Independent Tasks

From TEACCH

Treatment and Education of Autistic and related Communication handicapped Children, University of North Carolina

Task Organization

STRUCTURED WORK TASKS

1. Matching

2. Sorting

3. Assembly

4. Packaging

5. Sequencing

6. Office

7. Functional Academics: Math

8. Functional Academics: Reading

MATCHING:

A. Matching color to color (same object); color to color (different object); color to logo (color patch); color to word.

B. Matching shape to hole (puzzle or cut out on can lid); shape to shape, shape to silhouette; shape to picture template.

C. Matching size to size; size to template; size to logo; size to word;

D. Matching set to set; set to numeral; numeral to equation.

E. Matching picture to picture; word to word; answer to question.

SORTING:

A. Using Concrete Materials: sorting by shape, color, size, amount, function, material, texture, weight or defect

B. Using Pictured Representations: in addition to the above, add age, location, profession, weather, category (i.e. clothing versus furniture versus food).

ASSEMBLY: When teaching assembly skills, the emphasis is on developing fine motor skills, sequencing skills, and strategies (top to  bottom or left to right).

A. Put 22 objects together using fine motor skills, like pushing, twisting, or snapping.  These are sometimes referred to as Put together tasks.

B. Assemble a group of objects in sequence using a template

C. Assemble a product, referring to a sample.  The sample can either be a picture of the completed product, or a model of the actual product.

D. Assemble, referring to a list.

E. Fasten an assembled group using rings, paper clips, clothes pins, staples, safety pins, string, rubber bands, glue, or other methods.

F. Assemble using tools such as a screwdriver or a wrench.

G. If the student is unable to assemble, he can DISASSEMBLE. Take apart tasks involve fine motor skills such as pulling, twisting and unsnapping.  Possible materials for assembly/disassembly tasks include:

Under age 10 – Tinker Toys, Duplos, Legos, counting cubes, peg boards, bead stringing, plastic eggs, snap lock beads, Bristle Blocks, and other manipulative materials.

Any Age – nuts and bolts, ball point pens, flashlights, plumbing, puzzles, hardware and other manipulative materials.

PACKAGING


Into Various Containers

A. Pull tops off or put on

B. Ziploc baggies

C. Twist ties

D. Screw lids

E. Various sized envelopes

F. Boxes with tops

G. Containers without tops

SEQUENCING:
A. Sequence patterns to match pattern cards. Sequences can include sizes, shapes, colors, amounts, letters, and numerals.

B. Extend a repetitive sequence beyond the visual pattern.

C. Sequence from memory.  This could include sequencing letters in alphabetical order, numbers in numerical order, letters in words (spelling), days of the week, months of the year, and seasons.

D. Sequence daily and weekly schedules.

OFFICE

A. Folding: folding paper into halves, thirds or fourths. Crease the folds and matching the corners.

B. Stuffing Envelopes: use various sizes of enclosures into small, legal and manila envelopes

C. Stamps: use licking and self adhesive stamps and stamp pads

D. Sealing Envelopes: use licking sealers, tape or brass fasteners

E. Address Labels: Peel off and place on envelope.

F. Collating: from a visually cued order (piles on table), from numerical order (page numbers) or from alphabetical order.  Various sizes and thickness of paper

G. Filing: By alphabet, color or number behind a divider or into a folder.

H. Alphabetizing: by letter, word (first letter) word (to the nth letter).

I. Numerical Order: numbers or zip codes.

J.  Office Tools: use various tools to complete a task such as a stapler, hole puncher, paper clips, tape, brass brads, tweezers/tongs etc.

K. Computer or Typewriter: data processing

FUNCTIONAL ACADEMICS: MATH

A. 1:1 correspondence: match one object per container; one object to assemble; one object to its template

B. Count objects

C. Match sets to numerals

D. Simple addition

E. Money: sort coins, match coins to template, coin identification, coin value and addition of prices, make simple purchases out of a vending machine or from a store, make and give change

F. Time: recognize time, match clock faces, match clock faces to written time, match time to specific activities.

G. Measuring: measure to specified amount or measure and determine the amount: use a ruler, scale, measuring cups or measuring spoons.

FUNCTIONAL ACADEMICS: READING

A. Match letters

B. Match words

C. Recognize own name, names of others

D. Sight words

E. Match words to item; works to picture

F. Picture/word dictionary

G. Follow simple written or picture instructions

H. Use written instructions: schedule, to assemble

I. Use menus, bus schedule, telephone books and dictionaries 

GUIDELINES

When you develop tasks for your student, keep in mind the following list of guidelines.  Strive to develop and structure each task for independence and maximum student success.

1. When setting up a work session, assign a variety of tasks which require different skills and involve different objectives.

2. Individualize specific tasks for each student.

3. If the task is to be completed during an independent work session, then the student should already have mastered all the necessary skills to complete the task accurately and independently.

4. Tasks should be set up in a way that the student can immediately begin working.  Have all materials ready.  The only exception is when the student has the specific organizational skills to collect the necessary materials and “collecting the materials” is one of the objectives.  In this case, you may set it up so the student “collects the materials” for the task.

5. As a general rule, a student should never complete the same task more than once per day.  Have a variety of work available for each student.

6. Routinely teach organizational strategies and how to approach a task.  Set up materials so the student works from the left to right, or from top to bottom.
7. The assembled, packaged, or collated products should be sturdy.  They should hold together without falling apart.

8. Students should never disassemble their work or any other work which is similar.  It could be confusing to sometimes assemble and sometimes disassemble the same materials.  It also could affect your student’s motivation if he has to undo what he has just done.  It would bother most of us if we had to erase what we had just accomplished, at the end of every workday!

9. Change objectives as the student acquires new skills.  Modify and rotate tasks on a regular basis.

VISUAL DIRECTIONS


Templates

A. Repetitive (continuously repeated directions until 

materials are all depleted)

B. Draw a card (each card represents different instructions 

for packaging or assembling


Types of Templates (use for all types of tasks)

A. Cut out

B. Picture template drawn to size and color

C. Picture template-outline

D. Dotted template (four counting and packaging)

E. List (picture or written)

F. Picture dictionary

G. Number dictionary

H. Product sample

I. Written instructions

“NEW” ACTIVITIES OUT OF THE “SAME OLD” ACTIVITIES
Once a task appears to be mastered you don’t need to stop using the task or feel guilty that the student is doing the “same old thing”.  There are important next steps (teaching goals) that can be implemented without making a whole new activity or getting all new materials together.  In fact, some of thses steps are best introduced when the student has mastered a particular activity.

First, make sure that mastery has been achieved.  Be sensitive to any help that you may be giving the child and work toward fading these prompts and increasing independence. 

Then, determine whether the skill is solid.  Change materials, containers, etc., in an effort to determine whether there has been a generalization across materials.  Work toward solidifying the skill.  If the task skill remains basically the same and the student has to relearn the task then you know that this step needs more attention.

If the skills seem solid, and can be completed independently, there are some ideas for the next steps.  It is important to remember that although the original task may be familiar, adding a new requirement is teaching a new task.  Therefore, active teaching is needed and a systematic approach is best.

Increase responsibility for getting materials and setting up the task.

a. Needed tools and materials could be left in the work bin for the student to set up using templates or other visual instructions.

b. Necessary tools and materials can be mixed in with the unnecessary tools and materials so the student learns to recognize from the relevant part of the task what is needed and sets the rest aside.

Tools and materials can be gotten from another place(s) in the classroom.  The student could learn where certain materials are kept and learn to collect those materials.  A reference of visual cues could be used.

FUNCTIONAL
Maintenance

 Laundry – fold towels

 Clean – tables, chairs, sinks, toilets, windows, mirrors, counters

 Floors – sweep, mop, vacuum

 Fill pop machine

 Water plants

 Clean teacher’s house

Clerical

 Put away – books, magazines, papers

 File – card catalogue, cards, memos, papers

 Collate – newsletters, tests, handouts, mail, teacher materials

 Messages – deliver, file, record

 Typing – memos, lists, handouts, tests, inventories

  Printing - copy, enlarge, reduce

 Straighten – newspaper, magazines

Office/Clerical

 Paper – fold, stuff envelopes, address, stamp

 Collate – numerical/alphabetical

 Filing – alphabetical, numerical, color

 Tools – copiers, stapler, hole punch, paper clips, tape, scissors, 

            rulers, brass beads, staple remover 

Copying

Custodial/Food Service

 Clean – tables, chairs, floors, dishes, utensils, sinks

 Menu – post, copy, write

 Prep – wash, gather, cooking

 Serve – line serve/table serve

 Set up – tables, chairs, placemats, place settings

 Sort – dishes silverware, cooking utensils

 Take out trash

TASKS

Measuring
- filling salt and pepper shakers, using a funnel SCREW 

on lids



- make juice, measure water, stir

· fill jars with different beans, rice, cornmeal, 

    coconut, etc. using different sized jars and funnel,  

    screw or snap on lids



- make instant oatmeal, measure water, stir

 

- mix paint

Colors
-  FOLD color paper, INSERT into matching envelope,   

put into matching “mailbox” 


-  STACK color cups

· put color objects into matching cups

· color shape (ie circle) of different textures, put into different envelopes

· File box with color index cards, FILE cards behind matching color tab (could also use with shapes, letters)

Items
-magnets (letters or numbers), match to picture on a 

  cookie sheet



-mate shoes, put into box



-mate socks, fold together



-silverware to picture or outline



-blow-up balloons



-lacing cards



-string beads



-coins (fun tack) to picture of same : can advance to 

matching a price of an item (picture of item and coins)

Shapes
-shape envelope (ie, 2 circle attached to form an 

 envelope) INSERT shape into matching envelope

-INSERT into clear ziplock baggies with matching  shape on front



-SET TABLE matching objects to outlines on placemat



-shape puzzles/balls, FIND AND INSERT shape into 

matching hole



-cookie cutters to outline on paper



-SORT cinnamon, nutmeg, anise stars into jars already 

containing these; SNAP OR SCREW on lids

Patterns
-poker chips/coins to outline on felt mats or recreate 

 pattern drawn on ‘instruction’ sheet



-fabric mats VELCRO to matching fabric



-bead pattern COPIED from drawing or already strung 

 beads

Sizes
-STACK same sized cups together



-button rattle – 1 round hole cut into plastic lid, SORT 

 AND INSERT all buttons which fit into hole, some do 

 not



-nesting blocks, cups, berry baskets, etc.



-lids SCREWED/SNAPPED into jars of different sizes



-nuts SCREWED onto matching bolts of different 

 sizes 

-open boxes



-cut yarn lengths



-unwrap



-mark papers

Sorting
-coins: pennies, nickels, etc. into containers holding 

 matching coin



-shoes, put into boxes



-socks, by color



-and FOLD washcloths and towels



-silverware



-paperclips & brads; rubberbands & safety pins; 

 crayons & pencils; toothbrushes & combs

-sandpaper by texture, sandpaper & plain paper

-paper by color

-playing cards, by suit 

Packaging
-into container or plastic bags (use egg carton to ‘count’     how many – 1 into each hole


-cotton balls


-nuts & bolts


-pennies


-snack items


-caps on pens then into box/bag

Other
-cutting task with scissors



-playdough: roll, cut shape with knife or cookie cutter



-collate and paperclip material



-collate, staple, fold papers



-stamp: 1 stamp into each box on paper



-fill each space in egg carton with something



-push or hammer golf tees into Styrofoam block;  can 

 match to a color pattern on Styrofoam block

IN SCHOOL JOBS

Division TEACCH

MAINTENANCE

Clean sinks, toilets

Sweep and/or mop floors

Vacuum (class, office, etc.)

Sweep hall

Mop halls

Monitor inside and outside areas (pick up trash etc.)

Clean mirrors

Empty trash

Water plants

Dust

CLERICAL

File card catalog cars

Straighten newspaper and magazines

Check out library books, stamp due date

Shelve returned books

Collate newsletters

Put teacher’s mail in boxes

Printing/copier related jobs

Typing (for teacher/office)

Deliver messages for teacher or secretary

Collate, copy, organize teacher materials

Collect attendance sheets

FOOD SERVICE AND CAFETERIA

Clean tables

Put away chairs (or up on tables)

Sweep cafeteria

Put up menu or write on board

Food preparation

Wash dishes/dishwasher

Take out trash from cafeteria

Line server

Sort silverware

Stack trays/dump trays

GENERAL

Clean teacher’s lounge

Fill drink machines

Collect and put away empty drink bottles

Do laundry, fold towels (PE or art class)

Recycling

Bake and sell goods

Contract work


Manufacturing companies


Non-profit organization mailings
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