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This template is to be used as a guideline when writing up the information gathered from 
checklists and interviews that were conducted with both the teacher and the parent.    
 
 
Organizational and Work Skills Checklists 
DATE 
Your Name 
 
 
The __________________  Organizational and Independent Work Skills/Motor Skills 
Checklist is a non-standardized tool that examines the student’s performance in the areas 
of organization and independent work skills and motor skills.  The following information 
was gathered from interviews and those checklists.  Students are rated according to the 
following: Always/Often, Sometimes, or Rarely/Never. 
Her _____ teacher, _______ teacher, and resource room teachers returned them 
completed.  Additional comments from staff are italicized behind the skill/behavior. 
 
In the area of organization, STUDENT always\often" performed the following skills: 
Follows daily class schedule and arrives on time 
Uses and follows assignment book or planner 
Organizes and studies course materials  
Arrives to class\new activity with needed materials and supplies 
Shifts from one classroom activity\setting to another within the allotted time 
Regarding the skill "does work during class time" two teachers reported that she often 
performs a skill, while one teacher reported that she sometimes does so. 
STUDENT “rarely/never”:  
Completes and hands homework in on time 
 
 
Regarding work skills, STUDENT "always\often" performs following skills: 
Understands assignment expectations 
Listens and works without distractions 
Begins and completes work\tests within time allowed – needs prompts 
Completes multi-step long-term projects 
 
Work skills that STUDENT is reported as "sometimes" displaying are: 
Turns and work on time 
Obtains and completes makeup assignments when absent 



Participate actively in class discussions, group activities, and projects 
Advocates for self to clarify classroom requirements or to meet personal needs 
 
STUDENT “rarely/never’ : 
Organizes school materials  
Uses independent time appropriately 
 
Motor skills which STUDENT "always\often" displays are: 
Moves through school environment in a safe and timely manner 
Utilizes all school environments 
Meets personal needs within the daily schedule 
Produces hand written work within timelines without fatigue 
Physically manages school materials and belongings in a timely manner 
Organizes folders and locker 
Operates standard computer and mouse 
 
There were no motor skills that STUDENT performs only "sometimes" or 
"rarely\never". There also were not any organizational or work skills, which people 
rated STUDENT as performing "rarely\never". 
 
Compile information from the back of the checklists here. 
Accommodations being used with STUDENT right now are: 
________________________ 
 
Parent/Teacher Interview: 
As part of her evaluation for special education services,  STUDENT’s teacher: NAME, 
and mother: NAME     were interviewed regarding  STUDENT’s organizational skills, 
work skills, peer interactions, and levels of alertness. These interviews took place on: 
DATE and DATE respectively. 
 STUDENT's mom feels that  STUDENT (in here, put information about her strength, 
endurance and if he/she has any pain that interferes with his/her day.) 
This section should be about focus, attention, etc. and include important statements made 
like: “her mother says that she does have difficulty focusing just on what she needs to, 
but also mentioned that  STUDENT knows she can only do one thing at a time and she 
needs to deliberately filter other things out.” For example, when  STUDENT babysits her 
nieces, she feels that she is not able to do other things at the same time and needs to only 
focus on that. Once she has begun a task and it is quiet,  STUDENT is able to maintain 
focus and sustain effort on it both at home and at school.  
This paragraph focuses on the organization issues/concerns: STUDENT is able to 
organize her materials and she will even remind her teacher sometimes of work that 
needs to be handed in.  Organization of materials, written work , and thoughts all need to 
be addressed. for young children, written work may be as simple as, “Do they put their 
name on top of the paper without a prompt?” 
In _____’s classroom,  STUDENT will self-initiate a task after directions are given to the 
whole class. Her mom says that she needs to write down what she needs  STUDENT to 
do in order for  STUDENT to remember it. Both her mom and her teacher agreed  



STUDENT does best with following one-step directions, as multiple steps are too 
difficult for her. Address work completion here.  
How she/he works participates in groups here. 
Assignments are done for the most part, by  STUDENT in class, but she will sometimes  
will come and ask for help from the teacher. she does not have any missing or late 
assignments.  
All areas of independence from the interview form are addressed here: In regards to self-
advocacy mention both students ability to advocate for self regarding assignments, 
personal needs, and difficult peer interactions. 
Peer Interactions: When it comes to peers,  STUDENT 
__________________________________________. (Age appropriate, initiates, etc.) 
 STUDENT does/does not have distracting behaviors nor does she have impulsive 
behaviors anymore than any other child her age. 
Strengths that her teacher reported for her include: ____________________________ 
Concerns that he has for her are: 
_______________________________________________________ Her mother's 
concerns for her are: ______________________________________ 
STUDENT's mom feels that her main strengths are: ________________________ 
Summary/conclusions: Using information from both the checklists, and considering each 
of the eight criteria used for  determining OHD eligibility, address those areas here. 
(Limited physical strength. Limited endurance, excessive absenteeism, specialized health 
procedures, medications that affect….., levels of alertness, managing/organizing 
materials and completing assignments, and following directions or initiating/completing 
tasks.) 
 


