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Teacher/Parent Guide
Executive Functioning Skills

L e a r n i n g  O b j e c t i v e s

B y  t h e  e n d  of  t h e s e  l e s s o n s,  s t u d e n t s  w i l l  b e  a b l e  to :

1 . Re c o g n i ze  h ow  e xe c u t i ve  f u n c t i o n i n g  s k i l l s — s u c h  a s  o r ga n i z a t i o n ,  t i m e  m a n a g e m e n t,  fo c u s,
m o t i va t i o n ,  a n d  l o n g - te r m  p l a n n i n g — d i r e c t l y  i m p a c t  t h e i r  a c a d e m i c  p e r fo r m a n c e,  p e r s o n a l
r e s p o n s i b i l i t i e s,  e m p l oy m e n t,  a n d  ove r a l l  i n d e p e n d e n c e  i n  h i g h  s c h o o l  a n d  b e yo n d .

2 . D e s i g n  a n d  m a i n t a i n  p e r s o n a l i ze d  o r ga n i z a t i o n  s y s te m s  fo r  p hy s i c a l  m a te r i a l s,  d i g i t a l  f i l e s,
a c a d e m i c  t a s k s,  s c h e d u l e s,  a n d  d a i l y  r o u t i n e s  s o  t h e y  c a n  m a n a g e  i n c r e a s i n g  wo r k l o a d  d e m a n d s
w i t h  l e s s  s t r e s s  a n d  g r e a te r  e f f i c i e n c y.

3 . Ap p l y  a  r a n g e  of  t i m e - m a n a g e m e n t  s t r a te g i e s,  i n c l u d i n g  p r i o r i t i z i n g  t a s k s,  e s t i m a t i n g  a n d
c o m p a r i n g  t i m e,  b a c k wa r d  p l a n n i n g  fo r  l o n g - te r m  a s s i g n m e n t s,  a n d  b a l a n c i n g  s c h o o l ,  wo r k ,
e x t r a c u r r i c u l a r s,  a n d  p e r s o n a l  c o m m i t m e n t s.

4 . U s e  p r a c t i c a l  s t r a te g i e s  to  m a n a g e  a t te n t i o n ,  r e d u c e  c o g n i t i ve  l o a d ,  a n d  s u s t a i n  d e e p  fo c u s,  e ve n
w h e n  c h a l l e n g e d  by  s t r e s s,  d i g i t a l  d i s t r a c t i o n s,  o r  c o m p e t i n g  r e s p o n s i b i l i t i e s.

5 . I n i t i a te  t a s k s  m o r e  e f fe c t i ve l y  by  u s i n g  m o m e n t u m - b u i l d i n g  te c h n i q u e s,  ove r c o m i n g
p r o c r a s t i n a t i o n ,  a n d  e m p l oy i n g  m o t i va t i o n  s t r a te g i e s  t h a t  h e l p  t h e m  fo l l ow  t h r o u g h  o n  a c a d e m i c
a n d  p e r s o n a l  r e s p o n s i b i l i t i e s.

6 . I m p l e m e n t  e v i d e n c e - b a s e d  a c a d e m i c  s t r a te g i e s — i n c l u d i n g  a c t i ve  r e c a l l ,  s p a c e d  p r a c t i c e,
s t r u c t u r e d  n o te - t a k i n g ,  a n d  d e l i b e r a te  s t u d y  r o u t i n e s — to  l e a r n  m o r e  e f fe c t i ve l y  a n d  p r e p a r e  fo r
a s s e s s m e n t s  w i t h  c o n f i d e n c e.

7 . Se t  m e a n i n g f u l  a c a d e m i c,  p e r s o n a l ,  a n d  f u t u r e - fo c u s e d  g o a l s,  b r e a k  t h e m  i n to  a c t i o n a b l e  s te p s,
m o n i to r  t h e i r  p r o g r e s s,  a n d  a d j u s t  s t r a te g i e s  w h e n  p l a n s  s h i f t  o r  o b s t a c l e s  a r i s e.

8 . M a ke  i n fo r m e d  f i n a n c i a l  d e c i s i o n s  by  d i s t i n g u i s h i n g  n e e d s  f r o m  wa n t s,  p l a n n i n g  a n d  t r a c k i n g
b u d g e t s,  u n d e r s t a n d i n g  i n c o m e  a n d  e x p e n s e s,  a n d  a p p l y i n g  fo u n d a t i o n a l  m o n e y- m a n a g e m e n t
s k i l l s  r e l e va n t  to  r e a l - l i fe  i n d e p e n d e n c e.
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L e a r n i n g  R a t i o n a l e

I n  h i g h  s c h o o l ,  s t u d e n t s  j u g g l e  i n c r e a s i n g  a c a d e m i c  e x p e c t a t i o n s,  e x t r a c u r r i c u l a r  c o m m i t m e n t s,  p a r t-
t i m e  j o b s,  s o c i a l  r e l a t i o n s h i p s,  a n d  a  g r ow i n g  n e e d  fo r  i n d e p e n d e n c e.  T h e y  a r e  r e q u i r e d  to  m a n a g e
l o n g - te r m  a s s i g n m e n t s,  p r e p a r e  fo r  e xa m s,  c o m m u n i c a te  w i t h  te a c h e r s,  b a l a n c e  m u l t i p l e  p r i o r i t i e s,  a n d
m a ke  r e a l - l i fe  d e c i s i o n s  t h a t  a f fe c t  t h e i r  a c a d e m i c  a n d  p e r s o n a l  s u c c e s s.  T h e s e  r e s p o n s i b i l i t i e s  d e m a n d
s t r o n g  e xe c u t i ve  f u n c t i o n i n g  s k i l l s.

W h e n  h i g h  s c h o o l  s t u d e n t s  l e a r n  p r a c t i c a l  s t r a te g i e s  fo r  o r ga n i z i n g  t h e i r  m a te r i a l s,  m a n a g i n g  t h e i r
s c h e d u l e s,  s u s t a i n i n g  fo c u s,  a n d  m o t i va t i n g  t h e m s e l ve s,  t h e y  b u i l d  t h e  fo u n d a t i o n  n e e d e d  fo r  s u c c e s s
n o t  o n l y  i n  h i g h  s c h o o l — b u t  i n  c o l l e g e,  t h e  wo r k p l a c e,  a n d  a d u l t  l i fe.  S t r e n g t h e n i n g  e xe c u t i ve
f u n c t i o n i n g  h e l p s  s t u d e n t s  b r e a k  d ow n  c o m p l e x  t a s k s,  p l a n  a h e a d ,  m a n a g e  c o g n i t i ve  l o a d ,  a n d  fo l l ow
t h r o u g h  w i t h  c o n s i s te n c y.  T h e s e  s k i l l s  r e d u c e  s t r e s s,  i n c r e a s e  s e l f - c o n f i d e n c e,  a n d  e m p owe r  s t u d e n t s  to
t a ke  ow n e r s h i p  of  t h e i r  l e a r n i n g ,  r e s p o n s i b i l i t i e s,  a n d  f u t u r e  g o a l s.

B u i l d i n g  e xe c u t i ve  f u n c t i o n i n g  s k i l l s  h e l p s :

I m p r ove  m o t i va t i o n :
S t u d e n t s  l e a r n  s t r a te g i e s  fo r
ove r c o m i n g  p r o c r a s t i n a t i o n ,

b u i l d i n g  m o m e n t u m ,  a n d
s t i c k i n g  w i t h  t a s k s.

E n h a n c e  g o a l - s e t t i n g  a n d
a d a p t a b i l i t y :

S t u d e n t s  s e t  m e a n i n g f u l  g o a l s,
c r e a te  a c t i o n  p l a n s,  m o n i to r

p r o g r e s s,  a n d  a d j u s t  t h e i r
s t r a te g i e s  w h e n  p l a n s  s h i f t.

B u i l d  p r a c t i c a l  f i n a n c i a l  awa r e n e s s :
S t u d e n t s  c o n n e c t  e xe c u t i ve

f u n c t i o n i n g  s k i l l s  to  r e a l - l i fe
r e s p o n s i b i l i t i e s,  l e a r n i n g  h ow  to

m a ke  t h o u g h t f u l  f i n a n c i a l
d e c i s i o n s.
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Pr o m o te  i n d e p e n d e n c e  a n d
p e r s o n a l  a c c o u n t a b i l i t y :

S t u d e n t s  l e a r n  to  m a n a g e
t h e i r  m a te r i a l s,  d e a d l i n e s,

a n d  r o u t i n e s.

S t r e n g t h e n  t i m e  m a n a g e m e n t
a n d  p r i o r i t i z a t i o n :

S t u d e n t s  p r a c t i c e  o r ga n i z i n g
t h e i r  s c h e d u l e s,  e s t i m a t i n g

t i m e  a c c u r a te l y,  a n d  p l a n n i n g
b a c k wa r d  fo r  l o n g - te r m

r e s p o n s i b i l i t i e s.

S u p p o r t  s u s t a i n e d  fo c u s  a n d
r e d u c e  c o g n i t i ve  ove r l o a d :

S t u d e n t s  l e a r n  h ow  a t te n t i o n
wo r k s,  h ow  s t r e s s  i m p a c t s  t h e i r
m e n t a l  b a n d w i d t h ,  a n d  h ow  to

m a n a g e  d i s t r a c t i o n s.
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I n t r o d u c t i o n  f o r  t h e  Te a c h e r / Pa r e n t

H i g h  s c h o o l  b r i n g s  a  r a p i d  i n c r e a s e  i n  r e s p o n s i b i l i t i e s — m u l t i p l e  c l a s s e s  w i t h  l o n g - te r m  a s s i g n m e n t s,
e x t r a c u r r i c u l a r  s c h e d u l e s,  p a r t- t i m e  wo r k ,  d i g i t a l  c o m m u n i c a t i o n ,  a n d  g r ow i n g  e x p e c t a t i o n s  fo r
i n d e p e n d e n c e.  M a ny  s t u d e n t s  a r e  s t i l l  d e ve l o p i n g  t h e  e xe c u t i ve  f u n c t i o n i n g  s k i l l s  n e e d e d  to  m a n a g e
t h e s e  d e m a n d s  e f fe c t i ve l y.  T h i s  p a c k  i s  d e s i g n e d  to  p r ov i d e  c l e a r,  p r a c t i c a l  g u i d a n c e  t h a t  h e l p s  s t u d e n t s
b u i l d  t h e  h a b i t s  a n d  s t r a te g i e s  t h a t  s u p p o r t  s u c c e s s  i n  h i g h  s c h o o l  a n d  b e yo n d .

E xe c u t i ve  f u n c t i o n i n g  s k i l l s  a r e  n o t  p e r s o n a l i t y  t r a i t s  o r  n a t u r a l  t a l e n t s ;  t h e y  a r e  l e a r n e d  a b i l i t i e s  t h a t
s t r e n g t h e n  w i t h  p r a c t i c e.  T h e s e  l e s s o n s  h e l p  s t u d e n t s  u n d e r s t a n d  h ow  s k i l l s  l i ke  p l a n n i n g ,  fo c u s i n g ,
o r ga n i z i n g ,  a n d  t a s k  i n i t i a t i o n  wo r k  i n  r e a l - l i fe  s i t u a t i o n s.  T h e  i n s t r u c t i o n  e n c o u r a g e s  s t u d e n t s  to
e x p e r i m e n t  w i t h  d i f fe r e n t  s t r a te g i e s  s o  t h e y  c a n  d i s c ove r  w h a t  wo r k s  b e s t  fo r  t h e i r  l e a r n i n g  s t y l e,  d a i l y
r o u t i n e s,  a n d  i n d i v i d u a l  r e s p o n s i b i l i t i e s.

T h i s  p a c k  i s  d e s i g n e d  to  s u p p o r t  h i g h  s c h o o l  s t u d e n t s  a s  t h e y  l e a r n  to :
M a n a g e  i n c r e a s i n g  a c a d e m i c  a n d  p e r s o n a l  r e s p o n s i b i l i t i e s
Nav i ga te  d i s t r a c t i o n s  a n d  r e d u c e  c o g n i t i ve  ove r l o a d
B u i l d  r o u t i n e s  a n d  s y s te m s  t h a t  s u p p o r t  i n d e p e n d e n c e
S t u d y  e f fe c t i ve l y  u s i n g  p r ove n ,  r e s e a r c h - b a c ke d  s t r a te g i e s
Pr e p a r e  fo r  t h e  t r a n s i t i o n  to  c o l l e g e,  c a r e e r  t r a i n i n g ,  o r  t h e  wo r k fo r c e
M a ke  t h o u g h t f u l ,  p r a c t i c a l  f i n a n c i a l  d e c i s i o n s

Ea c h  l e s s o n  i n c l u d e s  a  s h o r t  g u i d e d  r e a d i n g  s e c t i o n  p a i r e d  w i t h  a c t i v i t i e s  t h a t  a l l ow  s t u d e n t s  to  a p p l y
s k i l l s  i m m e d i a te l y.  I n s te a d  of  of fe r i n g  o n e - s i ze - f i t s - a l l  s y s te m s,  t h e  l e s s o n s  i nv i te  s t u d e n t s  to
p e r s o n a l i ze  s t r a te g i e s,  a d j u s t  a s  n e e d e d ,  a n d  r e f l e c t  o n  w h a t  h e l p s  t h e m  s t ay  o r ga n i ze d ,  fo c u s e d ,  a n d
m o t i va te d .

T h e  a c t i v i t i e s  i n  t h i s  p a c k  h e l p  s t u d e n t s  b u i l d :
Co n f i d e n c e,  by  l e a r n i n g  s t r a te g i e s  t h e y  c a n  r e l y  o n  d u r i n g  s t r e s s f u l  o r  d e m a n d i n g  t i m e s
I n d e p e n d e n c e,  a s  t h e y  d e ve l o p  s y s te m s  to  m a n a g e  t h e i r  ow n  s c h e d u l e s,  d e a d l i n e s,  a n d  m a te r i a l s
Awa r e n e s s,  by  u n d e r s t a n d i n g  h ow  f a c to r s  l i ke  s t r e s s,  d i g i t a l  h a b i t s,  a n d  c o g n i t i ve  l o a d  a f fe c t  t h e i r
p e r fo r m a n c e
Ad a p t a b i l i t y,  a s  t h e y  l e a r n  to  a d j u s t  t h e i r  p l a n s,  g o a l s,  a n d  r o u t i n e s  w h e n  c h a l l e n g e s  a r i s e

H i g h  s c h o o l  i s  a  t i m e  of  r a p i d  g r ow t h — n o t  o n l y  a c a d e m i c a l l y,  b u t  s o c i a l l y  a n d  e m o t i o n a l l y.  T h e s e
l e s s o n s  p r ov i d e  s t u d e n t s  w i t h  to o l s  t h e y  c a n  u s e  r i g h t  n ow,  w h i l e  a l s o  p r e p a r i n g  t h e m  fo r  t h e  i n c r e a s e d
i n d e p e n d e n c e  of  c o l l e g e,  vo c a t i o n a l  p r o g r a m s,  a n d  a d u l t  l i fe.  T h e  g o a l  i s  a b o u t  e m p owe r m e n t.  B y
p r a c t i c i n g  t h e s e  e xe c u t i ve  f u n c t i o n i n g  s k i l l s,  s t u d e n t s  b u i l d  t h e  fo u n d a t i o n  t h e y  n e e d  to  n av i ga te
c h a l l e n g e s  w i t h  r e s i l i e n c e,  r e s p o n s i b i l i t y,  a n d  a  g r e a te r  s e n s e  of  c o n t r o l .
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P r e - A s s e s s m e n t  –  A  b r i e f  c h e c k - i n  t h a t  h e l p s  s t u d e n t s  r e f l e c t  o n  h o w  t h e y  c u r r e n t l y  m a n a g e
o r g a n i z a t i o n ,  r o u t i n e s ,  a t t e n t i o n ,  m o t i v a t i o n ,  t i m e  m a n a g e m e n t ,  s t u d y i n g ,  g o a l - s e t t i n g ,  a n d  f i n a n c i a l
d e c i s i o n s  i n  s c h o o l ,  w o r k ,  a n d  h o m e  s e t t i n g s .

L e s s o n  1 :  S y s t e m s  &  R o u t i n e s  –  E x p l o r i n g  h o w  p e r s o n a l i z e d  s y s t e m s  f o r  o r g a n i z i n g  m a t e r i a l s ,  d i g i t a l
s p a c e s ,  s c h e d u l e s ,  a n d  d a i l y  r o u t i n e s  s u p p o r t  i n d e p e n d e n c e ,  r e d u c e  s t r e s s ,  a n d  h e l p  s t u d e n t s  m a n a g e
t h e  i n c r e a s i n g  d e m a n d s  o f  h i g h  s c h o o l  l i f e .

L e s s o n  2 :  T i m e  M a n a g e m e n t  –  P r a c t i c i n g  h o w  t o  p l a n  a h e a d ,  e s t i m a t e  h o w  l o n g  t a s k s  w i l l  t a k e ,  b a l a n c e
m u l t i p l e  r e s p o n s i b i l i t i e s ,  p r i o r i t i z e  e f f e c t i v e l y ,  a n d  c r e a t e  s t r u c t u r e d  s c h e d u l e s  t h a t  h e l p  s t u d e n t s  s t a y
o n  t r a c k  a c a d e m i c a l l y  a n d  p e r s o n a l l y .

L e s s o n  3 :  F o c u s  &  C o g n i t i v e  L o a d  –  L e a r n i n g  h o w  a t t e n t i o n  w o r k s ,  h o w  s t r e s s  a n d  m e n t a l  o v e r l o a d
i m p a c t  p e r f o r m a n c e ,  a n d  h o w  t o  m a n a g e  b o t h  e x t e r n a l  a n d  i n t e r n a l  d i s t r a c t i o n s .  S t u d e n t s  d e v e l o p
s t r a t e g i e s  t o  m a i n t a i n  f o c u s  a n d  c r e a t e  a n  e n v i r o n m e n t  t h a t  s u p p o r t s  d e e p  w o r k .

L e s s o n  4 :  M o t i v a t i o n  &  M o m e n t u m  –  U n d e r s t a n d i n g  w h a t  d r i v e s  m o t i v a t i o n ,  w h y  p r o c r a s t i n a t i o n
h a p p e n s ,  a n d  h o w  m o m e n t u m  b u i l d s  p r o g r e s s .  S t u d e n t s  l e a r n  p r a c t i c a l  t o o l s — l i k e  m i c r o - s t a r t s  a n d
a c t i v a t i o n  s t r a t e g i e s — t o  h e l p  t h e m  b e g i n  t a s k s  m o r e  e a s i l y  a n d  f o l l o w  t h r o u g h .

L e s s o n  5 :  S t u d y  S k i l l s  –  D i s c o v e r i n g  r e s e a r c h - b a c k e d  s t u d y  t e c h n i q u e s  s u c h  a s  r e t r i e v a l  p r a c t i c e ,  s p a c e d
r e p e t i t i o n ,  s t r u c t u r e d  n o t e - t a k i n g ,  a n d  t a s k  c h u n k i n g  t h a t  h e l p  s t u d e n t s  l e a r n  m o r e  e f f e c t i v e l y  a n d
p r e p a r e  f o r  a s s e s s m e n t s  w i t h  c o n f i d e n c e .

L e s s o n  6 :  G o a l - S e t t i n g  –  L e a r n i n g  h o w  t o  s e t  m e a n i n g f u l  a c a d e m i c ,  p e r s o n a l ,  a n d  f u t u r e - f o c u s e d  g o a l s ;
b r e a k  t h e m  i n t o  a c t i o n a b l e  s t e p s ;  m o n i t o r  p r o g r e s s ;  a n d  a d j u s t  t h e i r  a p p r o a c h  w h e n  o b s t a c l e s  o r
c h a n g e s  a r i s e .

L e s s o n  7 :  F i n a n c i a l  L i t e r a c y  –  U n d e r s t a n d i n g  i n c o m e ,  s a v i n g ,  n e e d s  v s .  w a n t s ,  b u d g e t i n g ,  a n d  m a k i n g
t h o u g h t f u l  s p e n d i n g  d e c i s i o n s .  S t u d e n t s  l e a r n  p r a c t i c a l  f i n a n c i a l  h a b i t s  t h a t  s u p p o r t  i n d e p e n d e n c e  a n d
r e a l - w o r l d  r e a d i n e s s .

P o s t - A s s e s s m e n t  –  R e f l e c t i n g  o n  g r o w t h  a c r o s s  a l l  s k i l l  a r e a s .  S t u d e n t s  e v a l u a t e  h o w  t h e i r  s y s t e m s ,
t i m e  m a n a g e m e n t ,  f o c u s ,  m o t i v a t i o n ,  s t u d y  h a b i t s ,  a n d  p l a n n i n g  s k i l l s  h a v e  d e v e l o p e d  t h r o u g h o u t  t h e
l e s s o n s .

R e s o u r c e s  –  A d d i t i o n a l  t o o l s  f o r  t e a c h e r s ,  p a r e n t s ,  a n d  s t u d e n t s .
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L e a r n i n g  O b j e c t i v e s

B y  t h e  e n d  of  t h e  p r e - a s s e s s m e n t  a c t i v i t y,  s t u d e n t s  w i l l :
1 . Re f l e c t  o n  t h e i r  c u r r e n t  e xe c u t i ve  f u n c t i o n i n g  h a b i t s,  i n c l u d i n g  h ow  t h e y  o r ga n i ze  m a te r i a l s,

m a n a g e  t i m e,  s u s t a i n  fo c u s,  s t a r t  t a s k s,  s t u d y  e f fe c t i ve l y,  s e t  g o a l s,  a n d  m a ke  f i n a n c i a l  d e c i s i o n s.
2 . Id e n t i f y  t h e i r  p e r s o n a l  s t r e n g t h s  a n d  a r e a s  of  g r ow t h  a c r o s s  d i f fe r e n t  e xe c u t i ve  f u n c t i o n i n g  s k i l l s

t h a t  i m p a c t  b o t h  s c h o o l  p e r fo r m a n c e  a n d  d a i l y  l i fe.
3 . I n c r e a s e  s e l f - awa r e n e s s  by  e xa m i n i n g  h ow  s t r e s s,  c o g n i t i ve  l o a d ,  d i g i t a l  h a b i t s,  a n d  c o m p e t i n g

r e s p o n s i b i l i t i e s  i n f l u e n c e  t h e i r  a b i l i t y  to  p l a n ,  fo c u s,  a n d  fo l l ow  t h r o u g h .
4 . Re c o g n i ze  p a t te r n s  i n  t h e i r  b e h av i o r,  s u c h  a s  te n d e n c i e s  towa r d  p r o c r a s t i n a t i o n ,  d i s o r ga n i z a t i o n ,

d i s t r a c t i o n ,  o r  i n c o n s i s te n t  r o u t i n e s.
5 . E s t a b l i s h  a  s t a r t i n g  p o i n t  t h a t  w i l l  h e l p  t h e m  t r a c k  g r ow t h  t h r o u g h o u t  t h e  l e s s o n s  a n d  s e e  h ow

i m p r ov i n g  E F  s k i l l s  s u p p o r t s  t h e i r  i n d e p e n d e n c e  a n d  c o n f i d e n c e.
6 . Se t  a n  i n i t i a l  i n te n t i o n  fo r  w h a t  t h e y  h o p e  to  i m p r ove,  n o t i c e,  o r  b e t te r  u n d e r s t a n d  a s  t h e y  m ove

t h r o u g h  t h e  E F  l e s s o n s.

L e a r n i n g  R a t i o n a l e

T h e  p r e - a s s e s s m e n t  g i ve s  s t u d e n t s  a n  o p p o r t u n i t y  to  p a u s e  a n d  r e f l e c t  b e fo r e  l e a r n i n g  n e w  s k i l l s.  T h e
p r e - a s s e s s m e n t  h e l p s  s t u d e n t s  b e c o m e  awa r e  of  t h e i r  c u r r e n t  h a b i t s,  c h a l l e n g e s,  a n d  s t r e n g t h s  s o  t h e y
c a n  a p p r o a c h  t h e  l e s s o n s  w i t h  c l a r i t y  a n d  p u r p o s e.

Fo r  te a c h e r s  a n d  p a r e n t s,  t h e  p r e - a s s e s s m e n t  p r ov i d e s  i n s i g h t  i n to  h ow  s t u d e n t s  v i e w  t h e i r  ow n
e xe c u t i ve  f u n c t i o n i n g  s k i l l s.  T h i s  i n fo r m a t i o n  c a n  g u i d e  i n s t r u c t i o n ,  h i g h l i g h t  a r e a s  w h e r e  s u p p o r t  m ay
b e  n e e d e d ,  a n d  s h ow  g r ow t h  w h e n  c o m p a r e d  w i t h  t h e  p o s t- a s s e s s m e n t.

Co m p l e t i n g  t h e  p r e - a s s e s s m e n t  h e l p s  s t u d e n t s :
D e ve l o p  s e l f - awa r e n e s s  a b o u t  h ow  t h e y  m a n a g e  o r ga n i z a t i o n ,  t i m e,  fo c u s,  a n d  o t h e r  e s s e n t i a l  s k i l l s.
Re c o g n i ze  t h e  i m p a c t  of  t h e i r  c u r r e n t  s t r a te g i e s — o r  l a c k  of  s t r a te g i e s — o n  s t r e s s,  a c a d e m i c
p e r fo r m a n c e,  a n d  d a i l y  r o u t i n e s.
Ac k n ow l e d g e  p e r s o n a l  c h a l l e n g e s  s u c h  a s  p r o c r a s t i n a t i o n ,  d i f f i c u l t y  fo c u s i n g ,  i n c o n s i s te n t  r o u t i n e s,
o r  t r o u b l e  ke e p i n g  u p  w i t h  d e a d l i n e s.
Id e n t i f y  s t r e n g t h s  t h e y  c a n  b u i l d  o n ,  s u c h  a s  s t r o n g  n o te - t a k i n g  h a b i t s,  c o n s i s te n t  r o u t i n e s,  o r
e f fe c t i ve  p l a n n i n g  s t r a te g i e s.
Pr e p a r e  fo r  i n te n t i o n a l  l e a r n i n g ,  e n te r i n g  t h e  l e s s o n s  w i t h  a  c l e a r e r  u n d e r s t a n d i n g  of  w h i c h
s t r a te g i e s  m ay  b e  m o s t  h e l pf u l  fo r  t h e i r  u n i q u e  n e e d s.

Lesson Plan: Pre-Assessment
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S t e p  1 :  I n t r o d u c e  t h e  A c t i v i t y
E x p l a i n :  “ T h i s  a c t i v i t y  h e l p s  u s  u n d e r s t a n d  h o w  y o u  c u r r e n t l y  m a n a g e  t h i n g s  l i k e
o r g a n i z a t i o n ,  t i m e ,  f o c u s ,  m o t i v a t i o n ,  s t u d y i n g ,  a n d  p l a n n i n g .  T h e r e  a r e  n o  r i g h t  o r  w r o n g
a n s w e r s  —  e v e r y o n e  h a s  d i f f e r e n t  h a b i t s  a n d  s t r a t e g i e s .  Y o u r  r e s p o n s e s  w i l l  h e l p  g u i d e  w h a t
w e  f o c u s  o n  i n  t h e  l e s s o n s . ”
 E n c o u r a g e  h o n e s t y  a n d  s e l f - r e f l e c t i o n  —  t h i s  i s  a b o u t  n o t i c i n g  p e r s o n a l  s t a r t i n g  p o i n t s ,  n o t
g r a d e s .

S t e p  2 :  C l a r i f y  t h e  F o r m a t
S t u d e n t s  r e a d  e a c h  s t a t e m e n t  a n d  m a r k  t h e i r  r e s p o n s e  i n  t h e  r a t i n g  c o l u m n .
I f  w o r k i n g  o n e - o n - o n e  o r  i n  a  s m a l l  g r o u p ,  y o u  m a y  a l s o  r e a d  t h e  s t a t e m e n t s  a l o u d .
R e m i n d  s t u d e n t s  t o  r e s p o n d  q u i c k l y  a n d  h o n e s t l y ,  w i t h o u t  o v e r t h i n k i n g .

S t e p  3 :  O p t i o n a l  D i s c u s s i o n
A f t e r  a  f e w  s e l e c t e d  s t a t e m e n t s ,  i n v i t e  q u i c k ,  l o w - p r e s s u r e  s h a r i n g .

“ W h i c h  t a s k s  a r e  h a r d e s t  f o r  y o u  t o  s t a r t  —  a n d  w h y  d o  y o u  t h i n k  t h a t  i s ? ”
“ W h a t  h e l p s  y o u  s t a y  f o c u s e d  w h e n  t h e r e  a r e  l o t s  o f  d i s t r a c t i o n s ? ”
“ H o w  d o  y o u  k e e p  t r a c k  o f  d e a d l i n e s  o r  i m p o r t a n t  t a s k s  r i g h t  n o w ? ”

K e e p  i t  l i g h t  —  d o n ’ t  c o r r e c t  o r  e x p l a i n .  T h e  g o a l  i s  t o  l i s t e n  a n d  o b s e r v e .

S t e p  4 :  R e c o r d  I n s i g h t s
T e a c h e r s / p a r e n t s  j o t  d o w n  n o t e s  o n  p a t t e r n s  y o u  n o t i c e :

S k i l l s  w h e r e  s t u d e n t s  r e s p o n d e d  w i t h  c o n f i d e n c e
A r e a s  w h e r e  t h e y  s e e m e d  u n s u r e  o r  h e s i t a n t
A n y  r o u t i n e s ,  t o o l s ,  o r  s t r a t e g i e s  t h e y  a l r e a d y  u s e
C h a l l e n g e s  t h e y  d e s c r i b e  w i t h  o r g a n i z a t i o n ,  t i m e ,  a t t e n t i o n ,  m o t i v a t i o n ,  o r  s t u d y i n g

T h e s e  n o t e s  h e l p  c r e a t e  a  b a s e l i n e  s n a p s h o t  o f  s t u d e n t s ’  c u r r e n t  e x e c u t i v e  f u n c t i o n i n g  s k i l l s
a n d  w i l l  b e  u s e f u l  t o  r e v i s i t  d u r i n g  t h e  p o s t - a s s e s s m e n t .

S t e p  5 :  S e t  t h e  T o n e
R e a s s u r e  s t u d e n t s  t h a t  t h i s  i s  a  s t a r t i n g  p o i n t :  “ Y o u ’ l l  b e  l e a r n i n g  p r a c t i c a l  s t r a t e g i e s  f o r
o r g a n i z a t i o n ,  t i m e  m a n a g e m e n t ,  f o c u s ,  m o t i v a t i o n ,  s t u d y i n g ,  a n d  p l a n n i n g  i n  t h e  u p c o m i n g
l e s s o n s .  I f  y o u r  a n s w e r s  c h a n g e  b y  t h e  e n d  o f  t h e  p a c k ,  t h a t ’ s  n o t  o n l y  o k a y  —  i t  m e a n s  y o u ’ v e
g r o w n . ”
K e e p  t h e  a t m o s p h e r e  p o s i t i v e  a n d  r e f l e c t i v e .  F r a m e  t h i s  a s  e x p l o r a t i o n ,  n o t  a  t e s t .
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Pre-Assessment

Statement Strongly
Agree

Agree Disagree
Strongly
Disagree

I have a consistent system for keeping my school materials
and personal items organized.

I can quickly find assignments, notes, and digital files when
I need them.

I follow daily routines that help me stay prepared for
school, activities, and responsibilities.

I have a good understanding of how long my tasks and
assignments will take to complete.

I regularly create plans or schedules to manage my
schoolwork, activities, and personal responsibilities.

I am able to prioritize what needs to be done first when I
have multiple tasks.

I can stay focused on a task even when I’m surrounded by
distractions (phone, people, noise, etc.).

I understand how stress or overwhelm affects my ability to
focus and make decisions.

I can start tasks without putting them off for long periods
of time.

I understand what helps me stay motivated when work
feels boring or difficult.

Fo r  e a c h  s t a te m e n t  b e l ow,  r a te  h ow  we l l  yo u  u n d e r s t a n d  t h e  i d e a  by  c h o o s i n g  o n e  of  t h e  fo l l ow i n g :
I  s t r o n g l y  a g r e e  w i t h  t h i s  s t a te m e n t.
I  a g r e e  w i t h  t h i s  s t a te m e n t.

I  d i s a g r e e  w i t h  t h i s  s t a te m e n t.
I  s t r o n g l y  d i s a g r e e  w i t h  t h i s  s t a te m e n t.



W h a t  i s  o n e  h a b i t  o r  c h a l l e n g e  yo u’ ve  b e c o m e  awa r e  of  i n  h ow  yo u  o r ga n i ze,  p l a n ,  fo c u s,  o r  m a n a g e
yo u r  r e s p o n s i b i l i t i e s ?

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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Statement Strongly
Agree

Agree Disagree
Strongly
Disagree

I use study strategies that help me remember
information (not just rereading or cramming).

I prepare for tests and assignments ahead of time
rather than waiting until the last minute.

I know how to break big goals into smaller,
manageable steps.

I track my progress and adjust my approach when
something isn’t working.

I know how to plan or track a simple budget.

I think about how today’s financial choices affect my
future goals.

Pre-Assessment



E s s e n t i a l  Q u e s t i o n
How  c a n  t h e  s y s te m s  a n d  r o u t i n e s  I  u s e  e a c h  d ay  m a ke  my  l i fe  e a s i e r,  m o r e  o r ga n i ze d ,  a n d  l e s s
s t r e s s f u l ?

C o r e  Id e a
Sy s te m s  a n d  r o u t i n e s  h e l p  s t u d e n t s  m a n a g e  r e s p o n s i b i l i t i e s  by  r e d u c i n g  c o n f u s i o n ,  s av i n g
t i m e,  a n d  ke e p i n g  i m p o r t a n t  t h i n g s  f r o m  s l i p p i n g  t h r o u g h  t h e  c r a c k s.  

Lesson 1

Systems & Routines
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L e a r n i n g  O b j e c t i v e s

B y  t h e  e n d  of  t h i s  l e s s o n ,  s t u d e n t s  w i l l  b e  a b l e  to :
1 . Id e n t i f y  a r e a s  i n  t h e i r  p hy s i c a l  a n d  d i g i t a l  l i fe  t h a t  wo u l d  b e n e f i t  f r o m  s t r o n g e r  s y s te m s  o r  r o u t i n e s,

s u c h  a s  m a te r i a l s,  n o te s,  a s s i g n m e n t s,  e m a i l s,  a n d  p e r s o n a l  s p a c e s.
2 . E x p l a i n  h ow  c o n s i s te n t  r o u t i n e s  r e d u c e  s t r e s s  a n d  m e n t a l  l o a d  by  e l i m i n a t i n g  u n n e c e s s a r y  d e c i s i o n s

a n d  c r e a t i n g  p r e d i c t a b i l i t y.
3 . Eva l u a te  t h e i r  c u r r e n t  o r ga n i z a t i o n a l  h a b i t s  a n d  r e c o g n i ze  p a t te r n s  t h a t  h e l p  o r  h i n d e r  t h e i r  a b i l i t y

to  s t ay  p r e p a r e d  a n d  m a n a g e  r e s p o n s i b i l i t i e s.
4 . Cr e a te  o r  r e f i n e  o n e  p e r s o n a l  s y s te m  o r  r o u t i n e — s u c h  a s  a  h o m e wo r k  r o u t i n e,  m o r n i n g  r o u t i n e,

fo l d e r  s t r u c t u r e,  o r  wo r k s p a c e  s e t u p — t h a t  s u p p o r t s  g r e a te r  i n d e p e n d e n c e  a n d  c o n s i s te n c y.
5 . Un d e r s t a n d  h ow  o r ga n i z a t i o n  a n d  r o u t i n e s  c o n n e c t  to  e xe c u t i ve  f u n c t i o n i n g ,  p a r t i c u l a r l y  p l a n n i n g ,

wo r k i n g  m e m o r y,  a n d  t a s k  i n i t i a t i o n .

L e a r n i n g  R a t i o n a l e

H i g h  s c h o o l  s t u d e n t s  f a c e  i n c r e a s i n g  e x p e c t a t i o n s  to  m a n a g e  t h e i r  ow n  m a te r i a l s,  d e a d l i n e s,  a n d
d a i l y  r e s p o n s i b i l i t i e s.  M a ny  s t u d e n t s  h ave  n e ve r  b e e n  e x p l i c i t l y  t a u g h t  h ow  to  b u i l d  s y s te m s  fo r
s t ay i n g  o r ga n i ze d ;  i n s te a d ,  t h e y  a r e  e x p e c te d  to  “ j u s t  k n ow ”  o r  “ f i g u r e  i t  o u t.”  T h i s  l e s s o n  h e l p s  c l o s e
t h a t  ga p  by  te a c h i n g  o r ga n i z a t i o n  a s  a  s k i l l — s o m e t h i n g  s t u d e n t s  c a n  p r a c t i c e,  p e r s o n a l i ze,  a n d
i m p r ove  ove r  t i m e.

Co n s i s te n t  s y s te m s  a n d  r o u t i n e s  m a ke  d a i l y  t a s k s  e a s i e r  by :
Re d u c i n g  c o g n i t i ve  l o a d :  S t u d e n t s  wa s te  l e s s  m e n t a l  e n e r g y  t r y i n g  to  r e m e m b e r  w h a t  t h e y  n e e d
o r  w h e r e  t h i n g s  a r e.
S t r e n g t h e n i n g  wo r k i n g  m e m o r y :  C l e a r  s y s te m s  h e l p  s t u d e n t s  ke e p  t r a c k  of  m u l t i - s te p
r e s p o n s i b i l i t i e s  a n d  avo i d  m i s s i n g  i m p o r t a n t  t a s k s.
S u p p o r t i n g  t a s k  i n i t i a t i o n :  W h e n  e ve r y t h i n g  h a s  a  p l a c e  a n d  r o u t i n e s  a r e  p r e d i c t a b l e,  i t  b e c o m e s
e a s i e r  to  s t a r t  wo r k .
B u i l d i n g  i n d e p e n d e n c e :  S t u d e n t s  r e l y  l e s s  o n  r e m i n d e r s  f r o m  a d u l t s  a n d  m o r e  o n  i n te r n a l
s y s te m s  t h e y  c a n  m a n a g e  t h e m s e l ve s.

T h e  g o a l  i s  n o t  to  c r e a te  a  p e r fe c t l y  o r ga n i ze d  s t u d e n t— i t  i s  to  h e l p  e a c h  s t u d e n t  i d e n t i f y  w h a t  k i n d
of  s y s te m s  a c t u a l l y  wo r k  fo r  t h e m .  A  s y s te m  i s  s u c c e s s f u l  w h e n  i t  i s  s i m p l e,  r e p e a t a b l e,  a n d
s u s t a i n a b l e.
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Re a d  t h e  S t u d e n t  L e s s o n  o u t  l o u d .  A s k  s t u d e n t s  to  s h a r e  t h e i r  i d e a s  a f te r  r e a d i n g  t h e  Re f l e c t i o n
Q u e s t i o n ,  i f  t h e y  w i s h .

A c t i v i t y  1 :  Sy s t e m  S c a n
R e a d  t h e  d i r e c t i o n  w i t h  y o u r  s t u d e n t s .
E n c o u r a g e  s t u d e n t s  t o  a n s w e r  q u i c k l y  r a t h e r  t h a n  o v e r t h i n k i n g .
N o r m a l i z e  t h a t  e v e r y o n e  h a s  s y s t e m s  t h a t  b r e a k  d o w n  s o m e t i m e s .
A s k  s t u d e n t s  w h i c h  a r e a s  s u r p r i s e d  t h e m  a n d  w h y .
R e m i n d  s t u d e n t s  t h i s  i s  n o t  a  g r a d e  —  i t ’ s  a  s t a r t i n g  p o i n t .

A c t i v i t y  2 :  Pe r s o n a l  Sy s t e m s  I n v e n t o r y
R e a d  t h e  d i r e c t i o n  w i t h  y o u r  s t u d e n t s .
E n c o u r a g e  s t u d e n t s  t o  t a l k  a b o u t  t h e  w h y  b e h i n d  t h e i r  h a b i t s .
I f  a p p r o p r i a t e ,  p a i r  s t u d e n t s  t o  c o m p a r e  o n e  a n s w e r  ( o p t i o n a l ) .
H i g h l i g h t  t h a t  s e l f - a w a r e n e s s  i s  a  m a j o r  p a r t  o f  E F  s k i l l s .
A v o i d  “ c o r r e c t i n g ”  a n s w e r s  —  l e t  s t u d e n t s  e x p l o r e  t h e i r  o w n  p a t t e r n s .

A c t i v i t y  3 :  Re a l -L i f e  S c e n a r i o  C h a l l e n g e
Re a d  t h r o u g h  t h e  d i r e c t i o n s  w i t h  yo u r  s t u d e n t s  a n d  h e l p  s t u d e n t s  g e t  i n to  s m a l l  g r o u p s  o r  p a i r s.
E n c o u r a g e  s t u d e n t s  to  fo c u s  o n  s y s te m s,  n o t  b l a m i n g  t h e  p e r s o n .
A l l ow  p a i r s  to  d i s c u s s  o n e  o r  t wo  s c e n a r i o s  b e fo r e  w r i t i n g .
A s k  s t u d e n t s  w h i c h  s c e n a r i o  fe l t  m o s t  r e l a t a b l e.
Re i n fo r c e  t h a t  s m a l l  s y s te m s  c a n  p r e ve n t  b i g  h e a d a c h e s.

A c t i v i t y  4 : Ro u t i n e s  T h a t  Wo r k
R e a d  t h e  d i r e c t i o n s  w i t h  y o u r  s t u d e n t s .
E n c o u r a g e  s t u d e n t s  t o  f o c u s  o n  r e a l i s t i c  c h a n g e s .
S u g g e s t  s t u d e n t s  c h o o s e  r o u t i n e s  t h a t  a c t u a l l y  a f f e c t  t h e i r  s t r e s s  l e v e l .
O f f e r  e x a m p l e s  o f  s m a l l  i m p r o v e m e n t s  ( l a y i n g  o u t  c l o t h e s ,  c h e c k i n g  t h e  p o r t a l ,  e t c . ) .
R e m i n d  s t u d e n t s :  c o n s i s t e n c y  m a t t e r s  m o r e  t h a n  c o m p l e x i t y .

A c t i v i t y  5 :  D i g i t a l  L i f e  M a k e o v e r
R e a d  t h e  d i r e c t i o n  w i t h  y o u r  s t u d e n t s .
E n c o u r a g e  s t u d e n t s  t o  b u i l d  a  s y s t e m  t h e y  w i l l  a c t u a l l y  u s e .
M o d e l  a  n a m i n g  s y s t e m  a l o u d  ( s t u d e n t s  l o v e  c o n c r e t e  e x a m p l e s ) .
C l a r i f y  t h e  d i f f e r e n c e  b e t w e e n  D o w n l o a d s ,  D e s k t o p ,  a n d  D r i v e  a s  s t o r a g e  s p a c e s .
T e a c h  t h e  c o n c e p t  o f  v e r s i o n  c o n t r o l  ( “ D r a f t  1 ,  D r a f t  2 … ” ) .
A s k  s t u d e n t s  t o  p a i r  u p  t o  t e s t  e a c h  o t h e r ’ s  5 - S e c o n d  F i n d .
N o r m a l i z e  d i g i t a l  c l u t t e r  a s  c o m m o n — a n d  s o l v a b l e .
E n c o u r a g e  s t u d e n t s  t o  s t a r t  s i m p l e .  C o m p l e x i t y  l e a d s  t o  a b a n d o n m e n t .
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A c t i v i t y  6 :  O r g a n i z a t i o n  S t y l e  S u r v e y
R e a d  t h e  d i r e c t i o n  w i t h  y o u r  s t u d e n t s .
E m p h a s i z e  t h a t  n o  s t y l e  i s  b e t t e r  t h a n  a n o t h e r  —  a l l  c a n  b e  e f f e c t i v e .
A l l o w  a  f e w  m i n u t e s  f o r  s t u d e n t s  t o  s h a r e  o r  c o m p a r e  t h e i r  s t y l e s  i n  p a i r s .
E n c o u r a g e  s t u d e n t s  t o  n o t i c e  h o w  t h e i r  s t y l e  m i g h t  i n f l u e n c e :

T h e i r  r o u t i n e s
T h e i r  w o r k s p a c e
T h e i r  d i g i t a l  o r g a n i z a t i o n
T h e i r  t i m e  m a n a g e m e n t

C o n n e c t  s u r v e y  r e s u l t s  t o  u p c o m i n g  l e s s o n s  ( e s p e c i a l l y  T i m e  M a n a g e m e n t  &  S t u d y  S k i l l s ) .
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Universal Design for Learning (UDL) Supports
L e s s o n  1 :  Sy s t e m s  &  Ro u t i n e s

M u l t i p l e  M e a n s  of  Re p r e s e n t a t i o n
P r o v i d e  i n f o r m a t i o n  i n  d i f f e r e n t  w a y s  s o  e v e r y  l e a r n e r  c a n  a c c e s s  t h e  c o n t e n t.

V i s u a l  S u p p o r t s
V i s u a l  e xa m p l e s  of  o r ga n i ze d  v s.  d i s o r ga n i ze d  s y s te m s  ( b a c k p a c k s,  b i n d e r s,  d i g i t a l  fo l d e r s ) .
Co l o r- c o d e d  c h a r t s  s h ow i n g  h ow  r o u t i n e s  r e d u c e  c o g n i t i ve  l o a d .
S te p - by- s te p  v i s u a l s  fo r  t h e  S O RT  →  P U R G E  →  R E D E S IG N  m e t h o d .
Ic o n s  fo r  r o u t i n e  s te p s  ( m o r n i n g ,  a f te r  s c h o o l ,  n i g h t ) .
Gr a p h i c  o r ga n i ze r s  fo r  “ My  Sy s te m”  a n d  “ My  Ro u t i n e.”

Au d i to r y  S u p p o r t s
Re a d  t h e  s t u d e n t  l e s s o n  a l o u d  o r  of fe r  a n  a u d i o  ve r s i o n .
Pr ov i d e  s h o r t  v i d e o  c l i p s  a b o u t  wo r k i n g  m e m o r y,  a t te n t i o n ,  a n d  h a b i t  s c i e n c e.
Te a c h e r  m o d e l i n g :  t h i n k- a l o u d  d e m o n s t r a t i o n s  ( “ He r e’ s  h ow  I  r e s e t  my  b a c k p a c k  o n  Fr i d ay s…” ) .

Te x t  S u p p o r t s
O f fe r  a  s i m p l i f i e d  s u m m a r y  ve r s i o n  of  t h e  l e s s o n  fo r  s t u d e n t s  w h o  b e n e f i t  f r o m  r e d u c e d  te x t.
H i g h l i g h t  ke y  wo r d s  ( s y s te m ,  r o u t i n e,  c o g n i t i ve  l o a d ,  wo r k i n g  m e m o r y ) .
U s e  b o l d e d  h e a d e r s  a n d  c h u n ke d  i n fo r m a t i o n  fo r  r e a d a b i l i t y.

L a n g u a g e / L i te r a c y  S u p p o r t s
Pr ov i d e  d e f i n i t i o n s  of  vo c a b u l a r y  i n  t h e  m a r g i n s.
O f fe r  s e n te n c e  s t a r te r s  fo r  t h i n k i n g  ( e. g . ,  “A  r o u t i n e  t h a t  wo u l d  h e l p  m e  i s…” ) .
U s e  b i l i n g u a l  g l o s s a r i e s  i f  n e e d e d .

M u l t i p l e  M e a n s  of  E n g a g e m e n t
O f f e r  o p t i o n s  t h a t  i n c r e a s e  i n t e r e s t,  m o t i v a t i o n ,  a n d  e m o t i o n a l  i n v e s t m e n t.

C h o i c e  &  Au to n o my
S t u d e n t s  c h o o s e  w h i c h  r o u t i n e  to  d e s i g n  ( m o r n i n g ,  a f te r  s c h o o l ,  n i g h t ) .
S t u d e n t s  s e l e c t  t h e i r  o r ga n i z a t i o n  s t y l e  ( Ac t i v i t y  1 4 )  a n d  a p p l y  i t.
S t u d e n t s  c h o o s e  1 – 2  o r ga n i z a t i o n  s t r a te g i e s  t h e y  wa n t  to  t r y  f i r s t.
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Universal Design for Learning (UDL) Supports
Re l e va n c e  &  Re a l -L i fe  Co n n e c t i o n

Sc e n a r i o s  r e f l e c t  r e a l  h i g h  s c h o o l  s t r u g g l e s  ( l o s t  h o m e wo r k ,  m e s s y  b a c k p a c k ) .
S t u d e n t s  r e d e s i g n  t h e i r  ow n  c u r r e n t  s y s te m ,  n o t  j u s t  f i c t i o n a l  o n e s.
A l l ow  s t u d e n t s  to  r e f l e c t  o n  s t r e s s,  c o n f i d e n c e,  a n d  i n d e p e n d e n c e.

Co l l a b o r a t i o n  &  D i s c u s s i o n
Pa i r  o r  g r o u p  t a l k :  “ W h a t  m a ke s  o r ga n i z a t i o n  h a r d  fo r  yo u ? ”
Pe e r  m o d e l  s h a r i n g :  s t u d e n t s  w h o  fe e l  c o m fo r t a b l e  s h ow  t h e i r  s y s te m .
Pa r t n e r  r o u t i n e  c h a l l e n g e s  ( “ Te s t  my  s y s te m  —  w h a t  i f  I  ove r s l e p t ? ” ) .

No r m a l i ze  S t r u g g l e
D i s c u s s  h ow  i m p e r fe c t  o r ga n i z a t i o n  i s  r e a l i s t i c,  a n d  s y s te m s  e vo l ve.

M u l t i p l e  M e a n s  of  A c t i o n  &  E x p r e s s i o n
G i v e  l e a r n e r s  d i f f e r e n t  w a y s  t o  s h o w  w h a t  t h e y  u n d e r s t a n d .

F l e x i b l e  O u t p u t  O p t i o n s  -  S t u d e n t s  m ay  d e m o n s t r a te  t h e i r  o r ga n i z a t i o n a l  p l a n  t h r o u g h :
Wr i t i n g  ( c h e c k l i s t s,  p l a n n e r s )
D r aw i n g  ( v i s u a l  l ayo u t s,  l o c ke r  m a p s )
D i g i t a l  d e m o n s t r a t i o n s  ( fo l d e r  c r e a t i o n ,  s c r e e n s h o t s )
P hy s i c a l  o r ga n i z a t i o n  ( a c t u a l  b a c k p a c k  o r  b i n d e r  m a ke ove r )

Sc a f fo l d e d  S u p p o r t s
Pr ov i d e  te m p l a te s  fo r  r o u t i n e s  s o  s t u d e n t s  a r e n’t  s t a r t i n g  f r o m  a  b l a n k  p a g e.
O f fe r  s i m p l e  c h o i c e s :  D o  yo u  wa n t  a  c h e c k l i s t ?  A  d i a g r a m ?  A  s te p - by- s te p  p l a n ?
G i ve  e xa m p l e s  of  s t r o n g ,  m e d i u m ,  a n d  s i m p l e  r o u t i n e s  ( m o d e l i n g  q u a l i t y ) .

E xe c u t i ve  Fu n c t i o n i n g  S u p p o r t s
B r e a k  t a s k s  i n to  s m a l l e r  s te p s  o n  t h e  wo r k s h e e t.
A l l ow  m ove m e n t  b r e a k s  d u r i n g  m u l t i - s te p  a c t i v i t i e s.
U s e  t i m e r s  fo r  fo c u s e d  wo r k  p e r i o d s.
Pr ov i d e  c h e c k- i n  b oxe s  fo r  p r o g r e s s  m o n i to r i n g .

A s s i s t i ve  Te c h n o l o g y
D i g i t a l  p l a n n e r s  a n d  r e m i n d e r  a p p s
V i s u a l  s c h e d u l e  to o l s
D i g i t a l  s t i c k y  n o te s
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A  s y s t e m  i s  a  s i m p l e  m e t h o d  yo u  u s e  t h e  s a m e  way  e ve r y  t i m e.  A  r o u t i n e  i s  a  r e p e a t a b l e  p a t te r n  yo u
fo l l ow  s o  yo u  d o n’t  h ave  to  s t a r t  f r o m  s c r a tc h  e a c h  d ay.

Yo u  a l r e a d y  u s e  s y s te m s  a n d  r o u t i n e s  w i t h o u t  r e a l i z i n g  i t— l i ke  w h e r e  yo u  u s u a l l y  p u t  yo u r  p h o n e,
t h e  o r d e r  yo u  g e t  r e a d y  i n  t h e  m o r n i n g ,  o r  h ow  yo u  c h e c k  yo u r  m e s s a g e s.  W h e n  yo u r  s y s te m s  a r e
c l e a r  a n d  c o n s i s te n t,  t h i n g s  r u n  s m o o t h l y.  W h e n  t h e y ’r e  n o t,  s m a l l  p r o b l e m s  p i l e  u p  a n d  c r e a te
s t r e s s.

He r e’ s  w hy  s y s te m s  a n d  r o u t i n e s  m a t te r  i n  h i g h  s c h o o l :
T h e y  r e d u c e  m e n t a l  l o a d .  W h e n  yo u  h ave  a  p l a c e  fo r  a s s i g n m e n t s,  n o te s,  d e a d l i n e s,  a n d
m a te r i a l s,  yo u  d o n’t  wa s te  e n e r g y  t r y i n g  to  r e m e m b e r  e ve r y t h i n g .
T h e y  m a k e  s t a r t i n g  t a s k s  e a s i e r.  I t ’ s  m u c h  s i m p l e r  to  b e g i n  h o m e wo r k  w h e n  yo u r  wo r k s p a c e  i s
r e a d y  a n d  yo u  k n ow  w h a t  t h e  n e x t  s te p  i s.
T h e y  s a v e  t i m e.  Yo u  s p e n d  l e s s  t i m e  l o o k i n g  fo r  t h i n g s,  r e w r i t i n g  l o s t  a s s i g n m e n t s,  o r
r e o r ga n i z i n g  l a s t- m i n u te.
T h e y  h e l p  y o u  s t a y  p r e p a r e d .  Go o d  r o u t i n e s  m e a n  fe we r  s u r p r i s e s — l i ke  fo r g o t te n  m a te r i a l s  o r
l a s t- m i n u te  s c r a m b l e s.

K e e p i n g  y o u r  l i f e  o r g a n i z e d  i s  a b o u t  h a v i n g  s y s t e m s  &  r o u t i n e s .

K e e p i n g  y o u r  l i f e  o r g a n i z e d  i s n ’ t  a b o u t  b e i n g  p e r f e c t l y  n e a t  o r  h a v i n g  c o l o r - c o d e d
e v e r y t h i n g .  I t ’ s  a b o u t  h a v i n g  s y s t e m s  a n d  r o u t i n e s  t h a t  m a k e  y o u r  d a y  e a s i e r  a n d
r e d u c e  t h e  a m o u n t  o f  e n e r g y  y o u  w a s t e  t r y i n g  t o  r e m e m b e r  o r  f i n d  t h i n g s .

At  t h e  e n d  of  t h i s  l e s s o n ,  I  w i l l  b e  a b l e  t o :
Id e n t i f y  a r e a s  i n  my  p hy s i c a l  a n d  d i g i t a l  l i fe  t h a t  wo u l d  b e n e f i t  f r o m  s t r o n g e r
s y s te m s  o r  r o u t i n e s.
E x p l a i n  h ow  c o n s i s te n t  r o u t i n e s  r e d u c e  s t r e s s  a n d  m e n t a l  l o a d  by  e l i m i n a t i n g
u n n e c e s s a r y  d e c i s i o n s  a n d  c r e a t i n g  p r e d i c t a b i l i t y.
Eva l u a te  my  c u r r e n t  o r ga n i z a t i o n a l  h a b i t s  a n d  r e c o g n i ze  p a t te r n s  t h a t  h e l p  o r
h i n d e r  my  a b i l i t y  to  s t ay  p r e p a r e d  a n d  m a n a g e  r e s p o n s i b i l i t i e s.
Cr e a te  o r  r e f i n e  o n e  p e r s o n a l  s y s te m  o r  r o u t i n e  t h a t  s u p p o r t s  g r e a te r
i n d e p e n d e n c e  a n d  c o n s i s te n c y.
Un d e r s t a n d  h ow  o r ga n i z a t i o n  a n d  r o u t i n e s  c o n n e c t  to  e xe c u t i ve  f u n c t i o n i n g ,
p a r t i c u l a r l y  p l a n n i n g ,  wo r k i n g  m e m o r y,  a n d  t a s k  i n i t i a t i o n .


