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1. Program Overview 
 

Each year a subset of Henrico County Public Schools eighth-grade students is selected to apply 

to the Maggie Walker Governor’s School. This elite public school, which draws students from 13 

central Virginia localities, is a comprehensive, college preparatory program emphasizing 

government, international studies, science, math, languages, and fine arts. Around 1,400 Henrico 

County Public Schools (HCPS) students are invited to apply for admission. Each year, those 

students and their parents are notified by a mailed letter to obtain a 21-page handbook and eight-

page application in person from their school counselor. The application requires the student’s 

demographic and coursework information as well as include teacher recommendations before it 

can be returned to the school counselor. Once a counselor receives an application, the counselor 

forwards it to HCPS Office of Gifted Instruction for processing. An HCPS staff member then enters 

the applicant’s demographic and coursework information into a database and submits the 

application package to Maggie Walker Governor’s School for further processing and 

consideration. Once student selections are made, students are notified by letter from HCPS and 

the selected students are required to mail back a letter of intent to HCPS in order to attend the 

program. An online portal was eyed as a more efficient and cost-effective way to communicate 

with families and students about the application process. 

 
 

2. Problem/Challenge/Situation Faced by Locality 
 

HCPS Office of Gifted Instruction faced difficulties with several tables required by the application 

process. Those included the large amounts of document copying and distribution, mailings, and 

data entry work. These tables were all manual and tedious, and they left room for error. There 

was also a cost involved with the copying and mailings. Costs included paper, printer toner, 

envelopes, labels, postage, and the staff time dedicated to data entry. The office was unable to 

confirm if the mailings arrived to the intended recipients, nor were they able to verify the number 
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of applications expected by the deadline. Staff members could only review at previous-year 

metrics to anticipate how much additional work was needed. Considerable staff time and effort 

was invested to manually enter information onto applications, and errors were inevitable. Ina 

addition, students and families were being asked to provide information that HCPS already had 

on file. The process was frustrating, inefficient, and time-consuming.  

 
 
3. How Program Fulfilled Awards Criteria  

 
Henrico Schools’ Office of Gifted Instruction worked with data integration specialists from the 

HCPS Operational Technology Office to accomplish the project, one which would be a useful 

solution to other localities with similar challenges.  

 

What was a burdensome and inefficient process for HCPS staff and nearly 1,400 applicants to 

the Maggie Walker Governor School became efficient and far more manageable. Because of all 

the manual tasks involved the previous process was performed year-round. Using the online 

portal, staff members can now complete the process in a couple of months. The innovative 

solution to an old process allows them the time to focus on other areas of importance. 

 
 
4. How Program Was Carried Out 

 
Because the process of applying to the Maggie Walker Governor School was so arduous, staff 

members set out to rethink and replace it with one that efficiently communicates with applicants 

and collects and delivers their data. Staff determined an online portal could allow the creation and 

distribution of application packets, including handbooks, supporting documents, and additional 

forms.  
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In order for a portal to function appropriately, student data would need to be imported into the 

form, so those fields would display student data in order to populate it with the demographic 

information already contained in HCPS student information system. This eliminated requesting 

redundant information from parents. An online portal would provide a more efficient and cost-

effective way to communicate with families and students about the application process. 

 

Henrico Schools’ Office of Gifted Instruction worked with data integration specialists from the 

HCPS Operational Technology Office and identified the project’s objectives:  

 Reduce the use of costly supplies such paper and toner. 

 Reduce mailing costs, including postage, envelopes, labels, and letterhead stationery. 

 Eliminate manual entry of demographic data by both parents and HCPS staff members. 

 Monitor and report the number of submitted applications prior to the deadline. 

 Export applicant information. 

 Import applicant information into the database. 

 Report applicant status electronically. 

 Collect applicant responses. 

 Archive data electronically for metrics and reporting. 

 

Discussions about the new process and deadline requirements yielded a timeline for the project’s 

design and development. The team used an online forms tool called ZippSlip to create an online 

packet with the required forms as well as a description of expectations for families and students. 

 

The design and development included the following areas: an analysis of the current process and 

a collection of requirements regarding needs and gaps; the design of the forms within the online 
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product; the development of the forms and application packet; testing the forms and the delivery 

of the data; implementation; and the export and import processes. 

Development and implementation timeframe: 

 December 2016 to February 2017: Analyze the current process and collect requirements. 

 March to May 2017: Design Forms and delivery. 

 June to August 2017: Develop and test forms and delivery. 

 September to October 2017: Finalize testing and prep for implementation. 

 October to November 2017: Notify selected families and students about the process 

through automated phone calls and emails. 

 November 2017: Launch of the online application. 

 December 2017 to January 2018: Remind selected families and students about the 

process through automated phone calls and emails. 

 January 2018 - Export and import of applicants. 

 

The beneficiaries of this new process included HCPS students and their families, the Office of 

Gifted Instruction, and the Maggie Walker Governor’s School. 

 
 
5. Financing and Staffing 

 
To make the project affordable, the team used a current resource to update the application 

process: ZippSlip, an online forms product HCPS already had, provides an online portal for an 

array of forms. It automates paper forms or manual transactions and streamline those processes. 

It is cost-effective since it can be used for different departments and project areas. 
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The team used another existing resource, SchoolMessenger to provide notifications and 

reminders. SchoolMessenger is a trusted platform for family, student, and community 

engagement. 

Because the team used existing resources to move paper processes and manual communications 

to a more efficient, systematic and methodical approach, the program had essentially no cost. 

HCPS staff time was used in the development and execution of this program.  

 
 

6. Program Results 
 

The HCPS Office of Gifted Instruction formed a partnership with data integration specialists in 

HCPS Department of Operational Technology. Together they developed a plan for creating and 

implementing an innovative process to accomplish the goals.  

 

The project’s achieved objectives and results are the following: 

 Reduce the use of costly supplies such paper and toner. 

o Accomplished through the creation of online applications and supporting 

documents. 

 Reduce mailing costs, including postage, envelopes, labels, and letterhead stationery. 

o Accomplished through the use of an automated notification system. 

 Eliminate manual entry of demographic data by both parents and HCPS staff members. 

o Results can now be reported through an online portal which can then be exported. 

 Monitor and report the number of submitted applications prior to the deadline. 

o The online portal allows staff members to review the incoming applicants. 

 Export applicant information. 
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o The online portal has a tool which gives users the ability to quickly export 

information in an Excel document, which can be quickly organized for import. 

 Import applicant information into the database. 

o Information can be exported and easily imported to the database. 

 Report applicant status electronically. 

o ZippSlip allows applicants to see a response status and allows them to either 

accept or decline the invitation to attend Maggie Walker Governor’s School. 

 Collect applicant responses. 

o ZippSlip allows applicants to see a response status and allows them to either 

accept or decline the invitation to attend Maggie Walker Governor’s School. 

 Archive data electronically for metrics and reporting. 

o Both ZippSlip and SchoolMessenger show a process history. This is important for 

viewing statistics and analyzing data. 

 
 
7. Brief Summary 
 
Each year a subset of Henrico County Public Schools eighth-grade students is selected to apply 

to the Maggie Walker Governor’s School, an elite public school, which draws students from 13 

central Virginia localities. Around 1,400 Henrico County Public Schools students are invited to 

apply for admission. The application process for families and Henrico Schools staff members was 

inefficient and laborious. Each year, those students and their parents are notified by a mailed 

letter to obtain a 21-page handbook and eight-page application in person from their school 

counselor. The application requires the student’s demographic and coursework information as 

well as include teacher recommendations before it can be returned to the school counselor. Once 

a counselor receives an application, the counselor forwards it to HCPS Office of Gifted Instruction 
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for processing. An HCPS staff member then enters the applicant’s demographic and coursework 

information into a database and submits the application package to Maggie Walker Governor’s 

School for further processing and consideration. Once student selections are made, students are 

notified by letter from HCPS and the selected students are required to mail back a letter of intent 

to HCPS in order to attend the program.  

 

An online portal was eyed as a more efficient and cost-effective way to communicate with families 

and students about the application process. Henrico Schools’ Office of Gifted Instruction worked 

with data integration specialists from the HCPS Operational Technology Office and identified the 

project’s objectives. Using existing resources, their innovative solution made a burdensome 

process more manageable and efficient.  
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ZippSlip parent-form-view with general applicant information page: 
 

 
 
 
 
 
 
 
 



ZippSlip Parent Form View with populated fields as well as fields updated by parent (fake 
student used for this screenshot): 
 

 
 
 



ZippSlip administrator page (Allowed Office of Gifted Education to review numbers of 
applications):

 
 
 
 
ZippSlip administrator page (Metrics supplied by product help with reporting applicant 
results. Example: Charts display number of students applying from each middle school 
as well as what high school those students are zoned to attend.): 
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