
March 23, 2020 
 
To: The SHDHS Community 
From: Laci Shea, Intervention Specialist/AAIMS Coordinator 
Regarding: Non-Traditional Instruction - Executive Functioning Tips 
 
Last week introduced some challenges for our SHDHS community.  As we navigate through 
uncharted territory with rapid changes in our nation, I am grateful for the flexibility and patience 
that SHDHS parents have given us as we implement a variety of new forums to Non-Traditional 
Learning (NTI).  
 
I have received a number of questions about executive functioning skills in regards to remote 
learning.  While there is no perfect substitution for in-person instruction, our teachers have been 
engaging with students in a variety of ways.  As we continue to implement NTI, I want to share a 
few strategies that might be helpful and simple reminders as we deal with daily tasks, 
challenges, and frustrations.  
 
TIPS FOR STUDENTS 
Organizing Your Workload  

● Make a list of daily assignments and then scribe those assignments on individual 
post-it-notes and put the amount of time you feel you need to complete each task.  

● Prioritize your post-it-notes from high priority to low.  
● As you complete an assignment, put the post-it-note on the completed assignment and 

write the time you finished it.  Assess what your perception of time was before beginning 
the assignment and how much time it took to complete the assignment.  

● Take pictures of your completed work to keep documentation and especially if there is 
an issue with losing your internet connection.  You must submit work on time.  If you 
experience any difficulty with the tools being used or the internet, YOU need to contact 
the teacher and explain your issue so the teacher can give you guidance.  

● Advocacy skills are critical during the learning curve of NTI.   
 
Using “Time on Task” Skills  

● If you have an analog clock, block off a given time such as 30 minutes with a dry erase 
marker.  This allows you to see the passage of time and keep attentive to task.  If you 
don't have an analog clock, simply use the timer on your phone (just make sure it is 
visible and turn off notifications).  

● Keeping track of your progress in a given time helps you reflect on how well you 
managed your time and if you understood the content.  

● If you catch yourself taking more time than you predicted, you need to assess 
why....reach out to your teachers if you need further support.  You can also put the 
assignment aside and move onto another one until you can get the support you need 
(either from your parent(s) or teacher).  



● Use the Pomodoro Technique: 
https://medium.com/manager-mint/the-pomodoro-technique-a-productivity-guide-908c73
619e9 

○ Video for the Pomodoro Technique: 
https://www.youtube.com/watch?v=1l4w7uHdNaQ 

 
Creating a Daily Routine  

● Give yourself boundaries.  
● Do not have your phone in reachable distance (unless you NEED to use it for a visual 

timer) 
● Wake up at a reasonable time each morning.  It should be a regular time.  
● Make your bed.  You can say you already accomplished a task!  Need some inspiration? 

Naval Adm. William H. McRaven shares, If You Want to Change the World, Start Off by 
Making Your Bed https://www.youtube.com/watch?v=3sK3wJAxGfs 

● Eat a healthy breakfast. 
● Review your workload and set goals. 
● Take frequent breaks.  
● Eat healthy snacks and do not forget to eat lunch.  
● Find time to spend outside!  Fresh air is good for the soul.  

 
Emailing a Teacher  

● Please remember to address the teacher accordingly:  Dear Mr./Mrs. 
● Identify the problem you are having (try to be specific).  
● Tell them what you have already done or what you understand in regards to the 

assignment/project/ect. 
● This will allow them to give you explicit feedback and not have to do a trail of emails.  Try 

to do the best you can with being proactive in your emails.  
● Conclude your email:  Sincerely, your name 
● Being careful of grammar and punctuation to help develop professional communication 

skills.  
 
RESOURCES FOR PARENTS AND STUDENTS 
  
Online resources to support executive functioning skills: 

● Rush NeuroBehavioral Center (http://rnbc.org/) Executive Functioning: 
(http://rnbc.org/education/a-focus-on-executive-function/)  

● The Learning Center | University of North Carolina at Chapel Hill 
(https://learningcenter.unc.edu/tips-and-tools/) 

● Understood | For Learning and Attention Issues (https://www.understood.org/en) 
● Khan Academy -Sample Remote Learning Schedules  

  
We all play a crucial role in keeping our community strong and positive, and we must continue 
to unite in support of our students and one another.  For those that remember the famous song 
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from 1985, “We are the World,” the message still resonates today!  Pray for unity, peace, and 
hope.  https://www.youtube.com/watch?v=9AjkUyX0rVw 
 
Please email me at lshea@shdhs.org with any concerns or questions you have in regards to 
Executive Functioning Skills and I will try my best to assist.  Stay safe and well! 
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