Research 

indicates that employees who report that they are not adequately recognised at work are 

three times more likely to say they will leave in the following year. 

The impact of praise 

Psychologists and researchers have long been fascinated by the effects of praise on 

workplace performance and behaviour, and what this means for organisations.  

 

 

 

What’s the benefit to Managers? 

When managers are considered to be effective at 'recognising' their employees, they:  

• have lower turnover rates than other managers  

• achieve better organisational results  

• are seen to be much stronger in goal-setting, communication, trust and accountability 

Delivering praise 

There is a great deal of research to suggest that praising employees at work can be 

beneficial.  

Out that only genuine achievements should be praised, and that empty words have little or 

no value.  

Unearned praise can do more harm to an individual and a workgroup than none at all. It not 

only prevents employees from knowing when they need to improve, but it can diminish the 

impact of the genuine praise that is offered at other times.  
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Note the value of constructive feedback; managers should be specific about which aspects 

of their team members' performance have particularly impressed them and why.  

• What did the employee do that was over and above their day job? 

• How did they do that? 

• What was involved, did they start early/finish late, work weekend? 

• Did they come up with a new idea or a different way of approaching a problem? 

• Have they gone the extra mile – what does that phrase mean to you? 

 

 

 

 

 

There's little doubt that praising and recognising the efforts and achievements of others can 

bring about some very positive results in the workplace. Being praised makes the recipient 

feel good about themselves and this can help to boost their performance. Praise provides 

the kind of positive experience or 'uplift' that can increase employees' morale, motivation 

and engagement, and renew their commitment to their manager and the organisation. For 

praise to have this kind of impact, however, it needs to be delivered effectively. Only 

genuine achievements should be praised, and managers should ensure their feedback is 

constructive and specific.  

 

 

 
When was the last time you saw or know of someone going the extra mile at work? 
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What rewards should you give? 

It’s not all about the money… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What other rewards could you give your employees?  
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Other types of rewards  

• Time off; 

• Flexible working/leave early/finish late; 

• Day off for birthday; 

• Employee of the month award; 

• A pat on the back; 

• Chance to implement a new procedure or policy; 

• Other ideas? 
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Motivating your team 

“Motivation [is] so important – the fuel, the driver of performance.  No motivation, no 

achievement” 

James Sale, Creator of Motivational Maps 

 
How can understanding motivations help you? 

 
Understanding motivations can give you an effective and tangible way to improve your 
business environment and profits.  
 
This allows you to drive business performance by: 
 

• Providing more effective recruitment and succession planning 
• Reducing the costs of dealing with poor performance 
• Increasing the retention and motivation of your highly valued staff 
• Creating an appraisal process that works 
• Increasing the effectiveness of your teams 
• Empowering team leaders and managers with insight and understanding 
• Increasing staff morale and loyalty 

 
Key points to note 

 

• Different things motivate different people – it’s not a “one-size fits all” approach 

• Money is not always a key motivator – other things are also important to people 

• Motivation levels can have a significant impact on individuals, on teams, on a 

Company and ultimately, on a Company’s profits. 

 

How motivated your staff are will impact on: 

 

Their attitudes and approach to work; 

Their willingness to get involved; 

Their behaviour towards colleagues; 

Their behaviour towards Managers; 

Their behaviour towards clients; 

Whether or not they will go the extra mile AND 

How willing you will be to reward them! 

 

Most importantly: 

 

There are no “right” or “wrong” answers – what’s important and motivating to one person 

might be extremely unimportant to another person.   
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Think about how relevant this is to you as a Manager – is there one person in your team that 

you just don’t “get” or can’t understand where they’re coming from?  It could be that their 

motivations are entirely opposite to your own! 

 

Different motivators: 

 

 
 

If interested, Keeping HR Simple can provide you with additional information and work on a 

motivational project with you and your team.  
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What are you going to do differently? 

 

 

Contact: 

Keeping HR Simple  

Katherine Duff 

  01487 815720 


