
Often we are full of great ideas but when it comes

to execution our motivation wanes and we fall short

on seeing them through. Setting up a system of

self-accountability can help us bring our goals to

completion. This issue of The Toolkit will guide you

through tips on how to make accountability a

personal endeavor. We are hoping that you will find

your own way to leverage the tools below and

adjust them to fit your needs and style of work. We

want you to remember that the personal

accountability system is not supposed to weigh

down on you. Quite the opposite, it should lift you

up and bring you closer to actualizing your

vision.

Establishing Accountability
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" I  A M  A P P L Y I N G  T O  M E D I C A L
S C H O O L  N E X T  Y E A R ,  S O  I

H A V E  A  N O T E  O N  M Y  M I R R O R
T H A T  S A Y S  ' F U T U R E  D R .

C A P U T O ' .  S E E I N G  T H I S  E V E R Y
M O R N I N G  R E M I N D S  M E  W H Y
T H E  S M A L L E R  T A S K S  I  N E E D
T O  C O M P L E T E  M A T T E R  A N D

H O W  T H E Y  D I R E C T L Y  R E L A T E
T O  M Y  P U R P O S E .  T H I S  M A K E S

M E  M O R E  L I K E L Y  T O
C O M P L E T E  A  B I O L O G Y

C H A P T E R  I  P U T  O N  M Y  T O - D O
L I S T  T H A T  D A Y . "

 -  B I O M E D I C A L  E N G I N E E R I N G
M A J O R

T H E  T O O L K I T
A col lect ion of resources designed to provide pract ical  tools for women and

non-binary undergraduate students.  



Tips & Tools
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Be clear about your goals and make them visible.
When setting up a system of self-accountability, you
need to be clear on what you are holding yourself
accountable for. Check out the Setting SMART goals
issue of The Toolkit for tips on how to set
measurable, specific, and time-bound goals. Once
you have those, create visual reminders to
remember why the tasks at hand are important.
This can, for example, take the form of creating a
vision board that reminds you of the big picture
and the larger purpose behind the smaller steps. 
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A note from one of the authors
I have always struggled with keeping myself on track to accomplish my personal goals and I

often feel guilty when I do not finish my to-do lists. I have tried many techniques to develop

this skill (with many failures), and once I found the ones that worked best for me and my

lifestyle, I stuck with them and I eventually saw results. I found the most success when I was

kind to myself and surround by supportive people. - Julia Caputo

Be patient with yourself. We fail all the time and

that's okay! Don't be hard on yourself in case you

don't accomplish everything that you set out for

yourself. Instead, take it as a learning opportunity.

Did you set too many goals? What can you do

differently next time? Was there something lacking

that could have helped you stay on track? If you

start feeling like you have failed, remind yourself of

all the things that you have already accomplished.

Be patient and kind to yourself. We are all learning. 
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Reward yourself. Rewarding yourself for getting the

job done can be more effective that doling out

penalties (and much more enjoyable!). Treats can

range from taking an evening off, to indulging in

your favorite food but there really are no limits.

You know best what works for you. However, make

sure to reward yourself only after you have

completed the task at hand. If you are worried

about your discipline, ask a friend to help you by

being a "referee".
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Ask for help. Holding yourself accountable does not

imply that you have to do it by yourself! Yes, it's

true that ultimately only you are responsible for

your actions and choices but we all have times

when we need some help. Your close ones can boost

your morale and help you keep going when you feel

like giving up. If there are people in your circle who

share the same goal, you can become accountability

partners and work towards it together. 
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Apps that help with Self-accountability

Toggl- This app allows you to track the tasks you completed on a given day and how

much time was spent on them. This way, you can easily check if you spend too much

time on tasks that should not be time consuming.

StickK- You can bet a small amount of money that you will complete your goal. Record

the tasks necessary to reach your goal, and a “referee” ( a friend, roommate or family

member) will verify whether or not you actually completed the task. If your referee sees

that you did not complete it by your self-imposed deadline, you will lose the money and

it will be donated to charity or sent to a friend you are betting against.

Trello- This app connects you with teammates so you can hold one another accountable

for the assignments. The team leader can view everyone’s progress and assign tasks.

Todoist- This customizable to-do list can help you write down your

daily/weekly/monthly tasks.

Moodnotes- This app encourages you to take time to reflect on your day.

https://toggl.com/
https://www.stickk.com/
https://trello.com/en-US
https://todoist.com/
https://www.ustwo.com/work/moodnotes

