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b Welcome to UP Skills for Work!
| The program helps you build your skills for learning, work, and life, which include:
+ Motivation + Collaboration * Reading * Problem Solving
Attitude + Time Management « Writing + Confidence
Accountability + Adaptability * Numeracy + Communication
* Presentation + Stress Management - Digital + Creativity and Innovation

These skills are used in nearly every job and in daily life. They also allow us to learn new skills

and to adapt to changes. Improving your skills can help you to build a good life for yourself.

You can also take these courses on ABCskillshub.ca

This workshop

Accountability affects how other people see us, and how we see ourselves.

In this workshop, we'll explore what accountability means to us, and why it's important.
We'll talk about how to handle the challenges to being accountable when we're at work.

We'll also learn some strategies for improving our accountability.
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What is accountability?

Think about the word accountability. What does it mean to be

accountable—to yourself, to your family, to your boss, and to coworkers?

Accountability is owning your actions, both
the good and the bad.

It's caring about the quality of your work, words and actions.

It's also about being willing to:

Admit mistakes
+ Take responsibility for mistakes

+ Learn from mistakes

How accountable we are depends on our situation and our values. Being
accountable, though, can make a big difference in how other people see

us, and how we see ourselves.

Good accountability helps make our relationships better. It can make us

feel better about ourselves, too.

CD
KR A Let's talk about it

*  What does accountability mean to you?

+ Does it mean something different at home than at work, or in the

community?
What's the best thing about being accountable?

Why can it be hard to be accountable?

upskillsforwork.ca 1
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Getting started

Put a check mark beside the statement that sounds most like you.

[]
[]
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I'm always accountable. Accountability comes easily to me.

I think I'm being accountable, but | probably don't own all my

mistakes.

I'm better at being accountable in some areas of my life than in

others.

| don't care much about being accountable.

None of the above. Here's my situation:
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E{ Why is accountability important?

Accountability isn't about what we do. It's about taking responsibility for

what we do.

It can be easier to own our actions when everything's going well. We can

be proud of saying or doing something that made a situation better.

Accountability can be harder, though, when we make mistakes. It's not

easy to say, "l said or did something that made this situation worse." And

sometimes, it's hard to tell. Did we help or hurt? What seems small to us

can be a big deal to the other people in our lives.

O

Do
oV
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Meet Klara

Klara works the morning shift at a coffee shop. Her job is to open
the shop and prepare the drinks and pastries for customers.

The shop opens at 6:30am every morning. But Klara sometimes
doesn't get to work until 6:45. It's only 15 minutes after opening,
but when that happens, customers are often waiting outside the

shop. Or they've given up and left.

When her boss asks Klara why she's late, she always has an
excuse. The bus was late, or her alarm didn't go off, or she

couldn’t find her uniform.

Let's talk about it

Do you think Klara is accountable?

What do you think her customers would say? Her boss? Her

coworkers?
Would you want to work with Klara? Why or why not?

Do you think Klara's accountability will affect her success at this job?
What about her next job?
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Accountability at work

What does accountability look and sound like to an employer, or a coworker?
How would they know if someone was accountable or not?

Use the table below to write down a couple of examples of being
accountable and not being accountable at work. What do people say or do to

show their accountability at work?

Examples of accountability at work

What you do and say | Accountable Not accountable

Looks like this

Sounds like this

upskillsforwork.ca 4
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Accountability

Values & accountability

If you know what your values are, it's easier to be accountable.

Values guide how we live our lives. They're the things that are important to
us. We use our values to make important decisions, both at home and at

work.
But what do values have to do with accountability?

Accountability to others changes depending on our situation. But

accountability to ourselves always stays the same.

Remember what accountability means:

~
A( Accountability is owning your actions, both

the good and the bad.
It's caring about the quality of your work,
words and actions.

It's also about being willing to:

*  Admit mistakes
* Take responsibility for mistakes
* Learn from mistakes

When you're accountable to yourself, you're saying: | care about how | act.

It's important to me. | owe it to myself to be the best | can be.

What we think of as "the best we can be" is different for each of us. It

changes, depending on what our values are.
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Being accountable to our values

Take a look at this list of values.

Caring for others + Spending time with people

. ; who are close to me
+ Being open-minded

. Doing the best job | can do + Protecting the environment

Respecting others’ beliefs Making the world a better
place
+ Taking care of my health
+ Doing meaningful work
+ Being honest
Being creative
Learning new things
+ Being a good team player
*  Making enough money to

support me and my family + Making time to have fun

Being spiritual

Pick a value that's important to you and write it below.

In the box below, write what it means to be accountable to that value at

home, at work, and in the community.

In the box below, write what it would look like to be unaccountable to that

value.

In the box below, write how being accountable or unaccountable to that

value would make you feel about yourself.
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?%}/)? Accountability is complicated
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If accountability were easy, we'd all be good at it. But we all struggle with

accountability sometimes.

Sometimes our values conflict with each other. Sometimes they conflict

with the values of other people in our lives. Being accountable in those

situations is complicated.

Meet Ryan

Ryan works at a grocery store. He stocks shelves in the evenings,
and he does a good job. Two of Ryan's values are working hard and
not wasting anything. He sees a lot of waste at the grocery store,

and it makes him upset.

Sometimes, Ryan notices cans that are dented. Or their packaging is
torn. He knows that his manager will tell him to throw the damaged
cans away, so he takes them home instead. They're still good food,

and not wasting is really important to him.

When his boss sees him putting damaged cans in his bag one day,
she gets very upset. She asks him why he's stealing. Ryan doesn't

know what to say.

Let's talk about it

How do you think Ryan would describe his accountability? What

would his boss say, or his coworkers?
What advice would you give Ryan for this conversation with his boss?

What do you think Ryan could have done to avoid this situation?
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ﬂ%%l Effects of accountability

When we're accountable, it affects a lot of things:

* Our relationships
+ Our reputation
* Our career

* Our well-being

When we're not accountable, it affects those same things, too. Just in

different ways.

Take a look at the situations below where someone is not being
accountable at work. How do you think each action helps the person's
relationships, reputation, career, and well-being? How does it hurt them?

Think about the short-term and long-term.

How actions help or hurt

Situation Helps Hurts

Raj's coworker has an idea that
makes their work go a lot faster.
When their boss congratulates
them on making such good time,
Raj takes the credit.

Lily sees a few of her coworkers
bullying the new employee. She
doesn't join in, but she doesn't
say anything about it either.

When Jon's boss gives him
feedback, he ignores it. Jon
thinks his work is just fine as is.

Zeke is always late for meetings.

When Mina's boss is out of the
office, she takes a longer lunch
and longer breaks.

upskillsforwork.ca 8
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Q:Q Accountability and others

So you want to be accountable at work. That's what your boss and your
coworkers want, too. But being accountable is more than just wanting. You

have to act. And that means putting yourself out there.

Remember the definition of accountability:

A( Accountability is owning your actions, both the R
gg. good and the bad. It's caring about the quality
0 of your work, words and actions. It's also about
J & being willing to:
* Admit mistakes
* Take responsibility for mistakes
* Learn from mistakes
\— J

To be accountable to others, we need to know a few things. What kind of
quality of work do they need from us? What do they expect? And how do they

think we're doing?

Our boss and coworkers don't always tell us. So to get answers, we need to be

comfortable asking questions. And we need to listen to the answers we get.

2 Meet Manuel

Manuel works at a call centre for a large bank. He works hard to be

D

polite to his customers, and to help solve their issues patiently. Jane,

his coworker, sits beside him. She isn't as polite with her customers.
She rushes through calls and tries to get as many done as she can.
Their boss praises Jane for handling more calls than Manuel, but
doesn't seem to care about her rudeness. Manuel starts to wonder if

he's going about his job all wrong.

CY Let's talk about it
S A
) + What questions do you think Manuel could ask his boss to get feedback

on the expectations for his job?

* What do you think Manuel should do next?

upskillsforwork.ca 9
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Accountability and you

Sometimes, you're the only one who knows what actions you're taking. It
might seem like your poor accountability won't affect anyone but you. That
might make your actions easy to brush off. How your accountability affects

you is important. Accountability can really affect your well-being!

% Meet Maxime
Last month, Maxime's boss asked her to take on a special project,

but she's been ignoring it. Whenever he comes by, she pretends
to be working on it. When he asks her about it, she says it's going
well. She figured she could get it done before he asks to see it

at the end of the month, but now she's not so sure. Maxime is

getting more and more anxious about it.

CY  Let's talk about it
R A

O

+ How do you think Maxime's poor accountability is affecting her well-
being? Take a look at the areas below. How could she be affected in
the short-term? What about the long-term?

Maxine's accountability

Areas of well-being | Short-term impact Long-term impact

Mental Stress about being Stress whenever she's
called out by the boss given a special project

Physical Hard time sleeping Too tired to do the things

he/she cares about

Financial

Relationships

Career

upskillsforwork.ca 10
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Strategies for setbacks

We all have setbacks sometimes with our accountability. We get tempted

to do something we know is wrong. We don't want to admit that we made

a mistake. We don't think we have something important to learn from our

mistakes. Or, we think whatever we might learn is not as important as

telling ourselves and everyone else that we did the right thing.

M
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A setback is a problem that slows down your

progress toward a goal.

Meet Yves

Yves is a personal support worker at his local hospital. His job is
rewarding, but can also be tiring and stressful. There's a lot to do,
and it feels like everything's important. On the busiest days, Yves
sometimes takes shortcuts to help get his work done. He might rush
one client to the washroom instead of taking his time. He might
check on a patient once a shift, instead of every hour. He might
skim a nurse's notes instead of reading them all the way through.
He knows he's not doing what his boss, coworkers and patients
expect from him, but what can he do? It's not his fault the hospital

has too much work and not enough staff.

OCD% Let's talk about it

What do you think of Yves' reasons for taking shortcuts? Are they

good reasons?

Are they worth not being accountable to the people who depend on

Yves?

What advice would you give to Yves?

11
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&%) Think positively

So you've had setbacks with accountability in the past. Or you were
accountable and it meant admitting a mistake you made to someone
you care about. Both of these situations can be hard. We want to feel
good about ourselves. Thinking about what we've done wrong can make

feeling good about ourselves difficult.

If you find yourself feeling down, remember to focus on the good you've
done. Think about your values. And try repeating these positive sayings

to yourself;

I own my actions.
| care about what | say and do.
| take responsibility for my mistakes.

I learn from my mistakes.

is important to me, and I'm good at it.

I'm important to

OCD% Let's talk about it
)
What other sayings do you think could be helpful?

+ Name something else that would help to make you feel better about
yourself.

upskillsforwork.ca 12
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Strategies for being accountable at work

So you want to be more accountable at work. What can help?

Try these strategies:

1.

Do your best. Remember, being accountable is something we work at
every day. Think about who you want to be, and what you care about.
Think about what your boss and coworkers expect from you. Try to act
with those things in mind.

Ask questions. If you're not sure what your boss or coworkers expect
from you, ask! What they tell you can help you guide your actions

to be more accountable. Asking shows them you care about being
accountable, too.

. Listen to others. Whether it's expectations about your work, or

feedback on how you're doing, pay attention to what other people are
telling you. Think about what makes sense to you, and what you can
act on. If you need more information, or don't understand, ask!

. Admit your mistakes. Remember that everyone makes mistakes, and

that they're always an accident—that's what makes them mistakes!
Practice admitting small mistakes, to yourself and then to others.

. Change your behaviour. So you've learned something from feedback

from your boss or coworkers, or from a mistake you made. Now what?
Think about how you can take that learning and be more accountable
in the future. Make a list of what you're going to do.

. Think positively. Remember your list of positive sayings. Write them

down, say them aloud, or think them to yourself. Add to the list when
you think of new sayings that help you focus on the good.

13
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2aastAM .
b/ Congratulations!

You've completed the UP Skills for Work Accountability workbook. You've

taken a step in building skills for learning, work, and life.

What did you learn about your accountability skills? What would you like to

improve?

For the last activity, we hope you will make a pledge to continue building

your accountability skills.

[ A pledge is a serious promise to yourself or to others. ]

The pledge can be personal, or you can share it with others.
My pledge

| pledge to work on my accountability skills by:

Sometimes a pledge needs an action plan: a list of steps you'll take to

make your pledge happen.

My action plan

What do | need to do first?

Who will support me?

How will | overcome setbacks and obstacles?

upskillsforwork.ca 14
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