
“D.O.E.S. Club”

n PROGRAM OVERVIEW 
In order to participate in D.O.E.S. 

Club the student must be recommended 
by a teacher and have their parent’s 
support.  Students who are eligible have 
had their lack of Executive Functioning 
Skills negatively impact their grades 
and/or result in negative consequences 
related to the school’s behavior system. 
The students included in this group are 
from various academic abilities although 
there tends to be a higher number 
of those identified as gifted (being 
“scattered” is a typical gifted trait) as well 
as ESE and ESOL students.

There are two sections of the club 
targeting different grade levels. This 
is because once a student starts the 
5th grade they switch classes and 
their organizational needs change 
accordingly. One section is for students 
in grades 2-4.  The other section is for 
students in grades 5-7.  Each group 
meets twice a week before school for 30 
minutes.  The first 15 minutes of each 
meeting are designated for a lesson 
explicitly teaching a target skill.  The 
second half of the meeting is a check-
in period to see how each student is 
doing with skills that have been taught 
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previously.  This is also a time for the 
students to get organized and ready for 
their day.  

The major skil ls targeted are 
Working Memory, Task Init iation, 
Planning/Prioritization, Organization, 
Time Management and Goal-Directed 
Persistence.  For example, students in 
the older group learn how to visualize the 
amount of time they have to complete 
a project. They carry a wallet of post-it 
notes in their pocket during the school 
day.  Every time a teacher gives an 
assignment they write it on a post-it note 
but leave it in the wallet.  When they get 
home they put each post-it on the correct 
due date on a large wall calendar.  This 
allows them to see how many days they 
have to complete each assignment, how 
many assignments are due each day,  
and what other activities (sports, etc) 
they have to account for.  By creating 
a visual students can plan their time 
accordingly and work on long-range 
assignments without waiting to the last 
minute or forgetting altogether.  

The final important component of 
this program is communication with the 
classroom teachers and the parents of 
participants.  Parents get a weekly email 

with a quick description of the skill that 
is being worked on. Any follow-up that 
needs to happen at home (checking 
folders, using a calendar, etc) is clearly 
explained.  Each email also contains a 
“Fun Fact”.  The “Fun Fact” is a tip for 
parents on how to help their child at 
home.  These are usually things that 
are outside the academic world such 
as bedtime, tips for getting ready for 
school, recommend apps or games that 
target Executive Functioning Skills, etc.  
Classroom teachers are copied on this 
email so they know what the students 
are working on.  

n OVERALL VALUE 
The D.O.E.S. Club is a group 

of students that meet several days a 
week before school to work on their 
organizational and time management 
skills.  There are so many students 
who lack these Executive Functioning 
skills and struggle to keep up with the 
logistics of their learning.  They lose 
papers, forget assignments, wait until 
the last minute, have to rush to get 
their work done, and go through their 
school day a scattered mess.  It isn’t 
that they are lazy or that they don’t 

~ A Returning Developer ~

Jennifer Smith Jeanette Kmiec
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care about school.  It’s because their 
frontal lobes have not fully developed 
the capacity to perform the Executive 
Functioning Skills that are required in a 
school setting.  Add in multiple teachers/
classes, extracurricular activities, and 
split households and these students 
have an increasingly hard time keeping 
up.  These students need specific 
training to develop their Executive 
Functioning skills.  Their lack of these 
skills not only causes low grades due to 
lost, late, or incomplete assignments but 
creates on-going distractions that inhibit 
the educational process.

n LESSON PLAN TITLES
1. Using the Binder
2. Post-It Notes
3. Filing

  

n MATERIALS 
• 3 Ring Binder 
 (1 1/2 or 2 inches)
• 3 Plastic pocket folders
 (red, green, blue) with holes to 

put into the binder 
 (not the kind with brads)
• A file box (plastic or cardboard)
 * 3rd and 4th grade only
• 5 hanging folders
 (color doesn’t matter)
• 5 dividers with pockets
 (color doesn’t matter)

n ABOUT THE DEVELOPERS 
Jennifer Smith graduated from the 

University of Tennessee, Knoxville. She 
has been teaching first grade for 11 
years. She currently teaches at South 
McKeel Academy in Lakeland.

Jeanette Kmiec graduated from 
the University of Alberta. She has been 
teaching for 17 years. She currently 
teaches 4th grade at Davenport School 
of the Arts.
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n SUBJECTS COVERED 
Students will understand how to 

use the binder to keep classwork and 
homework organized.

n GRADES
Three - Five

n OBJECTIVES 
To explain methods for students 

to keep classwork and homework 
organized in a binder.
Students will… 

… understand the di f ference 
between “need” and “want” in 
relation to what papers they 
should keep and what they 
should throw away

…  label three folders to maintain 
homework and classwork

…  understand the impor tance 
of filing papers in the folders 
regularly 

n SUNSHINE STATE 
STANDARDS 

Idea 1 G.K12.6.1: The student will 
identify personal strengths and 
weaknesses and accept challenges 
in both areas to maximize learning. 

Idea 2 G.K12.6.2: The student will 
assume primary responsibility for 
learning, including identifying needs 
and setting goals.  

Idea 3 G.K12.6.3: The student will design 
plans of action to address benefits 
and obstacles in achieving goals of 
personal interest.

n MATERIALS 
• binders
• three folders (red, green, blue)
• pocket dividers
• page protector
• current month calendar
• school agendas

n VOCABULARY 
• organization
• need
• want

n DIRECTIONS 
1.  Distribute a binder, 3 pocket folders 

and 6 pocket dividers to each 
student.    

2.  Label the folders: red- homework, 
green- completed work, blue- File 
at Home 

3.  Label the pocket dividers for each 
subject (may vary for each class)

4.  Have students empty out current 
folders they are using or backpacks. 
Ask “How could these papers be 
more organized?” Allow students 
time to sort through the papers they 
already have and place them in the 
correct areas of their new binder.   
Check to see if they are on the right 
track.

5.  Discuss difference between papers 
they “need” vs. papers they “want.”

6.  Explain that when they are handed 
papers in class, that they need to 
put them in the homework folder. 
Once the work is completed, it gets 
transferred to the green folder. Any 
work in the green folders will get 
turned in to the homeroom teacher 
the following day.

“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Lesson Plan No 1: Using the Binder

 There may be papers that the 
teacher wants you to keep for 
studying purposes. These papers 
will go in the blue folder until  a file 
box system is started (later lesson).

7.  Set goal:
 Keep this week’s papers organized
 Turn in all homework 
 Get agenda signed by parent daily    

n ACCOMMODATIONS
(Based on teacher questionnaire and 
student needs.)  
1. Establish a daily routine in the 

classroom and prepare students for 
changes.

2. Give verbal  informat ion and 
explanations along with a visual 
representation

3.   Present new information to students 
in small sequential steps.

n EVALUATION/
ASSESSMENT 

Formative Assessments will be done 
at the beginning of the following class:
1.  Did the student keep homework and 

completed work separate and in the 
appropriate folders?

2.  Were assignments turned in on time 
to the appropriate teachers?

  ** Summative Assessments will be 
done after one month. Teachers will 
be given questionnaire once again 
to rate student performance.

H H H
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Lesson Plan No 2: Using the Post-it Notes

n MATERIALS 
• pocket calendar (cut in half)
• post it notes
• small pencil (optional)

n VOCABULARY 
• prioritize
• time management
• desk calendar 
   (to take for home use)

n DIRECTIONS 
1.  Cut a pocket calendar in half. Put a 

pack of post it notes inside.
2.  Explain to students that these will 

go with them EVERYWHERE! 
Each time a teacher tells them an 
assignment, they will write it on a 
sticky note. Notes will stay in the 
“wallet” until they get home.

3.  When they get home, they will 
transfer the notes to the big calendar 
on the assignment’s due dates.

4.  Long range projects may need 
reminders days in advance. Those 
can be added. Parents will need to 
help with this part!    

n ACCOMMODATIONS
(Based on teacher questionnaire and 
student needs.)  
1. Establish a daily routine in the 

classroom and prepare students for 
changes.

2. Give verbal  informat ion and 
explanations along with a visual 
representation

3. Present new information to students 
in small sequential steps.

n EVALUATION/
ASSESSMENT 

Formative Assessments will be done 
at the beginning of the following class:
1.  Did the student keep homework and 

completed work separate and in the 
appropriate folders?

2.  Were assignments turned in on time 
to the appropriate teachers?

   ** Summative Assessments will be 
done after one month. Teachers will 
be given questionnaire once again 
to rate student performance.
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n SUBJECTS COVERED 
Students will understand how to 

use post-it notes to keep assignments 
organized on a calendar.

n GRADES
Three - Five

n OBJECTIVES 
To enable students to use post-it 

notes to keep track of assignments, then 
transfer these notes to a large calendar 
at home. 
Students will… 

… prioritize assignments
… apply time management skills
… use post-its in every class to keep 

track of teacher’s assignments
… transfer post-its to large calendar 

at home

n SUNSHINE STATE 
STANDARDS 

Idea 1 G.K12.6.1: The student will 
identify personal strengths and 
weaknesses and accept challenges 
in both areas to maximize learning. 

Idea 2 G.K12.6.2: The student will 
assume primary responsibility for 
learning, including identifying needs 
and setting goals.  

Idea 3 G.K12.6.3: The student will design 
plans of action to address benefits 
and obstacles in achieving goals of 
personal interest. 
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Lesson Plan No 2: File Box Sorting

n MATERIALS 
• file box
• hanging calendars
• labels

n VOCABULARY 
• prioritize
• need
• want

n DIRECTIONS 
1.  Sort all papers from the week that 

have been returned by the teacher 
into each subject. Do not put them 
in file box yet.

2.  By subject, go through each pile 
and decipher if the paper is worth 
keeping and filing or throwing away.

3.  Label the hanging folders in the file 
box.

4.  Fill folders with the student’s work 
based on each subject. File boxes 
will be stored at school.  

n ACCOMMODATIONS
(Based on teacher questionnaire and 
student needs.)  
1. Establish a daily routine in the 

classroom and prepare students for 
changes.

2. Give verbal  informat ion and 
explanations along with a visual 
representation

3. Present new information to students 
in small sequential steps.

n EVALUATION/
ASSESSMENT 

Formative Assessments will be done 
at the beginning of the following class:
1.  Did the student keep homework and 

completed work separate and in the 
appropriate folders?

2.  Were assignments turned in on time 
to the appropriate teachers?

  ** Summative Assessments will be 
done after one month. Teachers will 
be given questionnaire once again 
to rate student performance.

H H H

n SUBJECTS COVERED 
Students will understand how to file 

and keep track of papers that may be 
needed later.

n GRADES
Three - Five

n OBJECTIVES 
To enable students to use a filing 

system for important work that they 
need to keep. 
Students will… 

… prioritize assignments
… sort papers according to subject 

in a file box at school
… differentiate between what they 

“need” and what they “want” to 
keep

n SUNSHINE STATE 
STANDARDS 

Idea 1 G.K12.6.1: The student will 
identify personal strengths and 
weaknesses and accept challenges 
in both areas to maximize learning. 

 Idea 2 G.K12.6.2: The student will 
assume primary responsibility for 
learning, including identifying needs 
and setting goals.  

 Idea 3 G.K12.6.3: The student will 
design plans of action to address 
benefits and obstacles in achieving 
goals of personal interest. 
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Materials Budget
 SUPPLIER ITEM DESCRIPTION COST QUANTITY TOTAL COST

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

Teacher ____________________________________________

  School ____________________________________________

Teacher ____________________________________________

  School ____________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

Subtotal

Tax if applicable

Shipping if applicable

TOTAL
BUDGET
AMOUNT

“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Lesson Plans Materials Budget

Amazon  Organizing the Disorganized Child 
         by Martin L. Kutscher & Marcella Moran 11.69 1 11.69
  The Organized Student by Donna Goldberg 12.84 1 12.84
  101 Measured IEP Goals and Objectives for Smart But 
         Scattered Students by Chris de Feyter 10.39 1 10.39
  Smart But Scattered by Peg Dawson 12.10 1 12.10
  Epson LabelWorks LW-400 Label Maker 29.99 1 29.99
  Epson LabelWorks Standard Tape Cartridge (Black on White) 13.96 1 13.96
  Amazon Thermal Laminator Roller System (TL901) 31.99 1 31.99
  Scotch Thermal Laminating Pouches .89x11.4’’, 3 mil, 100-Pk 17.99 1 17.99
Walmart  6 AAA batteries 6.99 1 6.99
  Post-It Notes Value Pack, 1.5’’x2’’ assorted pastel colors, 24 Pk 10.31 1 10.31
  Pencil pouch for binder .97 20 19.40
  File box 9.57 20 191.40
  Hanging file folders 4.27 20 85.40
  1.5’’ binder 3.74 20 74.80
  Plastic pocket folder (green with holes) 1.97 20 39.40
  Plastic pocket folder (red with holes) 1.97 20 39.40 
  Plastic pocket folder (blue with holes) 1.97 20 39.40 
  Pocket calendar 1.97 20 39.40
  Large wall calendar 3.88 20 77.60
  File folders (100 count) 6.47 2 12.94

Jennifer Smith
  South McKeel Academy
Jeanette Kmiec
  Davenport School of the Arts

$747.40

44.55

n/a

$791.95
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Rubric for Executive Functioning Skills

 Beginning Developing Accomplished Exemplary

Task Intiation

Organization

Goal-directed 
Persistence

Planning/
Prioritzation

Time
Management

• difficulty starting 
tasks

• difficulty following 
a schedule for 
independent work 
(morning work, 
centers, etc)

• loses important 
papers/ 
belongings

• fails to turn in work
• doesn’t place 

papers in 
designated areas

• acts as if “future 
blind” 

• does not study 
for on-going skills 
mastery

• starts without 
materials

• doesn’t leave time 
to complete work

• wastes time on 
small projects

• keeps all papers

•  runs out of time
• deadlines and 

transitions are a 
surprise

• start tasks (with 
one reminder) 

• follow schedule 
for independent 
work using a tool 
(checklist, etc) 

• places important 
papers/ 
belongings in 
correct place with 
support

• turns in 
assignments with 
prompting

• sets one goal with 
guidance

• maintains a study 
schedule created 
for them (with 
reminder) 

• develop steps 
tows rds goal*

• identifies materials 
needed*

• identify important 
tasks*

• decides which 
papers to keep*

• complete work to 
met goals* 

• aware of deadlines 
and transitions

* WITH ASSISTANCE

• start tasks 
independently 

• follows 
independent work 
schedule

• starts new 
task after task 
completion 

 (with prompting) 

• places important 
papers/ 
belongings in 
correct place

• turns in 
assignments

• sets one goal
• maintains a study 

schedule created 
for long range 
goals 

• develop steps 
towards goal

• identifies materials 
needed

• identify important 
tasks

• decides which 
papers to keep

• complete work
• adjust work rate* 
• knows deadlines 

and verbalizes 
needs (may not be 
prepared)

* WITH ASSISTANCE

• start tasks 
independently 

• follows 
independent work 
schedule

• starts new 
task after task 
completion  

• places important 
papers/ 
belongings in 
correct place

• turns in 
assignments

• creates 
organizational 
system based on 
needs

• sets multiple goals 
and/or goals with 
multiple steps

• creates and 
maintains a study 
schedule

• develop steps 
towards goal

• identifies 
materials needed

• decides which 
papers to keep

• spends 
appropriate time 
on tasks

• self-monitor and 
adjust work rate 
so that goal is met 

• aware of 
deadlines and is 
prepared
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

Extra D.O.E.S. Questionnaire

Parent’s Questionnaire Score Form for

 
Total the points from each section and write in the box to the right of the table.
Transfer the numbers to the chart below.

List the three highest and three lowest scores.
Student’s executive skill strengths Student’s executive skill weaknesses
(lowest scores) (highest scores)

 

 

 

 Code  Executive Skill Score

 WM Working Memory

 SA Sustained Attention

 TI Task Initiation

 P/P Planning / Prioritization

 O Organization

 TM Time Management

 GP Goal-directed Persistence

 F  Flexibility
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

Teacher Questionnaire for

What do you see as this student’s biggest need?

 

 

 

 

  Often Sometimes Rarely

wm Has difficulty getting papers from home to school and back

wm Forgets to get agenda signed

gp Incomplete homework  

gp Doesn’t work towards mastering a skill (e.g. learning math facts)

sa Forgets what they were doing easily

sa Can’t finish class work within the given time frame (but has the ability to do the work)

ti Often gets stuck on one task or step of a process (e.g. researching, illustrating)

ti Problems following everyday classroom routines

f Struggles to recover after temporary changes to daily routines/schedules

o Backpack disorganization

o Desk disorganization

o Loses important papers

p/p Can’t seem to decide which papers to keep so keeps them all

p/p Has trouble prioritizing

p/p Incomplete long-range assignments
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

Daily Check List  

Leaving Home

 Agenda Signed

 D.O.E.S. Binder

 Lunch

  Backpack

Leaving School

 Agenda

 D.O.E.S. Binder

 Post-It Wallet

 Backpack
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

Permission Slip to Parent

 

Dear Parent,  
 
Your child has been recommended by his/her teacher for participation in DSA’s 
Developing Organizational and Executive Skills (D.O.E.S) group.   
 
Here’s a little about this program… 
 
We know that some children struggle with what seem to us to be simple tasks.  They 
lose papers.  They don’t hand in assignments on time.  They carry around a backpack 
full of crumpled papers. They tend to leave everything to the last minute.   
 
We know that these kids aren’t lazy.  They don’t want to be a scattered mess.  They 
just don’t have the skills necessary to perform the “executive functions” they need to 
stay organized and manage their time.   
 
As part of the D.O.E.S group they will learn how to develop skills to improve their 
Working Memory, Task Initiation, Organization, Planning/Prioritization, Time 
Management, and Goal-Directed Persistence.  
 
The group meets twice a week before school.  Half of the meeting will be a lesson to 
teach how to develop these organizational skills.  The second half of the meeting will 
be a check-in with the students to see how they are doing with previously taught skills 
and help prepare them for their day.   
 
If you would like your child to participate please return the form on the bottom half of 
this paper to school.  If you have any questions, please  
e-mail me at jeanette.kmiec@polk-fl.net 
 
      Jeanette Kmiec 
 
 RETURN THIS SECTION TO YOUR CHILD’S TEACHER

Student’s Name: 
Parent Contact e-mail: 

 YES, I give permission for my child to participate in the D.O.E.S. Group.

 I agree to have my child at school by 8:00 on days the group is scheduled to meet.

 I agree to purchase additional supplies (no more than $20 depending on what the student already has)

 I will help my child to follow through with routines at home.

 NO, I do not want my child to participate in the D.O.E.S. Group.
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

Student List  

D.O.E.S Club:  5-7th Grades
 Student Grade Teacher Contact Info

D.O.E.S Club:  4-6th Grades
 Student Grade Teacher Contact Info
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

D.O.E.S. Club Supply List

3 Ring Binder

(1 1/2 or 2 inches)

 3 Plastic pocket folders

(red, green, blue) with holes to 
put into the binder 
(not the kind with brads)

A file box (plastic or cardboard)

*3rd and 4th grade only

5 hanging folders

(color doesn’t matter)

5 dividers with pockets

(color doesn’t matter)

These are the supplies that 
your child will need for the 
D.O.E.S. Club.

Your child may already be 
using some or you may have 
some around the house.  Don’t 
feel like you have to buy all 
new supplies.  If you have 
something already - use it!

If you are purchasing new 
supplies, think heavy duty 
and simple.  Fancy pockets, 
zippered pouches, etc. may 
be ‘‘cool’’, but it means more 
places for things to get lost 
and / or forgotten.

I found all of the items at 
Walmart and Target .  The 
Dol lar Tree also has the 
plastic pocket folders and 
page dividers.

If you have any questions, 
please don’t hesitate to ask.
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“D.O.E.S. Club” Jennifer Smith & Jeanette Kmiec
Additional Information

Teacher Letter

	   frequently loses papers? 
doesn’t hand in assignments on time? 
has a backpack full of crumpled papers? 
leaves everything to the last minute? 

	    
 Involvement is by teacher recommendation only. In order to be a part of this exciting new    
  program students must: 
  
  ___ Have had their grades negatively impacted and/or cards marked over a significant period of time 
  
 
  ___ **Have their parents agree to have their child at school by 8:00 on their meeting days. 
  
 
  ___ ** Have parents commitment to purchase supplies (not to exceed $20 depending on grade level    
         and supplies the student has already.) 
  
 
  ___ Have teacher support  - including the possible deviation from classroom routines/procedures to   
          fit the child’s individual organizational style (don’t worry - nothing that would be a distraction to  
          your other students or need more than a few minutes of your time). 
  
** A permission slip detailing requirements to participate will go home with students who are 
recommended for the program. 

Do you know a student who…

These children aren’t lazy.  They don’t want to be a scattered mess.  Their disorganization has a lot to 
do with brain development, but the bottom line is they just don’t have the skills necessary to perform the 
‘‘executive functions’’ they need to stay organized and manage their time.

DSA is starting a group to teach students these skills and support them while they build good habits!  
They will learn how to develop skills to improve their Working Memory, Task Initiation, Organization, Planning 
/ Prioritization, Time Management, and Goal-Directed Persistence.

Student participation in this ‘‘club’’ is by teacher recommendation only.  We are looking for those students 
whose disorganization and poor time management skills negatively impact their school experience.  We’ll 
meet several days a week before school to learn new skills and check in with the student’s progress.


