
4-H Body Works Series 

Master Body Works - Your 
Fitness 
 
Introduction 
 

Have you ever dreamed of making it to the Olympics?  Well everyone’s dream has to start 
somewhere, and often that starting point is creating a fitness goal.  From 
there you can build the strength and courage to improve and grow, 
potentially fulfilling your dreams.  So let’s get you 
started on the road to success by working towards 
your own fitness goal. 
 
Welcome to the Master level of the Body Works 
project series.  We are so happy that you have 
decided to further your fitness knowledge by 
venturing into this fun and creative project. 
 
At one time or another, most of us have had a fitness goal in mind.  Whether 
we wanted to make a school sports team, or simply start exercising daily to 
benefit our overall health, we had the desire to improve our current level of 
fitness.   
 
Reaching this type of goal requires planning, dedication and a certain level of 
encouragement and guidance.  So, this project has been designed to help you 
learn how to set goals, develop a plan, find guidance and resources, and 
evaluate your successes.   
 
But the best part about this project is that you have the creative control.  
You will be setting your own personal fitness goal(s), creating a unique plan to 
suit your style and keeping track of your progress in a way that best reflects 
your personality.  You will be able to use the knowledge gained in the 
previous Body Works projects to get you started.  You may want to return 
to these projects to review what you have learned.   
 
So whether you want to try a new sport, improve your skills or simply get fit, 

this project is for you! 
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- Draft 2010 - Meet Lucky! 
 

Lucky knows a thing or 
two about how to look 
and feel 
your best. 
Watch for 
Lucky’s tips 
throughout 
the project 
book. 

Learning is 3D! 
 

To help you get the most out of 
your learning, each project 

meeting has the following parts: 
Dream it! Plan for success 

Do it! Hands on learning 
Dig it! What did you learn?  

Do It 

 
Dig It  

 
Dream It 
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 Members will be able to... Activities Page 

Skill 
Builder 1 

Selecting a Fitness Goal 
 Create a quality goal 
 Identify specific fitness goals 
 Understand the elements of an effective goal 

 Identifying Interests & 
Skills 

 Choosing a Fitness Goal 
 SMART Test Your Goal 

4 
 
5 
7 

Skill 
Builder 2 

What You’ll Need 
 Identify resources needed to accomplish a goal 
 Understand costs of achieving your goal 
 Use basic budgeting skills 

 Resource/Cost 
Brainstorm 

 Basic Budget 

8 
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Skill 
Builder 3 

Develop a Plan   
 Identify the steps used to develop a plan 
 Developing a plan 

 Previous Planning 
 My Action Plan 

11 
12 

Skill 
Builder 4 

Interview  
 Identify different types of interviews and 

interview questions 
 Understand the purpose of interviews 
 Develop affective interview questions 
 Prepare for & conduct an interview 

 Preparing for the 
interview 

 Conduct the interview 
 
 

16 
 

16 
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motivation techniques 
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 Select record keeping tools based on personal 

preferences 

 Time & Motivation 
 Select/create a 

recording keeping tool 

19 
20 
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Builder 6 

Evaluating Your Success 
 Reflect upon and evaluate successes 

 Understand the role of reflection and evaluation 
in accomplishing goals 

 Make conclusions based on personal reflection 
and evaluation 

 Complete your budget 
 Evaluate your Success 

21 
22 

Showcase 
/Portfolio 

 Explain success in using the skills listed above  Showcase Challenge 
 Portfolio Page 

23 
25 

When you successfully complete your builders, you will showcase what you have learned. 

What Skills Will You Learn? 
 
Each section or Skill Builder (or Builder) in this project has activities that will help 
your project group learn to do by doing while learning new skills and having fun! 
 
To complete this project, you must: 

 Complete the activities in each Builder OR a similar activity that focuses on 
the same skills, as you and your leader may plan other activities. 

 Plan and complete the Showcase Challenge. 
 Complete the Portfolio Page. 
 Participate in your club’s Achievement (See the inside back cover for more 

information about 4-H Achievements). 
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Linking to Your Leader 
 

What kind of support should members doing this Master level project have/expect? 
Supports for the project may include a 4-H club leader, community leaders and 
MAFRI GO centre/office staff. 4-H leaders, MAFRI staff and community leaders may 
all be acting as your “coach” or “mentor”.  

 
Mentors are valuable people in our lives that support and  
encourage us and point us in the right direction.  A mentor is a 
person that invests time, energy and knowledge into contributing 
to another person’s growth.  The majority of mentor relationships 
are informal and often go undetected.  Think for a moment. Can 
you identify someone who has contributed to your personal 
growth?  Have you been a mentor by being a coach or role model 
to your peers, younger acquaintances or the adults in your life?  
You can likely identify mentor relationships that you have already 
been in but have not necessarily viewed from that perspective. 
 

Mentors can serve a variety of roles in the lives of their mentees (the person they are mentoring). 
Some of these roles may include: 

 Listening - Not talking but really listening to what the mentee has to say. 
 Role modeling - Setting an example by behaving and accomplishing tasks appropriately as 

opposed to just talking about it.  Leading by example is a powerful teaching tool. 
 Building self-confidence - Offering encouragement and appropriate praise can be very 

empowering to those receiving it. 
 Providing challenges - Planting the seed of inspiration to strive for and expand on a personal 

best through a variety of growth experiences. This is often referred to as coaching. 
 Offering perspective - Helping the mentee to see the big picture.  This is often done through 

helping the mentee identify their feelings and providing feedback that gives them both 
accurate information and encouraging them to explore the options available to them.  

Places of Mentorship 
 

      4-H events 
 

Taking part in Club, Area, Provincial, and National 4-H programs can be great 
opportunities to meet friends, have fun, and develop leadership skills. Check 
out www.4h.mb.ca to find information about upcoming events! 

 
Cooperative Youth Leadership Seminar 

 

Cooperative Youth Leadership Seminar offers a chance for Manitoba youth to  
learn more about the world around them, their peers and most importantly,  
themselves. Youth will develop leadership skills, and learn about cross cultural  
issues and values affecting society, global development and the co-operative  
movement. Co-ops and credit unions throughout the province sponsor  
youth to attend the seminars.  

 
For more information please visit: http://www.manitobayouth.coop/ 

Mentors 
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Dream it! 
 
You may have taken this project with a specific goal in mind. Or you might have just decided that it 
looked interesting but you are not yet sure what you want to do.  Either way, the following 
exercises will help you select a fitness goal for your 4-H project.  
Remember Goals are:  Destinations you want to reach    
    Targets you aim for             
    Things you want to achieve or have to do 
 
Identifying Interests & Skills 
 

Use the following prompts to help identify your interests and skills. 

Skill Builder1: Selecting a Fitness Goal 

I am currently participating in these sports or activities: 

I have never tried but would like to learn how to do these activities or sports: 

 

___________________________________________________ 
 

___________________________________________________ 
 

___________________________________________________ 

I have had some 

experience,  but 

could still improve  

on the following 

athletic skills: 

 

____________________________________________________ 
 

____________________________________________________ 
 

____________________________________________________ 

What are you going to achieve?  
 

 Before going out and tackling your fitness goal, you must do some 
planning to be sure that your final action matches your basic skills, 
those you want to develop, and your interests. 

Important word 
 

Watch for this 
important word throughout this 

builder: Goals 

SKILLS CHECKLIST 
 

 Create a quality goal 
 Identify specific fitness goals 
 Understand the elements of an effective goal 

 

_____________________________________________________ 
 

_____________________________________________________ 
 

_____________________________________________________ 
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Do It! 
 
Choosing a Fitness Goal 
 
To get you thinking about what your fitness goal will be, here are some ideas… 
 
My fitness Goal will include (check all that apply): 
Achieving a specific strength, endurance or flexibility goal 
Trying out for a team, club or competition 
Completing a race 
Achieving a specific ranking at a bonspiel, tournament, 

competition or match 
Improving skills in an activity or sport in which you 

already participate 
Gaining skills at a new sport or activity 
 

Other ______________________________ 

 
Do you already know what you want to do? That’s great, it’s time to complete the sentence below. 
If not, go out and explore, surf the net, talk to friends and family. They may encourage you to try 
something you’ve never thought of! Whatever you decide, write your fitness goal below. 
 
I want to __________________________________________________________________ 

(describe your fitness goal) 
 

_________________________________________________________________________. 
 
Writing down your project goals will help you plan, track  your progress, and measure your 
success.  

Take a good look at your 
interests to figure out what 

you really want to do! 

Lucky Says…. 
 

Goals are most effective when they pass the SMART test.  The SMART test makes sure goals are: 

 Specific 

 Measurable 

 Attainable 

 Realistic 

 Timely 

Some example fitness topics might include: 
 

“I want to learn how to do archery and enter a competition” 
OR 

“I want to train for and run the Manitoba Half Marathon” 
OR 

“I want to improve my skating skills and make the Bulldogs hockey team”  
OR 

“I want to increase my strength, and skill to try out for the Manitoba 
Games Regional Team” 
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What are SMART Goals? 
 

Specific - A specific goal has a much greater chance of being accomplished than a 
general goal. To set a specific goal you must answer the six "W" questions:  
*Who:      Who is involved?  
*What:     What do I want to accomplish?  
*Where:    Identify a location.  
*When:     Establish a time frame.  
*Which:    Identify requirements and constraints.  
*Why:      Specific reasons, purpose or benefits of accomplishing the goal.  
EXAMPLE:    A general goal would be, "Get in shape." But a specific goal would say, 
"Join a health club and workout 3 days a week."  

Measurable - When you measure your progress, you stay on track, reach your target dates, and 
experience the exhilaration of achievement that spurs you on to continued effort required to reach 
your goal. To determine if your goal is measurable, ask questions such as......How much? How many? 
How will I know when it is accomplished?  

Attainable - When you identify goals that are most important to you, you begin to figure out 
ways you can make them come true. You develop the attitudes, abilities, skills, and financial capacity 
to reach them. You begin seeing previously overlooked opportunities to bring yourself closer to the 
achievement of your goals.  
 
You can attain most any goal you set when you plan your steps wisely and establish a time frame 
that allows you to carry out those steps. Goals that may have seemed far away and out of reach 
eventually move closer and become attainable, not because your goals shrink, but because you grow 
and expand to match them. When you list your goals you build your self-image. You see yourself as 
worthy of these goals, and develop the traits and personality that allow you to possess them.     

Realistic - To be realistic, a goal must represent an objective toward which you are both willing 
and able to work. A goal can be both high and realistic; you are the only one who can decide just 
how high your goal should be.  Your goal is probably realistic if you truly believe that it can be 
accomplished. Additional ways to know if your goal is realistic is to determine if you have 
accomplished anything similar in the past or ask yourself what conditions would have to exist to 
accomplish this goal.  

Timely - A goal should be grounded within a time frame. With no 
time frame tied to it there's no sense of urgency. If you want to lose 
5 lbs, when do you want to lose it by? "Someday" won't work. But if 
you anchor it within a timeframe, "by May 1st", then you've set your 
unconscious mind into motion to begin working on the goal.  
 
T can also stand for Tangible - A goal is tangible when you can 
experience it with one of the senses, that is, taste, touch, smell, sight or 
hearing. When your goal is tangible you have a better chance of making it 
specific and measurable and thus attainable.  
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S.M.A.R.T. Test your goal 
 

Write the SMART components of your goal 
in the chart below. 
 

SMART Chart 

Re-write your improved fitness goal below including all the SMART components. I want to:  
 

________________________________________________________________________ 
 

________________________________________________________________________ 
 

________________________________________________________________________ 

Dig it! 

 Specific  
  

 Measurable  
 

 Attainable  
 

 Realistic  
 

Timely  
 

Take a minute… 
 

Think of a other goal                         
that you are trying to  
achieve.  How can you 
use SMART goal  
setting  
skills to  
improve 
that  
goal.  

What’s Next? 
 

Having the right equipment  and resources for your use is important in achieving goals. Thinking 
about  available resources and a spending plan will point you in the direction of  success. 
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Skill Builder 2:  Get the Gear 

Dream It! 
 
Resources/Cost Brainstorm 

SKILLS CHECKLIST 
 

 Identify resources needed to  
accomplish a goal 

 Understand costs of achieving your goal 
 Use basic budgeting skills 

Important words 
 

Watch for these important 
words throughout this 

builder:  Surplus, Deficit 

What are you going to achieve?   
 

 In order to successfully complete your goals, you will need the 
right supplies, equipment and resources. Below, list the items 
that you think you will need.  This list will change as you 
develop a plan, and do more research. 

I will need the following 
equipment to accomplish 
my goal. Ex) baseball glove, 
new running shoes, helmet, 
yoga pants, mouth guard, 
free weights etc.  Include 
extra pages if required. 

Equipment Do I have this? or Can I borrow 
it? or Will I purchase it? 

  

  

  

  

Resources Where can I get it? 

  

  

  

  

Reality is, most sports and activities cost money.  Whether it’s purchasing equipment, paying a  
registration fee or coaching fees, we typically incur a few costs.  These expenses can add up, so it is  
important to understand how much we are spending on our fitness goal, and how we can budget 
our money to be prepared for these costs. 
 
Make a list of all of the items you will have to purchase to accomplish your goal.  Estimate the cost 
of each item and then do some research to find the actual cost.  You may need to go price shopping 
at stores or on line, or you may need to visit fitness facilities or professionals to find some actual 
costs. 

I will need the following  
resources. Ex)  Book on 
running, fitness centre 
membership, a home work-
out video, competition 
rules and guidelines. 
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Now that you have a list of estimated expenses, it’s time to decide how  
you will pay for it!  Select your sources on income below 
 
My sources of income for this project are (check all that apply): 
Personal savings 
Gift money 
Other _______________________ 
 

Do It! 
 
You now have enough information to put together a budget!  Fill in the budget column below using 
the information that you have collected.  Be sure to include the income and expense items.  The 
Actual and Difference columns will be completed once you have accomplished your goal.  At that 
time, you can better judge how accurate your budget was. 
 
Basic Budget 

Income Budget Actual  
(to be completed in Skill Builder 6) 

Difference  
(to be completed in Skill Builder 6) 

 $ $ $ 

 $ $ $ 

 $ $ $ 

 $ $ $ 

Total Income $ $ $ 

    

Expenses    

 $ $ $ 

 $ $ $ 

 $ $ $ 

 $ $ $ 

 $ $ $ 

Total Expenses $ $ $ 

ITEMS Estimated  Actual 

 $ $ 

 $ $ 

 $ $ 

 $ $ 

 $ $ 
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Dig It! 

What’s Next? 
 

In the next skill builder you will be creating an action plan.  So pull out 
your calendar and start thinking about how and when you will work 
towards achieving your goal. 

Surplus or Deficit? 
 

Do you have enough income to cover your expenses?  In other words, is the 
number in the Total Income box greater than the number in the Total Expenses 
box? If so, you have a surplus. If not, you have a deficit. If you do not have 
enough income to cover your expenses, you may need to re-think some of your 
expenses, so that you can balance your budget. 
 
Something to consider… 
 

Do you really need new equipment?  Can it be borrowed or rented  
or purchased second hand instead? 

 

Were you surprised by 
the cost of some of the 

equipment and resources 
that you will need? Why? 

 

Which items surprised you 
the most? 

 
 

What was your reason 
for making this decision?  

 

Were you able to access 
most of your equipment 
in your community?  If 

not, why? 
 

Why do you think that it is  
important to use resources 
and support local businesses 

whenever possible? 
 

 

Did you decided to  
borrow or purchase  
previously owned  

equipment? 
 
 

Are there are resources that you can get for free from sports 
associations or other sites on the Internet? 
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Skill Builder 3: Develop a Plan 

Important word 
 

Watch for this 
important word 

throughout this builder: 
Action Plan 

What are you going to achieve?  
 

                       Just like you use a map or GPS help you find your way to a  
                      destination, you should use an action plan to successfully reach 
                       your goals.  This skill builder will guide you through the steps to 
                      creating  an action plan for your specific goal.  You may not  
                       always stick to the plan and might choose to take an alternate  
                       route, but at least you will know what you need to do to get to  
                       your destination. 

Dream it!  
 
Previous Planning 
 
Think of examples when you have used a plan to help accomplish a goal.  These plans should include 
a task, timeline and resources that can be used.  Example: in accomplishing a mission or level in a 
video game,  players have a specific task and a timeline in which to complete it.  They often need to 
collect resources to help them accomplish this task within a time limit or against an opponent. 
 
When have you used a plan before? 
1. _____________________________________________________________________ 
 
2. _____________________________________________________________________ 
 
You need to create a plan and figure out what you will need to do to achieve your fitness  
goal(s). Below are the steps require to make a plan. 

 

Step 1: Review goal(s) 
  
Step 2: Outline the steps required to achieve my goal(s). 
 
Step 3: Review and outline the resources that you might use for each step. Think about: 

 People who can help you. 
 How much money you will need.  
 Information sources such as magazines,  
      internet, videos, libraries, etc. 

 
Step 4: Outline when you need to have each step 

done.  
Setting a target date for completion of each 
step can save you rushing through everything 
at the last minute or not being able to 
complete the project in the time remaining. 

 
 

SKILLS CHECKLIST 
 

 Identify the steps used to develop a plan 
 Developing a plan 
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Do it! 
 
My Action Plan 
 

Now, it’s your turn! Complete a chart for the goal(s) that you have identified. You can refer to this 
chart as the year progresses to remind you what you need to do to accomplish your goals. 

The finished plan 
for each goal looks 
  like this example: 

Goal: To improve my strength, 
endurance and flexibility by 

exercising daily and starting a  
fitness routine at the  
local fitness facility. 

Steps to be done Possible Resources to Use Done By 

1. Assess my current 
level of fitness 

 
 
2. Determine and acquire 

the equipment and  
resources I will need 

 
3. Create my fitness  

routine and schedule 
 
 
 
4. Follow fitness schedule 

 Talk to a professional trainer at the fitness 
facility in my community about my goal and do 
an  
assessment 

 
 Read the book “A Fit You” by John Smith 
 Talk to the professional trainer about costs, 

equipment, etc. 
  
 Work with personal trainer to outline a routine 
 Contact friends who may be interested in being 

an exercise partner 
 Sign up for a weekly yoga class 
 
 Calendars to track progress 
 Regularly scheduled meetings and assessments 

with personal trainer to assess progress 
 Journaling to track the experience 

September 1  
 
 
 
Step 2 – By the 
second meeting 
 
 
September 3 – 
achievement 
 
 
September 1 –  
Achievement 

My Action Plan 
 

Step 1: Review goals. 
Step 2: Outline steps required to achieve goal(s). 
Step 3: Outline the resources that you might use for each step. 
Step 4: Outline when you need to have each step done by. 

Goal(s): 
_________________________________________________________________________ 
 

_________________________________________________________________________ 
 

_________________________________________________________________________ 
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What’s Next? 
 

The next Skill Builder will prepare you for conducting an interview.  You will find out how to 
prepare and conduct the interview and how to write quality questions.  You will also have the 
chance to interview someone who is knowledgeable about the activity that you have chosen. 

Dig it! 

Steps To Be Done Possible Resources To Use Done By: 

   

What will you do to track your progress? 
What will be the most 

difficult  step to complete? 

What will be the 
easiest step to 

complete? 

How do you feel 
about this plan? Do you feel that you will be able to 

follow through or will you be rushed?   
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Skill Builder 4: Interview 

Dream It! 
 
Interview Skills 
 

- Taken from Communicating for Results  
  7th Edition, by Cheryl Hamilton 

 
 
There are many types of interviews that are used today.  But one that you will 
be using in this skill builder is the informational interview.  Specifically an 
information-seeking interview, where the interviewer (you) wants information 
from the interviewee.  In your case, you may want to hear about their 
experiences or pick up tips on building particular skills.  
 
Interviews can be conducted in a number of ways.  Face-to-face (best), video conferencing, 
telephone or email.  Can you think of any others? 

 
When preparing for your interview, you want to make 
sure that the interviewee understands the  
purpose of the interview, so that they come prepared 
with the information that you are seeking.  This does 
not have to be a formal interview, but you should be 
prepared to explain what you are doing in your project 
and have a list of questions ready. 

SKILLS CHECKLIST 
 

 Identify different types of interviews and 
interview questions 

 Understand the purpose of interviews 
 Develop affective interview questions 
 Prepare for & conduct an interview 

Important words 
 

Watch for these 
important words 

throughout this builder: 
Informational 

Interview, Open-ended 
Question 

What are you going to achieve?  
 

 Ever wonder how the pro’s do it?  Well, here’s your chance!  A great way to 
learn about how to train for a sport or improve on specific skills, it to talk to 
someone who has done it!  In this skill builder, you will be 
conducting an interview with someone who has accomplished 
a similar goal as you.  Someone who has the information and 
resources that you will need to succeed.  This individual may 
even end up being a mentor for you throughout your project.   
Examples are: a coach or instructor in your interest area, a 
Manitoba Jr. Hockey League player, a personal trainer or a 
competitive athlete training for a qualifying competition. 
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Three phases to a basic interview: 
1. Opening Phase - You will:  

 Establish rapport with the interviewee. In other words, create a 
comfortable I-respect-you-as-an-individual feeling.  

 Give them an overview of the purpose of the interview, what 
information is needed and how long it will take. 

 Motivate the interviewee to give straightforward, complete answers by 
letting them know the value of their answers. 

2. Question-Response Phase - This is the heart of the interview.  Both the interviewer 
and the interviewee have the opportunity to ask and answer questions.   

3. Closing Phase – Summarize the major points that were covered.  This is to ensure clarity. The 
interviewee should also have a chance to ask questions and the interviewer should thank the 
interviewee for their time and cooperation. 

 
Types of Questions 
 Open-ended questions - broad questions that allows the interviewee to decide what type and 

how much information to give ex)  Describe for me what kinds of challenges you came across in 
your training.  Open-ended questions are very useful in an informational interview as they allow 
for continued conversation between the participants 

 Direct questions - short questions that require a short answer or simple “Yes” or “No”  
      ex) Did you reach your goal?    
 Closed questions - a question that limits the interviewee’s choice of answers to one of the 

answers supplied in the question. Ex)  Would you recommend training with a partner, by 
yourself or a combination of the two? 

 Loaded questions - questions that have no correct answer but are designed to get an emotional 
response ex)  Are you still struggling to earn a place on the team?   

 Leading questions - a question that implies the correct answer ex)  You want to win the 
provincial title, don't you? 

 Verbal and Nonverbal probes - these are used to urge the respondent to add more information 
to a previous response. Ex)  “tell me more”, “Really?”, “How do you mean?”  You may need to 
use these probes if you have asked a direct or closed question. 

 
Loaded and leading questions can sometimes offend an interviewee and usually do 
not result in the information that you may be looking for. 
 
Also, watch for verbal and non-verbal queues.  If an interviewee appears to be 
agitated or nervous, they may not be comfortable with the question you are asking.  
It may be a wise decision to move on to a different question or change topics.   
 

Just like making a presentation or speech, preparation and practice is required.  Test out your 
questions on a friend to work out  any confusing or awkwardly worded questions. 
 
During the interview you can capture the conversation in a number of ways.  You can take notes, 
although minimal notes that are not detailed usually work the best.  You may choose to record the 
interview by audio recorder or video although, sometimes an interviewee is less comfortable and 
may not answer the questions as thoroughly as you would like if they know they are being 
recorded. Always ask permission if you are going to record the interview. 
 
Be sure to send a thank you after the interview.  Let the interviewee know that you 
appreciated their time and cooperation. 
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Write or type questions on a separate piece of paper and leave space to record the answers. 
 

Do it!  
 
Conduct the Interview 
 

Now go out and conduct your interview.  Be sure to practice your interview with  
a friend or family member to become more comfortable with your questions. 

Preparing for the Interview 
 

Who will you interview?  To decide who is the right person (or people) to  
interview, you first need to decide what information it is that you are looking for.  
Do you want advice on sports nutrition, or work-out tips?  Perhaps you’re looking 
for techniques to improve a specific skill. 

 
List the topics that you want to learn about, and who could potentially assist you.  
This may require some research, and you may need to talk to others in the sport 
or contact professional athletic associations or groups.  If possible, list their  
contact information below.  Try to step outside of your comfort zone and talk to 
someone that you have never met. 

 
My interview with ___________________________________________________________ 
 
Date _________________________     Location  __________________________________ 

What I want to know My Question Type of Question 
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Dig It! 
 
 What were your overall impressions of the interview? 
 
_____________________________________________________________ 
 
_____________________________________________________________ 
 
 What was the easiest part of the interview? 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 What was the most difficult part? 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
 If you could re-do the interview, what would you change? 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 Do you feel that you got all of the information that you wanted? 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 

What’s Next? 
 

The next skill builder will provide you with some skills to help you  
accomplish your goals.  You will reflect upon your organization habits and 
select a method for keeping track of your progress.  Record keeping can be 
enjoyable, if you can add a personal touch. 
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Skill Builder 5: Accomplishing Your Goals 

Dream it!  
 
Keeping track of your progress: 
- Helps you to understand and gain more from your experiences. 
- Gives you a clear picture of how successfully you have accomplished your goals. 
- Provides a descriptive project display for achievement evaluation. 
- Showcases how you may have needed to alter your plan at some point throughout the process. 
 
Time Management 
 

Let’s face it, you’re a busy person.  With school, extra curricular activities and commitments to 
friends and family, you’re often left without much time in the day to get everything done and find 
time to relax and have some fun.  This is why it is important to learn to use time management skills.  
It’s not difficult, but it does take practice.  So if your first attempt isn’t successful, don't get 
discouraged.  Just remember that practice can make you better.  Below are some practical tips that 
can help you manage your time and stick to your project plans. 
  
 Create periods of uninterrupted time - this includes turning off your computer or phone, or 

even hanging a “do not disturb” sign in your work area.  This could be suitable for doing 
homework, work-outs, or researching for your project.  Make a point of setting aside a specific 
amount of time to complete your task and write it down in a calendar or scheduler.  (ex - 4:30-
5:15 - History project research 7:00-8:00 - outdoor jog and stretches) You are more likely to 
stick to a plan if you write it down. 

 Just say NO - You can’t say “yes” to everything or else you’ll 
turn into a doormat - people will walk all over you!  Be sure 
that you follow through on your commitments and plans by 
saying “NO” to the less important activities.  Although it may 
be hard to turn down friends when they ask you to go to a 
movie or hang out, try to prioritize your activities and focus on the most 
important tasks. 

SKILLS CHECKLIST 
 

 Understand basic time management and 
motivation techniques 

 Identify personal recording keeping 
preferences 

 Select record keeping tools based on 
personal preferences 

Important words 
 

Watch for these 
important words 

throughout this builder:  
Time Management, 

Motivation 

What are you going to achieve?  
 

As you put your project plans into action, there are many resources that can 
help you to be successful.  Your library, 4-H Catalogue of 
Supplies, Manitoba Agriculture, Food and Rural Initiatives staff,  
4-H leaders, and local role models can provide valuable support 
and information to you.  Be sure to make the most of your 
experience by using your network of resources.         

Sorry, I have 
other plans. 
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 Use the Swiss Cheese method - If a task seems too large and overwhelming, 
poke holes in it like Swiss cheese. and do it one little piece at a time.  Your 
project plan may include many steps and the end goal may seem too far away.  
But if you break down the task into smaller pieces and complete one task each 
day, soon the end result will be in your sights.  

 

 Choose a high energy time - this means that you choose to tackle the most 
challenging tasks when you have the most energy.  Perhaps that time is morning, 
noon or evening - everyone is different.  Test it out and determine when your 
peak energy hours are.  In some cases a fitness professional may have advised 
you to exercise or work out at specific times, to get the maximum benefit.  If so, 
follow those instructions, but keep in mind that other tasks, such as chores or 
studying may be done during your peak energy hours.    

 

 Re-charge your batteries - Don’t try to do everything at once as you may quickly become burnt 
out and lose interest and motivation in your project.  Especially with physical activity, it is 
important to have times of rest to refresh, re-energize and re-charge your batteries.   

 

 Get organized - If you’re a super-organized person, you’re no stranger to calendars, schedulers, 
and reminder notes.  Everyone organizes themselves differently, so use whatever tools you need 
to keep yourself on track.  Some popular tools are:  reminder notes, calendars on the 
refrigerator, cell phone alarms, and verbal reminders from others.  Think about what tool helps 
you the most and use it! 

 

Motivation 
 

One of the biggest struggles that most people encounter when working 
through a plan to accomplish a goal is, you guessed it, lack of motivation.  
Motivation is the desire or need to achieve something personally significant. 
 
Often our lack of motivation comes from a lack of interest in the task.  Perhaps the job is 
exhausting, unpleasant or you’re just not sure what to do and where to start. 
 
There are a few things that you can use to overcome this lack of motivation. 
1) Write it down.  You have already accomplished this, by writing down your personal fitness goal.  

Return to this goal from time to time to remind yourself of your desire to reach your goal. 
2) Divide and Conquer.  By splitting up tasks into smaller parts, you can keep yourself from  

becoming overwhelmed.  You have already done this by developing a plan.  Be sure that you are 
following your plan and break up these steps if they seem difficult to complete.  Reward 
Yourself.  Just like you would reward a pet for doing a trick, you can reward yourself for  
improvement  and progress.  Just be sure that your rewards don’t counter your goal. 

3) Be realistic.  Keep in mind that things probably won’t go exactly as planned.  There may be set 
backs or stumbling blocks along the way.  But try to keep motivated by keep an encouraging 
quote nearby or talking to a mentor or your leader for encouragement. You may also choose to 
post a motivational picture or other visual item, like an item of clothing you would like to wear, 
or reward you will give yourself if you accomplish your goal. 

4) And sometimes we just have to use good old will-power to get something done.  You may have 
to “suck it up” from time to time and trust that your efforts are leading you towards your goals. 

 
Time & Motivation 
 

List 2 things you can to do manage your time and two things that you can do to stay motivated. 
 

1.__________________________________ 1.__________________________________ 
 

2.__________________________________ 2.__________________________________ 
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Do It! 
 
Select/Create a Record Keeping Tool 
 

Every time you spend time working on your fitness goal, you should record the 
details in the record keeping option you choose below.  
 
You can increase the amount you learn about accomplishing goals by:  

 Keeping a learning journal.  A learning journal is like a diary that you write in after each 
experience that you have throughout the project.  Record your challenges and successes.  How 
did you deal with them, how did you feel, what did you do, how would you handle it differently 
the next time, what did you learn.  It is amazing what you can learn by taking a few moments to 
really think about your experience and reflect those thoughts on paper.  It’s great to review at 
the end of the term and see what progress you made as well.   

 Keeping a calendar that logs your time and expenses on this project.  People usually  
underestimate the amount of time and money that they have contributed.  Remember to include 
gas money for any extra trips to practice or a facility! 

 Preparing a photo journal.  Pictures are worth a thousand words.  Record your experience 
through photos. 

 Developing a portfolio of your experience. Save any letters, reports, photos, comments, 
awards, name badges, etc. of your experience. Display them to show what skills you have  
accomplished. 

 Starting a resource library. Research and collect information pieces that have offered advice 
on accomplishing your fitness goal and working through challenges you may have encountered. 

 

It is up to you to determine how you wish to record your experience.  Personalize your record  
keeping to match your needs and style. 
 
What record keeping tool will you choose to use?____________________________________ 
 

Dig it! 

What’s Next? 
 

You will complete the final skill builder once you have completed your plan.  Then you will have a 
chance to reflect on your experience and evaluate and celebrate your successes.  You will also have 
the chance to go back to your original budget and see if you were able to stay within your 
estimates. 

What do you think will be the 
benefit of tracking your progress? 
Why? ______________________ 
 

___________________________ 
 

___________________________ 

What other types of resources did you search to you help you through your plans? 
____________________________________________________________________ 
 

____________________________________________________________________ 

What will be challenging part of 
about working through your plans? 
 

__________________________ 
 

__________________________ 
 

__________________________ 
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Skill Builder 6:  Evaluating Your Success 

SKILLS CHECKLIST 
 

 Reflect upon and evaluate successes 

 Understand the role of reflection and evaluation 
in accomplishing goals 

 Make conclusions based on personal reflection 
and evaluation 

Important words 
 

Watch for these 
important words 
throughout this 

builder: Reflection, 
Evaluation 

Dream it!  
 
Reflect on Your Project 
 
To get started, you can reflect on your project.  Reflection is simply the process of thinking about 
what you did, how you did it, and what you would change if you did it again.  Here are some areas 
that you can reflect upon.  Share you reflections with your leader. 
 
 

 
 
 
 

Do it! 
 
Complete your budget 
 
Remember your budget?  Well it’s time to return page 8 to it and complete the Actual and  
Difference columns.   
 
Did you stay on track? Why or why not? ___________________________________________ 
 

_________________________________________________________________________  

Why evaluate?  
 

Evaluation is an important step to learning AND to celebrating your successes.  
This Skill Builder will help you with your evaluation by providing questions, but 
you can think of your own questions as well. 

Go back and reflect upon your 
budget by discussing your 

reactions, conclusions and changes 
you would make next time with 

you leader. 
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Evaluate Your Success 
 

Evaluate the rest of your project by answering the following questions. 

Dig it! 
 
Discuss these questions with your leader: 
 What were some of the emotions that you experienced when you evaluated your successes? 
 Why do you think that evaluation is important? 
 What did you learn about yourself by completing this evaluation? 
AND …. don’t forget to celebrate your successes! 

What’s Next? 
 

Get ready, it’s time for the Showcase Challenge!  Think about the information you have learned in 
the 6 Skill Builders.  What was your favorite part?  What would you like to teach others? 

Planning and project 
management skills look great 
on a resume. What words 

would you use in your resume 
to describe the skills that you 

have acquired? 
 

_______________________ 
 

_______________________ 
 

_______________________ 
 

_______________________ 
Examples—communication skills, 

self-discipline, goal-setting 

Was your original fitness goal achievable? 
Now that you have lived through the 

experience, what would you add or delete 
from your goal to make it more accurate? 

 

________________________________ 
 

________________________________ 

What was the most 
challenging part of 

your project? 
 

_______________ 
 

_______________ 
 

_______________ 
 

_______________ 

Did your plan change? If 
yes, how did it change 
through your project?  

 

__________________ 
 

__________________ 
 

__________________ 

Did you achieve these 
goals? If you were unable to 
meet the entire goal, what 

parts of your goal were you 
able to accomplish? 

 

____________________ 
 

____________________ 
 

____________________ 

What was the most successful 
part of your project? 

 

______________________ 
 

______________________ 
 

______________________ 
 

______________________ 

List some places or 
programs in your 

community where you 
could share the knowledge 

that you gained in this 
project. 

 

____________________ 
 

____________________ 
 

____________________ 
 

____________________ 
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Now that you have finished this project, it is time to think about how you will 
share your experiences and knowledge with others.  You may put your new 
skills to work by helping at a community event or at your club Achievement or 
teaching others about your topic.  The goal of the Showcase Challenge is to help 
highlight your new skills and help you understand how you can use them. It can 
be an opportunity to receive feedback from others on your project.  So go back 
through your manual and find some highlights of your learning (what you are 
proud of) and think about how you will “showcase” it.   

 

Showcase Challenge  
Bringing it all together! 

 Demonstrate something you made 
or learned about 

 Make a poster or display 

 Make a pamphlet  Make a computer presentation (e.g. 
PowerPoint) 

 Give a speech  Write a report 

 Use your new skills to help with the 
Club Achievement plans 

 Or come up with your own idea. It is 
up to you and your leader! 

Dream It! 
 

Here are some Showcase Challenge Suggestions: 
 
 







 

My Showcase Challenge Plan 
 
My showcase idea: __________________________________________________________  

________________________________________________________________________ 
 

What materials and resources do I need? _________________________________________ 

________________________________________________________________________ 
 

Who do I need to help me? ___________________________________________________ 

________________________________________________________________________ 
 

When do I need to have things done by?  _________________________________________ 

________________________________________________________________________ 



24 

Do It! 
 
Insert or attach your finished product or a photo of you sharing your skills in 
your Showcase Challenge.  

Dig It! 
 
Now that you have showcased your project skills; 
 How did your Showcase Challenge go? 
 
 
 
 What would you do differently next time? 
 
 
 
 How will you use your new skills in the future? (in different situations?)  
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Name: __________________  Date: _____________  Year in 4-H: ____       
Club: _____________ Hours Spent on 4-H: ____(Project and Other 4-H Activities) 

Mastering Your Fitness Project Skills Chart 
To be completed by the leader and the member based on observations and  

conversations throughout the project. 

Skill 
Builder 

Members will be able to… 
Each Builder had a Skills Checklist which identified the skill 

you will learn. 

We know this because… 
Identify activities completed and record 

observations  and information from 
discussions about activities. 

1 
 Create a quality goal 
 Identify specific fitness goals 
 Understand the elements of an effective goal 

 

2 
 Identify resources needed to accomplish a goal 
 Understand costs of achieving your goal 
 Use basic budgeting skills 

 
 
 

3 
 

 Identify the steps used to develop a plan 
 Developing a plan 

 
 

4 
 

 Identify different types of interviews and 
interview questions 

 Understand the purpose of interviews 
 Develop affective interview questions 
 Prepare for & conduct an interview 

 
 

5 

 Understand basic time management and 
motivation techniques 

 Identify personal recording keeping 
preferences 

 Select record keeping tools based on personal 
preferences 

 
 

Additional Comments/Activities: 

6 

 Reflect upon and evaluate successes 

 Understand the role of reflection and 
evaluation in accomplishing goals 

 Make conclusions based on personal reflection 
and evaluation 

 

Showcase   Explain success in using the skills listed above  

My 4-H Portfolio Page 

Leader Point of Praise! 
I am most impressed by… 
 
 
I acknowledge that the member has completed the 4-H project requirements. 
 
Leader’s Signature: _______________________________ 
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Member Point of Pride! 
 

What I learned… 
 
 
 
What I need to improve on… 
 
 
 
What I want others to notice…  
 
 
 
Member’s Signature: _______________________________ 

Above and Beyond! 
In addition to project skills, 4-H also increases skills in meeting management, communications,  

leadership, community involvement  through participation in club, area, or provincial 4-H events or  
activities.  List below any activities you participated in this year in 4-H. 

(Some examples include Executive Positions Held, Workshops, Communication, Community Service, Rally, Bonspiels, 
Conferences, Judging, Camps, Trips, Awards, Representation to Area or Provincial Councils, etc) 

 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________   

   

**Feel Free to add additional pages that include awards, certificates, new clippings, photos or other items that 
describe your 4-H involvement. 

Point of Praise! Another’s perspective on your achievements in 4-H. 
(community professionals, MAFRI staff, 4-H club head leaders, 4-H Ambassadors, friends of 4-H) 

 
I am most impressed by… 
 
 
 
I believe that you have learned… 
 
 
 
In the future I encourage you to… 
 
 
 
Signature: _______________________________ 
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4-H Achievement 
 

4-H Achievement is… a 4-H club celebration when 
members have completed their projects.  Achievements 
are planned by the club to give recognition to members 
and leaders for their accomplishments in their 4-H 
projects and club activities.    
 

A 4-H Achievement can take many different formats: from choosing a theme, to 
member project displays, to members using their new skills for the event  
(entertainment, food, decorating, photographer, etc.), to members presenting their 
project to the whole group, the options are endless and open to the creativity of 
the members and leaders in each club!  
 
Clubs may also plan their Achievement to promote 4-H to the community or to recognize 
sponsors and others who have helped the club. 
 
Members and leaders - be sure to check your project books for the project completion 
requirements, so you will be ready for your club’s Achievement celebration! 

For more information about 4-H and the many  
4-H opportunities available please visit 

 
http://www.gov.mb.ca/agriculture/4-h/ 

If you have any questions, comments or suggestions  
for this or other 4-H projects contact: 

 
Manitoba 4-H Projects 

Manitoba Agriculture Food and Rural Initiatives 
1129 Queens Avenue 

Brandon, MB R7A 1L9 
 

Email: 4h@gov.mb.ca    
 

Phone: 204-726-6613 
Fax: 204-726-6260 

 
 
 

This manual is for educational use only and is not intended as professional advice. 
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4-H Motto 
 

“Learn To Do by Doing” 
 
4-H Pledge 
 

I pledge, 
My HEAD to clearer thinking, 
My HEART to greater loyalty, 
My HANDS to greater service, 
My HEALTH to better living, 
For my club, my community, and my country. 

What is 4-H? 
 

4-H is an international youth organization involving more than 7 
million members in 80 countries around the world. 
 
In Canada, 4-H began in 1913 in Roland, Manitoba as a community-
based organization dedicated to growth and development of rural 
youth.  Today’s 4-H program reaches both farm and non-farm youth 
across Canada.  The motto of “Learn to Do by Doing” is embodied in 
the program, as 4-H focuses on skill development as well as personal 
development of life skills such as communications, leadership and 
citizenship. 

Manitoba 4-H project material is developed by 
 

Manitoba Agriculture, Food and Rural Initiatives (MAFRI) 

4-H Quality Equation Principles 
 

Quality People 
 Promote responsibility, respect, trust, honesty, fairness, 

sportsmanship, citizenship, teamwork and caring. 
Quality Experiences 

 Provide members with personal development and skill 
development experiences. 

Quality Projects 
 Promote and value quality effort. 
 Promote high quality, safe food production within industry standards. 
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