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Facilitating Executive Function Skills at Home

Kristen Jacobsen, M.S., CCC/SLP
Co-Director

Cognitive Connections, LLP
747 Main Street, Suite 307

Concord, MA 01742
978-369-5200 | www.efpractice.com

Understanding 
Executive Control

Wo rkin g M e mo ry Syste m

Si tu atio n al  Aware n e ss

M in d  M .I .M .E. 

Th e  3 6 0  Th in king Ski l l s

If 
Then  

Mark it is 
Tuesday! Nonverbal Working 

Memory

Verbal Working 
Memory

Self-Directed Talk
“I will, I am going to, 
Maybe …., When I…”

If….then

The Role and Order of Working Memory
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If …. Then
Verbal Working 

Memory
Self-Directed Talk

If 
Then  

Situational Awareness

Time

Get on the Timeline

•Pace

•Time of day 

•What is happening at this 
Moment in Time

•What is coming up? 
Predictable sequence 

Objects

Read the Organization of the 
Materials

Objects
Parts

Location
Purpose

People

Read the Person (ROLE)

Face
Body

Appearance
Mood
Saying

Space
Read the Room

What's going on?
Expected?
Unexpected?
Wide Angle Zoom In

Situational Intelligence:

S.T.O.P. & Read the Room 

Mimetic-Ideational 
Information Processing
(mental trial and error simulation) 

NonVerbal Working Memory + Situational Intelligence=
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Be a Future Thinker:   “Mind MIME  iT’

Schematic Future Thinking: Make an Image:  STOP What will it look like?

Episodic Future Thinking: What do I Look like?  Self Projection into the Future

Mental Time Travel (Temporal - Spatial ): How am IMoving to achieve this? 

The Future Emotion: How will I feel? Emotional Physiological State

M
I

M
E

i
T

If …..then

Self Talk 

It is ‘experiencing the self in time’ and talking 
yourself through that experience so you are 

efficient and successful

90% of the Time 
Task Planning Happens in a 

Different Space from 
Where you Execute the Plan

Elements of Future Thinking Development of the Time Horizon 
How Far into the Future can they Anticipate?

2 Years Old:  NOW
3-5 Years Old:  5-20 Min
1st Grade:  Several Hours
3rd Grade:  8-12 Hours
12- 16 Years Old: 2-3 Days
17-23 Years Old : 2-3 Weeks 

23-35 Years Old: 3-5 Weeks

Temporal – Spatial Capacity/Window

30% Delay 
with ADHD
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Time Horizon for Assignments, Exams and Projects

3. Get Ready
What Materials 

will I need?

2. Do
What do I Need to do to 
Match the Done Picture?
How long will each step 
take? Move /Sequence?

1. Done
Make and Image:

What will it/I Look Like?

Plan Backwards (Plan My Work)

MIME iT

STOP 3. Get Ready
What Materials 

will I need?

2. Do
What do I Need to do to 
Match the Done Picture?
How long will each step 
take? Move /Sequence?

1. Done
Make and Image:

What will it/I Look Like?

Done
Stop, Clean Up, 

Review

6. Stop

Execute Forwards (Work My Plan)

Plan Backwards (Plan My Work)

Self Monitor

MIME iT

STOP
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GOAL: Shifting from 
Adult-Directed 
Students  to 
Self-Directed 
Students

Get Ready 
for 
School!

“Get Ready for School! 
Tell Me Your Plan!”

“I will pack my 
books and 
computer. I should 
probably pack my 
computer after eat 
breakfast so it can 
charge up for class.
When I get in the 
car I will double 
check my bag.”

Nonverbal Working 
Memory

Verbal Working Memory
Self Talk

If….then

Prompts Ought to Match The Role and Order of Working Memory

31 32

34 35



Executive Functioning Tool Kit for Parents 11/16/23

360 Thinking™ Cognitive Connections, LLP | www.efpractice.com
© Copyright April 2021, Kristen Jacobsen, M.S., CCC/SLP & Sarah Ward, M.S., CCC/SLP.  

All copyright and intellectual property rights reserved.

A Stated Intention Helps a student Move from a Scripted Plan to Self Projection 

Element of Uncertainty

Be a Future Thinker:   “Mind MIME  iT’

See the works of Christina Atance and 
Arnaud D’Argembeau

The language the student uses is an indicator of whether they 
are projecting themselves into that event or not.

How will you prepare for the test on Friday?

“Study.  Make Flash 
Cards.  Look over old 

homework.”

“I am going to study with 
Becca. We will meet at Panera.  

Maybe I will use Quizlet to 
make flashcards. I should 

probably take a practice test 
using the website from the 

Text Book.”

Vs.

Script Vs. M.I.M.E.

Is my Bag packed for school?

Agenda Book

Homework Folder

Blue Math/Science Binder

Red ELA/Social Studies 
Binder

Math text Book

History text Book

Pencil Bag
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Pencil 
Bag

Agenda/
Homework 

Folder

Text 
Books

Binder

Managing Materials:

Is your Bag packed?

Managing Materials: Have Students Use Devices to Create an Album of Materials

Planning Ahead: 
See Yourself in a Future Space
Using Gestures
STOP and Read the Room
Developing Situational Intelligence and the Spatial Temporal Window

Point out your plan:

MIME : Downstairs - Task Planning Happens in a 
Different Space than Where you Execute the Plan
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Gesture to Extend Temporal-Spatial Horizon

• Gestures are really just an outgrowth of how we might mentally 
simulate performing activities

• Gestures give life to our mental scratch pads, allowing us to perform 
actions with our hands before we have to do them in real life or 
before we have thought these activities all the way through to put 
them into words

• Gesture helps infuse memories with an emotional charge that makes 
them last. 

MIME: Right in Front of Me

MIME: At the Door MIME : Downstairs
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Bed Made &
Blanket Folded

Books on 
Shelf

Animals in 
Red Bin

Clothes in 
Drawers

Dresser

Closet

Bed

Sleep  Zone

Desk

Chair

Dr
op

 Z
on

e/
En

te
rt

ai
nm

en
t

Zones in Personal
Spaces!
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Clean Your Bathroom

TP on 
Holder

Sink 
Clean

Mirror
CleanTowels 

Hung Up

Turn the action into a “Job” and name for the student their “Job Title”

• Develops Nonverbal Working Memory (What will I look like?)
• Creates Immediate Structure for the Student
• Accesses Procedural Memory   (How am I moving?)
• Neutralizes Emotional Reactions

Use your Language to Coach 
the Student to Independently MIME

Job Talk!

Turn the Verb/Action word 
into a Noun label (add –er)
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Job Talk  
By Kristen Jacobsen, MS CCC-SLP &   

Sarah Ward, MS CCC-SLP    
   
Job Talk refers to a highly effective language-based executive function prompt that supports 
students of all ages in planning and carrying out tasks. With the use of Job Talk, students are 
better able to envision themselves assuming all the behaviors associated with carrying out a 
task. It is most helpful to ask students to assume a role during the planning and self-monitoring 
stages of carrying out any task. The foundation of this language support rests in “psychological 
essentialism”, or seeing oneself carrying out a role in one’s mind’s eye.  
  

In one research study, politicians wanted to increase voter turnout and turned to psychological 
research for information. Researchers asked one group of individuals to return on another day 
in order to “vote”, which is an action word associated with the task.  A different group of 
individuals was asked to return on another day and given the personal identity label of being 
“voters”.  There was an overwhelming response from the group asked to be “voters”. 
Repeated research in this area supports this finding that people want to feel like they are playing 
a role and taking ownership of carrying out that role rather than simply being directed as to 
what “to do”.   
  

Children are no different!  Executive functioning requires motivation and intention when 
initiating any academic task or assignment. The motivation and intention to complete a task is 
increased by invoking a student’s sense of self and how they see themselves assuming a role.  
By modifying the verb form of a behavior (“Sharpen the pencils”) to feature a noun label 
(“Annie is a pencil sharpener”) we create an essential part of the student’s identity.  In other 
words, it creates confidence and a positive sense of self that this is “What I can do!”  This 
subtle, but important modification in language can change an occasional behavior of helping 
in the classroom into a child who has the confidence to lead as a permanent trait or skill, for 
example, I am a “fact finder” when I read non-fiction and a “perspective taker” when I read 
fiction.   
  

The use of Job Talk efficiently manages many cognitive resources needed to support executive 
functioning. When students are recalling an organized list of actions or steps from factual or 
semantic memory to complete a task, this places a heavy demand on the working memory 
load. By shifting from the list of actions, one must take in order to comprehend a reading 
passage to a role one is assuming when being a “sentence expander”, “summarizer”, it also 
access a student’s background personal experiences of fulfilling that role in the past.  Rather 
than retrieving the steps from factual memory, the steps are retrieved from episodic memory, 
which allows for a more effective and efficient process to plan and carry out the steps of the 
task.  
  

This terminology also invokes a gestalt image of one assuming the role during independent 
and group tasks, routines and assignments. When students are going to be “writers”, they need 
to create an image in their mind, “What does a writer do? What does a writer look like?” If they 
seem unable to create that image and direct themselves through the task of writing, it gives us 
insight into what other inherent roles in the task might they not yet be able to envision. Do 



they need to see themselves as an “Idea Maker?”, “Outliner”, “Idea Mapper?”  Notice that 
these names do not need to be formal terms and can often be generated by the students. They 
only need to be terms that create the psychological essentialism necessary for generating a 
concrete mental image of the outcome of the task, steps in carrying out the task if necessary 
and an overall sense of ownership.  Using the declarative form of the nouns helps students 
develop important aspects of executive functioning, a stronger sense of self, and generalizes 
how they perceive themselves and their essential role over time.   
  

Declarative Job Talk (noun form)  Imperative Verb Form  

Please be a handwasher- Please wash your hands.  

Be a counter wiper-  Clean off the counter.  

Be an animal designer- Draw a creative animal.  

Be a summarizer- Answer reading questions.  

Be a time organizer- Record and prioritize homework 

  

Resources:  

  

Bryan, C.J., G.M. Walton, T. Rogers, and C.S. Dweck. “Motivating Voter Turnout by  
Invoking the Self.” Proceedings of the National Academy of Sciences 108.31 (2011): 
126532656.  
  

Gelman, S.A., & Heyman, G.D. (1999). Carrot-eaters and creature-believers: The effects of 
lexicalization on children’s inferences about social categories. Psychological Science, 10, 
489493.  
  

Heyman, G. “Talking about Success: Implications for Achievement Motivation.” Journal of 
Applied Developmental Psychology 29.5 (2008): 361-70.   
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Recycler

Developing Independent Executive Function Skills

Make Time Visible

The WORKING Clock 

Sketch the Volume of Time The Student Has
Always Start in the center of the Clock
Draw out the  Minute Hand in  a Clockwise Direction
To show the “sweep of time”.

MIME iT:  Make time Visible

The WORKING Clock 

“I will read my science article and I 
should probably add the new 
vocabulary words to my quizlet for 
my test on Friday.”
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People Think in Time Markers

Start Getting Ready

Be out of the Shower

Dry Hair/Dress/Makeup

Finish Breakfast

Brush Teeth/Pack/Out the Door

“I have history homework 
tonight. I need to read and 

highlight Chapter 2 and Fill out 
the worksheet.”

Create Post It
Time Markers!

Role/Order of Working Memory 
in Executive Function Skills I need to get ready to go to 

practice at 3:45 (time). I 
need to highlight the text 

then do the 
worksheet(sequence). I get 
to use that cool highlighter 

in my backpack.
(Self Talk)

If…..Then  
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Chrome Web Store: Thinking Time Tracker Extension

Draw How Much Time The Student Has

Identify/Sketch The “Future Picture Image” [Fixed vs 
Flexible Time]

Factor in time to ‘Get Ready’ and ‘Close out’ task

Create Time Markers:
• Start Time 
• Stop Time
• Mid Point

Planning Time: Create Time Markers
Shade, Mark, Check

Create a Time Marker & 
A Mid-Point Check-In
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Self-Monitor: The Mid Point Check In

• How am I doing at this Mid Point time Marker?
• Am I still focused on the task?
• Am I clear on the expectations/directions?

• How is my focus?
• Do I have any “Time Robbers”?

• Identify
• Remove
• Re-Plan

• What are my “Time Savers”?

Power On Zones
*Music
*Television
*Phones or iPads

Power Off Zones

*Screens for Learning Only
*Quiet Learning Environment
*Phones Silenced or in a Parked Zone
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Forest App Forest App

Forest team partners with a 
real-tree-planting organization, 

Trees for the Future, to plant 
real trees on the earth.

Build Your Forest
Keep building your forest 

everyday, every single tree 
represents your focused time

5 Apps to Help Students Focus &
Block Distractions from Technology 

•Freedom for blocking distractions on all your devices at once

•Serene for planning and following through on deep focus

•Cold Turkey Blocker for scheduled system-wide blocking

•LeechBlock for free browser-based website blocking

•RescueTime for time tracking with built-in website blocking

Visualize 
Daily Time
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Google Calendar: Teach students to ACE their time and use the Task List for HW 

Plan My Study Time
FridayThursdayWednesdayTuesdayMonday

Test!!!!
Memorize/

Practice 
Terms

Make Flash 
Cards/Crazy 

Phrases/
Study Tools

Determine  
What I 
know -

Prioritize

Organize 
Notes

SCHOOL VACATION
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SCHOOL VACATION
Planning for 
Initiation & Follow Through
Get Ready * Do *Done

Creating the Get Ready*Do*Done Work Space

Develops the skill of the Anticipatory Look 
associated with Episodic Future Thinking

Cristina Atance 2014

Gather Ingredients
Bread on the Plate
Spread Mayo and Mustard
Add Meat, Cheese and Toppings
Put Bread on Top

Plate
Bread
Mayo
Mustard
Knife
Ham,  Cheese,  Lettuce, Tomato Dirty Items in Sink, Put 

Stuff in Fridge

Start by having the student practice planning backwards for familiar tasks
in which they know what ‘Done’ looks like.
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MIME iTPlan Backwards: Clean Your Bedroom

 Make the Bed
 Put dirty clothes in hamper
 Put away clean clothes
 Throw away trash
 Take dishes to the sink
 Straighten my desk

 Clean sheets & Pillowcases
 Hamper
 Trash Bag

 Music

The Homework Dashboard
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Get Ready
G Gather Materials

E Estimate Time

T Time:  Mark start, stop & mid points

R Review the Plan

E Emotions in the End

A Use Time Savers for Time Robbers

D Determine Time Robbers & Time Savers

Y You can do this with a positive mindset!
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Done 

Get Done:    Turn in?     Store in Binder/Folder?    Backpack?      Put Materials Away?   Clean up?    Other? 





DoneDoGet Ready

1. What will it Look Like When I am Done?

Future Sketch/or Create a Template

2. Do: What are the steps? 

How long will each step take? 

Do I need a Schedule?

3. Get Ready: What items do I 

need?  Any resources? Set Time 

Markers, Jail Time Robbers, 

Anticipate Obstacles

Get Ready • Do • Done Products are produced by Cognitive Connections, LLP for 360 Thinking™ | www.efpractice.com
© Copyright October 2020, Kristen Jacobsen, M.S., CCC/SLP & Sarah Ward, M.S., CCC/SLP. All Rights Reserved.

Get Done
Turn in  |  Share  |  Store |   Backpack  |  Clean up  |  Other 
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Sketching Directions to Plan when 
Reading Project Directions

“We tried the GDD with her schoolwork on 
Saturday. I laminated construction paper to 
create simple colored mats. We started 
with a basic handwriting sheet and she did 
so well we continued on. What blew me 
away was that when we got to this activity, 
she had no idea what to put in the "DO" 
section. She really couldn't explain how you 
would read a book. I had to prompt her 
with "maybe we'd open it?" "Oh yeah, 
you'd read it," she replied. Then she 
wanted to tell me I would write down all 
the words in the book. I said okay so I write 
every word you read? She said, no, wait, 
just the hard words. Just the ones I can't 
read. I feel so silly for wasting so many 
years being her executive function for her.”

Initiate Writing Assignments
Write a multi-paragraph essay. Be sure to include a graphic organizer 
OF YOUR CHOICE!

1. Man has always been a questioner, wanting to know the whys 
of everything. Man used both his intelligence and his imagination to 
answer his questions long before science solved these mysteries.   
Myths were created thousands of years ago to help answer these age 
old questions, as well as to calm fears of the unknown, and as a means 
to teach good from evil.

Write a well-structured, multi-paragraph essay summarizing three 
Greek myths (you may choose ones we have read together) and 
describe what natural phenomenon they explain.
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Write a multi-paragraph essay. Be sure to include a graphic organizer 
OF YOUR CHOICE!

Future Sketch: This is what it will look like…

Write a well-structured, multi-paragraph essay summarizing three Greek 
myths (you may choose ones we have read together) and describe what 
natural phenomenon they explain.

Natural 
Phenomenon: 
Good vs Evil

Summarize Greek 
Myth #3

Natural 
Phenomenon: 
Answer a 
Science 
Question

Conclusion

Introduction

Summarize Greek 
Myth #1

Natural 
Phenomenon: 
Calm Fear of 
the Unknown

Summarize Greek 
Myth #2

Edit/Revise
Hand In on Friday October 30

Initiate Projects
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Episodic imagery 
reduces impulsivity 

in intertemporal 
decision-making. 

Done

Get Done

This is Used for ______ This is made of______
How the Chemistry 
Works!

Benefits!
1.
2.
3.

Similar Products! The Better Product!

Why?

Statistics!

__%
__%
__%

Chemistry Theme!

Chemistry Theme! New Research on this 
Product!

Related Research in 
the Field of 
Chemistry!

 Print page of slides for classmates
 Put in Portfolio under Category of Research

Get Ready

Laptop
Class notes
Project Directions
List of possible 

products
Resource Notebook

Do

Research Product
Bookmark resources
Create Slides
Print handout of slides

• Great for Gestalt Thinking
• Prioritizing
• Learning to Meet the Task Demands

Complex Task:
A Complete Project Plan
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MIME iT

Okay, so here’s my 
plan….

Cognitive Connections, LLP
www.efpractice.com
Telephone: 978-369-5200

Kristen Jacobsen, M.S., CCC/SLP
Speech and Language Pathologist
kjacobsen@efpractice.com

If you share our ideas, please make attribution to Sarah Ward and Kristen Jacobsen. 
Please reach out to us! We love to hear from you!

Addendum
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Ages and Stages

Ages and Stages

Check out our website: www.efpractice.com for articles on the development of 
executive function skills and many other resources! 
Also check out: :  http://www.familyeducation.com/home/
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Organization & Homework 

To StoreTrashTo DoTest

I don’t need it for a test 
but it could be used for 

midterms, finals or 
future reference (SATs)

Papers that I did but 
there is no reason at all 

to keep them

Something To Work On 
or Hand in

I need to keep this for 
an upcoming test.
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A Homework Pocket in 3 Ring Notebooks Managing the Extra Papers: Permissions slips, notices and forms, oh my!

Paper Management: The Older Student

The Get Ready Binder, The Do Binder & The Done Binder System

Ev
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g
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W
o
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g
 D
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d

e
r

The ‘Get Ready’
or
‘Everything’ 
Binder
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The Working or Do Binder: 
Contains what you are Working on Now

Where’s My Stuff? Ultimate Teen Organizing Guide, by Lesley Schwartz
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The “Done” Binder is 
filled with notes and 
corrected papers that 
are no longer needed for 
learning new topics. 
There are dividers for 
each class. Newest 
information is filed on 
top of old information 
within each class divider.
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Use Google Keep for Online Strategies “Notebooks”
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