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Understanding 
of what they 
need to do

Necessary 
knowledge 
to do the 

task

Necessary 
skills to do 

the task

Necessary 
working 
memory 
capacity

Ability and 
willingness 

to focus 
attention

Ability to 
plan and 
organise

Learning 
Resilience

Necessary 
time to 

complete 
task

Task Management Checklist

❖ Establish & reinforce 
common task behaviours

❖ Move students before 
giving task instructions

❖ Simplify instructions & give 
one at a time

❖ Provide visual instructions 
e.g. task boards

❖ Adapt task to make it more 
accessible to students with 
knowledge gaps

❖ Empower adults to modify 
task as necessary to 
achieve learning intention

❖ Provide scaffolding       
e.g. writing frames

❖ Stay supportive & positive

❖ Pre-teach pre-requisite 
skills or adapt lesson to 
build in time to develop 
these skills

❖ Does this change affect 
your learning intention?

❖ Alternatively modify task to 
avoid missing skills

❖ Keep teacher talk brief
❖ Divide lesson into learning 

'chunks' of 5-10 mins
❖ Briefly refocus after each 

chunk through:
❖ recap and summary
❖ giving next instruction
❖ awarding praise
❖ movement break

❖ One instruction at a time
❖ Summarise & highlight key 

points to be remembered
❖ Actively teach strategies for 

remembering
❖ Anticipate forgetting of key 

information & instructions
❖ Provide visual prompts of 

success criteria using task 
sheets & task boards

❖ Reduce total amount of 
teacher talk in lesson

❖ Give time reminders 
❖ If task completion is unlikely 

communicate clearly new 
expectations

❖ Reward early finishers
❖ Always reassure those who 

run out of time

❖ Safe culture in which to 
take risks with learning?

❖ Teach that failing is OK -
First Attempt In Learning

❖ Model & acknowledge your 
own mistakes

❖ Help students 'save face' in 
front of peers

❖ Make success possible for 
everyone

❖ Provide generic lesson 
checklists

❖ Use writing frames to guide 
layout & structure of work

❖ Be explicit in time to spend 
on each part of the task

❖ Model each stage of 
planning required


