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Executive Function is a 
set of  learned skills that 
help us:

● Keep information in 
mind

● Think flexibly
● Control impulses 



Subject content is the
 what we are learning.

Executive Function is the 
how we learn.



Executive Function Skills

● Organization & Goal Setting
● Meta-Cognition
● Focus & Attention
● Task Initiation
● Time Management
● Perseverance 
● Self-Regulation
● Cognitive Flexibility
● Test Taking Skills



Organization:  Routine

Routine:  Stick to a school day 
routine!!! 

Breaks:  Schedule physically 
active breaks!!

Transitions:  Prepare for what’s 
next!!! (plan ahead)



Organization at 
School

● Use one folder for 
work in progress

● Use one folder for 
completed work



Organize Computer Files

● Create Files for Classes in Google Drive
● Color Code Files



Organization Tools
● Calendar:  USE IT!

○ due dates
○ appointments
○ Google Calendar

■ https://www.youtube.com/watc
h?v=TWL1DuUerT4&feature=e
mb_logo

■ Set alerts on phone
● Sticky-Notes--Write an assignment on a 

sticky-note and stick it to the wall.  
Throw out the sticky-note when 
complete.

https://www.youtube.com/watch?v=TWL1DuUerT4&feature=emb_logo
https://www.youtube.com/watch?v=TWL1DuUerT4&feature=emb_logo
https://www.youtube.com/watch?v=TWL1DuUerT4&feature=emb_logo


Setting Goals

Goal Setting is important for 
making the most of our 

time.

You are 42% more likely to 
achieve a goal that you write 

down!



Long-Term Goals are goals 
you want to achieve over 

time. (earn an A in math at 
the end of the trimester)

Short-Term Goals are 
smaller tasks that make 

achieving the long term goal 
possible!! (practice math 

problems 20 minutes every 
day)



Next to your written 
long-term goal, write how 

you think you will feel when 
you achieve it.

(I will feel proud and happy 
when I earn an A in math at 
the end of Tri 1)



Attention and focus are like 
muscles--they get stronger 

with practice!!



Metacognition
(thinking about thinking)

● Rate the difficulty of the task 
1-10.

● How can you make the task a 2 
or 3 in difficulty?

● Predict how long you can focus 
on the task.

● Which tools will help?



meta-ABC’s

Notice when you lose focus.

● Antecedent:  What happened 
right before?

● Behavior:  What are you 
focused on?

● Consequence:  What is the 
result of lost focus?



Self-Coaching

● Catch yourself focusing!! 
● Ask a parent/teacher to 

catch you focusing.
● How does focus feel in 

your body?
● What tools are you using?



Level Up!

● Practice Mindful Attention
○ Find a quiet place to sit.
○ Set a timer for 5 min.
○ Use all 5 senses to focus on an 

object and notice all of its 
details.

○ When your attention wanders, 
gently refocus on the object.

● Practice everyday for a week then 
increase the length of time.



Know Thyself--Know 
Why You Procrastinate.

● Am I distracted?
● Is the task boring?
● Is the task difficult?
● Am I afraid to fail?
● Am I anxious/fearful of 

judgement?
● Is it something else?



Break Assignments Into Steps

● Assignments are often multistep.
● Practice identifying the different 

steps in an assignment.
● Make a numbered list of the parts 

of the assignment.
● Complete one part at a time.



Assignment
Directions:
Read the lines of poetry.  Explain which figurative language is being used:  simile, 
metaphor, or personification.  It is possible more than one technique is being used. In 
the space provided, explain, in your own words, the meaning of the lines and how the 
figurative language is used.  

Break this assignment into steps!!  It is so long!!

1. Read all of the directions.  
2. Highlight the action words.  This is what you are going to do!
3. Define terms (simile, metaphor, personification)--you can’t do 

this assignment if you don’t know what you are looking for!
-Strategies continue-



Make a list of tasks and 
estimate how much time they 

will take.

1. Define terms. (5 min.)
2. Read the lines of poetry. (5 min.)
3. Decide which figurative language is 

used. 
(5 min.)

4. Write a description of how the 
figurative language is used in the 
poem and what it means to the poem. 
(20 min.)



 Questions to Ask 
Yourself

What am I doing?
(numbered list of tasks)

What do I need?
(paper, computer, definitions, poem)

How can I start?
(Break it down)

What do I do if I get stuck?
(email teacher, phone a friend)

What strategies can I use to 
overcome obstacles?



Reward Effort!

Remember to reward 
yourself with something 
you enjoy when you 
finish!!



Time Management

● Make Time Visible
● Use an analog clock 
● Make a schedule for the day
● Keep a family schedule in a 

visible location
● Use timers

○ Pomodoro Technique 
25 minutes--work
5 minutes--break



To Do Lists

● Make a list of assignments 
and order them by 
importance

● Estimate how long each 
task will take

● Stick to time allotments
● Avoid over scheduling
● Make checklists



Before you turn it in--check for…

● Name, date, class period
● Assignment title
● Spelling
● Punctuation
● Grammer
● Assignment requirements
● Use the rubric provided by 

your teacher as a checklist



Student Created Checklists

● Student should identify their 
concerns

● Student can create their own 
checklist based on their needs



Time Management Strategy

● Make a 20 minute playlist of 
songs that are not too 
distracting.

● Use the same playlist for every 
work session.

● You will be able to pace 
yourself automatically to the 
music.



Self-Reflection

● Ask your student to reflect 
upon the strategies they 
have used.

● Which strategies worked 
well?

● Which strategies did not 
work well?

● How could they modify the 
strategies to work better?



Check out these focus 
promoting resources!

● Movement Breaks
https://www.yourtherapysource.com/blog1/2017/10/0
1/bilateral-coordination-skills/#:~:text=Bilateral%20c
oordination%20is%20the%20ability,time%20or%20
with

● Focusing Tools
Graphic Organizers

● Cornell Notes
https://www.youtube.com/watch?v=lsR-10piMp4

https://www.yourtherapysource.com/blog1/2017/10/01/bilateral-coordination-skills/#:~:text=Bilateral%20coordination%20is%20the%20ability,time%20or%20with
https://www.yourtherapysource.com/blog1/2017/10/01/bilateral-coordination-skills/#:~:text=Bilateral%20coordination%20is%20the%20ability,time%20or%20with
https://www.yourtherapysource.com/blog1/2017/10/01/bilateral-coordination-skills/#:~:text=Bilateral%20coordination%20is%20the%20ability,time%20or%20with
https://www.yourtherapysource.com/blog1/2017/10/01/bilateral-coordination-skills/#:~:text=Bilateral%20coordination%20is%20the%20ability,time%20or%20with
https://www.scholastic.com/content/dam/teachers/lesson-plans/migrated-files-in-body/graphic_organizers.pdf
https://www.youtube.com/watch?v=lsR-10piMp4
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