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General Intellectual Aptitude and Specific Academic 

Aptitude in English/Language Arts and/or 

Mathematics for Grades K-12 
 

SECTION 1: Screening Process  

 
Note: For the 2011-2012 school year only: 

 Students in grades 4, 5, and 6 will be screened and referred for the gifted 

identification/placement process during the first semester.  Only students transferring into 

HCPS after October 31 will be screened second semester.  

 Students in grades K-3 and 7-12 will be screened and referred second semester.  

 

From the second marking period through the fourth marking period of the academic school year, 

the procedure of gifted identification of K-12 students is a continuous process. No identification 

is conducted during the summer months. A student must be enrolled in Henrico County Public 

Schools (HCPS) and may not be referred for the gifted identification/placement process more 

than once during a twelve-month period. The twelve-month period begins from the date the 

signed parent/guardian Academic Referral Form is received at the school-level.  HCPS gifted 

identification/placement process is designed to allow for an equitable representation of students 

from various backgrounds. This includes economically disadvantaged, culturally diverse, 

identified with a disability, and limited English proficiency (LEP) students in grades K-12. The 

first step in the process of gifted identification is to create a broad screening pool of students 

who, after initial review, may or may not continue in the gifted identification/placement 

process. 

 

The screening process begins by creating a pool of potential K-12 students who may or may not 

proceed to the referral process with a particular emphasis on underserved populations.  For 

currently enrolled students in K-12, screening inquiries for the first semester are accepted from 

October 1-31, and inquiries for the second semester are accepted January 1-31. Screening 

inquiries received after October 31 or January 31 will be considered during the next screening 

window. Any of the following sources of information may place students in the screening 

process from which referrals for the gifted identification/placement process may be initiated. 

 

 Pre-Screening Checklists of Gifted Characteristics – Classroom teachers document 

students’ gifted characteristics and behaviors.  

 

 Inquiries – The school’s Gifted Identification Coordinator (GIC) or gifted resource 

teacher receives inquiries about gifted services from parent/guardian(s), professional 

educators, community members, peers, or students.  

 

 Nationally Norm-Referenced Test Scores – The school’s GIC, gifted resource teacher, 

school principal, or Educational Specialist for Gifted Education Programs reviews 

students’ ability and/or achievement test scores. Students with qualifying ability and/or 
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achievement test scores at the 96 percentile or higher are automatically placed in the 

screening process and will be referred for the gifted identification/placement process by 

the school division.  During the screening window, a letter from the school will be sent to 

parent/guardian(s) indicating their child is being referred by the school division for the 

identification process.  

 

 Students’ Work – Classroom teachers, GICs and gifted resource teachers review a 

minimum of three work samples completed at school using the Work Sample Rating 

Scale.  

 

 Records of Identified Transfer Students - The school’s registrar and/or school counseling 

office notifies the school’s GIC of students who have been identified for gifted education 

services in other school divisions.  

 
Note:  It is recommended each GIC maintain a database of all students with inquiries for 

the screening process.  A sample database is included in the appendix. 
 

Once students are placed in the screening process, information is reviewed to determine which 

students will proceed to the referral process.  Students moving into the referral process must have 

the following: 

 

Grades K-2 

1. Professional Rating Scale of Gifted Characteristics with the majority of gifted 

characteristics indicated on the scale 

2. Three student work samples with attached Work Sample Rating Scale at or above a score 

of 15 

3. Informal assessments above grade level at the 85 percentile 
 

Grades 3-12 

1. Professional Rating Scale of Gifted Characteristics with a majority of gifted 

characteristics indicated on the scale 

2. Three student work samples with attached Work Sample Rating Scale at or above  a score 

of 15 

3. Grades of an A average 
 

 

Parent/Guardian(s) Notification 
 

For division referrals, the school’s GIC completes the following during the screening window 

of October 1-31 or January 1-31: 

 Sends the Division Referral Letter to parent/guardian(s) 

 Answers questions from parent/guardian(s)  

 

For all others in the screening process, the school’s GIC completes the following by November 

10 or February 10: 

 Completes and sends the Screening Letter to parent/guardian(s) 

 Answers questions from parent/guardian(s) 
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SECTION 2: Referral Process  

 
Referrals 
 

Only students in the screening process may proceed with the referral process.  Referrals for first 

semester are accepted from November 1-15, and referrals for second semester are accepted from 

February 1-15.  Student referrals received after November 15 or February 15 will be considered 

during the next referral window. 
 

Referrals from the screening process occur in two ways.  

 

 Automatic school division referrals are given to students from the screening process 

with a qualifying score of 96 percentile or higher on a nationally norm-referenced ability 

and/or achievement test.  

 

 Individual referrals for students initially in the screening process can be made by 

professional educators, parent/guardian(s), community members, peers, or students based 

on any of the sources of information listed in the screening process. This information 

along with any other available student information will determine if a referral for the 

gifted identification/placement process should be initiated.  
 

The gifted identification/placement process begins November 1 for the first semester and 

February 1 for the second semester.  Once parent/guardian permission has been received, HCPS 

has 60 instructional days to complete the school level process, make a recommendation on the 

eligibility status of each student and send the student portfolio to the Educational Specialist for 

Gifted Education Programs. Within two (2) instructional days after the Identification/Placement 

(ID/P) Team meeting, the school’s GIC sends the student portfolio and recommendation to the 

Educational Specialist for Gifted Programs for review. 
 

 

School Division Referral Procedures   

 

The school’s GIC completes the following: 

1. During the referral window of November 1-15 or February 1-15 sends to parent/guardian 

the following: 

 Academic Referral Form for students with 96 percentile or higher on a nationally 

norm-referenced ability and/or achievement test for approval 

 Parent/Guardian Questionnaire 

 Gifted Identification/Placement Process – Frequently Asked Questions  
 

2. Receives a signed copy of the Academic Referral Form from the parent/guardian no later 

than November 15 for the first referral window and February 15 for the second referral 

window. The Parent/Guardian Questionnaire must be completed and returned two (2) 

weeks prior to the ID/P Team meeting. 

Note: An Academic Referral Form received after November 15 or February 15 will 

be considered during the next referral window. 
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3. Records the date and initials the box in the top right corner of the Academic Referral 

Form when the form is returned to the school signed by the parent/guardian. 

Note: The date begins the 60 instructional day time line to complete the school-level 

process. 
 

4. Provides the classroom teacher(s) with the Professional Questionnaire to complete and 

return to the school’s GIC three (3) weeks prior to the ID/P Team meeting.  

 

5. Collects other relevant information needed to complete the gifted 

identification/placement process which may include: 

 Grades 

 Classroom work samples with attached Work Sample Rating Scales 

 Interview with attached Checklist 

 Observation with attached Summary 

 Performance Based Assessments with attached rubrics 
 

 

Individual Referral Procedures  

 

1. Parent/Guardian(s) must submit an Academic Referral Form for students initially in the 

screening process to the school’s GIC during the referral window of November 1-15 or 

February 1-15.  

Note: An Academic Referral Form received after November 15 or February 15 will 

be considered during the next referral window. 
 

2. Professional educators, community members, peers, or students must submit an 

Academic Referral Form for students initially in the screening process to the school’s 

GIC during the referral window of November 1-15 or February 1-15.  

Note: An Academic Referral Form received after November 15 or February 15 will 

be considered during the next referral window. 
 

3. If the Academic Referral Form was submitted by someone other than a parent/guardian 

for a student initially in the screening process, the school’s GIC sends the form to the 

parent/ guardian of the child for approval along with the (1) Parent/Guardian 

Questionnaire and (2) Gifted Identification/Placement Process – Frequently Asked 

Questions document. The Academic Referral Form must be returned to the school within 

seven (7) instructional days. Once the Academic Referral Form has been received, HCPS 

has 60 instructional days to complete the school level process, make a recommendation 

on the eligibility status of each student and send the student portfolio to the Educational 

Specialist for Gifted Education Programs. 
 

4. The school’s GIC receives a signed copy of the Academic Referral Form from the 

parent/guardian. The Parent/Guardian Questionnaire must be completed and returned 

two (2) weeks prior to the ID/P Team meeting. 
 

5. The school’s GIC records the date and initials the box in the top right corner of the 
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Academic Referral Form when the form is returned to the school signed by the 

parent/guardian. 

Note: The date begins the 60 instructional day time line to complete the school-level 

process. 

 

6. The school’s GIC provides the classroom teacher(s) with a Professional Questionnaire to 

complete and return to the school’s GIC three (3) weeks prior to the ID/P Team 

meeting.  

 

7. The school’s GIC collects other relevant information needed to complete the gifted 

identification/placement process which may include: 

 Grades 

 Classroom work samples with attached Work Sample Rating Scales 

 Interview with attached Interview Checklist 

 Observation with attached Observation Summary 

 Performance based writing and/or mathematics assessments with attached rubrics 
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SECTION 3: Evidence Gathering 

 

Note:  At the completion of the gifted identification/placement process, parent/guardian(s) 

may have access to the evidence gathered in their child’s portfolio.  The process is 

completed when the parent/guardian receives a copy of the Identification/Placement Team 

Summary from the school’s GIC that has been reviewed and signed by the Educational 

Specialist for Gifted Education Programs.   

 

The identification/placement process for general intellectual aptitude or specific academic 

aptitude begins November 1 for the first semester and February 1 for the second semester. 

Once parent/guardian permission has been received, HCPS has 60 instructional days to 

complete the school-level process, make a recommendation on the eligibility status of each 

student, and send the student portfolio for review to the Educational Specialist for Gifted 

Education Programs. 

 

Parents, teachers, and students themselves may contribute specific information to the student 

portfolio if the student was identified in another school division.  Nationally norm-referenced test 

scores are included to assist the ID/P Team in determining whether sufficient evidence exists to 

identify and recommend placement/service options.  

 

The following types of evidence must be gathered to create the student portfolio.  

 Nationally norm-referenced percentile test scores 

 Grades 

 Parent/Guardian Questionnaire  

 Professional Questionnaire & Professional Rating Scale of Gifted Characteristics 

 

The following types of evidence may be included in the student portfolio. 

 Student classroom work samples 

 Performance based writing and/or mathematics assessments 

 Student interview  

 Student observation 

 

Refer to Section 9 for directions on ordering forms. 

 

 

Nationally Norm-Referenced Test Scores 

 

A maximum of two supportive test scores from the same test may be used for the gifted 

identification/placement process. The two scores can be: 

o Two ability test scores from the same test 

or 

o Two achievement test scores from the same test 

or 

o One ability and one achievement test score in the area of referral. 
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 Aptitude test scores should be based on standard age or grade national percentile scores, 

whichever is higher, while achievement test scores should be based on grade national 

percentile scores. 

 

 The Academic Referral Form must be signed and returned before any individual test can 

be administered. The signed form begins the formal referral process. The results of the 

individual test will be shared at the ID/P Team meeting. 

 

 To administer an individual Cognitive Abilities Test (CogAT), the school’s Gifted 

Resource Teacher must send an electronic message to the Educational Specialist for 

Gifted Education Programs stating the student’s name, the reason for testing and 

requesting testing materials. All testing materials will be sent to the school’s GIC.  The 

test should be administered within five (5) instructional days and returned to the 

Educational Specialist for Gifted Education Programs.  Schools need to allow ten (10) 

instructional days for the test to be scored and returned to the school.  

 

Note: CogAT scores will not be utilized if the test is given within eight (8) months prior or 

post of being administered by HCPS. Students in grade 2 will be placed on monitor status 

until test results are available. 

 

 

Cognitive Abilities Test  

 

In HCPS, the current aptitude test is the Cognitive Abilities Test (CogAT). Four scores are 

reviewed: Verbal Battery, Quantitative Battery, Nonverbal Battery, and Composite Score. The 

Verbal Battery and Composite Score are reviewed for identification in English/language arts. 

The Quantitative Battery and the Composite Score are reviewed for identification in 

mathematics. Scores from this instrument are used in the gifted identification/placement process 

for a period of two years from the date administered. If a student does not have CogAT test 

scores from within the past two years, and no other nationally norm-referenced aptitude test 

scores are available, the test can be administered to the student.  

 

Note: The CogAT Nonverbal Battery of 96 percentile or higher may substitute for Verbal 

Battery and/or Quantitative Battery. 

 

 

Other Individual Ability Test Scores 

 

Other individual ability test scores may be available, especially for students who transfer from 

other school systems into HCPS. For the WISC IV, the Verbal Comprehension, Perceptual 

Reasoning, and Full-Scale scores are used.  Scores on this instrument are used in the gifted 

identification/placement process for a period of two (2) years following administration of the 

test.  A WISC IV Conversion Table is included in the Appendix. 

 

For parents seeking testing outside of HCPS, individual intelligence assessments administered 

will be accepted if conducted by a state licensed psychologist and the report is accompanied by a 
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copy of the license. Please note that results must be reported as standard age or grade national 

percentile scores. The following individual intelligence assessments are accepted: 

  

 WISC IV- Wechsler Intelligence Scale for Children  

 Stanford-Binet Intelligence Test  

 Woodcock Johnson Ability Test  

 Cognitive Abilities Test - CogAT scores will not be utilized if the test is given within eight (8) months 

prior or post of being administered by HCPS. 
 

Note:  HCPS reserves the right to refuse test reports from non-accredited agencies or 

professionals. 

 

 

Achievement Test Scores 

 

Nationally norm-referenced achievement test scores may be used.  Test scores are valid for two 

years from the date the test was administered.  A maximum of two test scores are considered for 

identification in English/language arts and a maximum of two test scores are considered for 

identification in mathematics.  The following scores may be used for the process. 

 English/language arts – reading comprehension, reading total or total/partial battery. 

 Mathematics – math problem solving, math total or total/partial battery. 

 

The Northwest Evaluation Association’s (NWEA) computerized Measures of Academic 

Progress (MAP) tests administered in the fall may be used for the process. Only the national 

percentile score for the reading test and the national percentile score for the math test can be 

used.  Scores are to be recorded as reading total or math total. 

 

Note: HCPS found a strong correlation between the fall administration of the MAP’s 

reported percentiles and the fall administration of the Iowa Achievement Test and the 

Stanford Achievement Test.  Therefore, only the fall MAP scores may be used. 

 

 

Grades 

 

Grades should reflect the achievement of the student.  At all levels, if grades are not typical of 

the student’s academic performance, include grading periods or years that are more typical.  

 

First semester referral window – average of previous school year and first marking period from 

current school year 
Note:  Average of previous school year grades may not be applicable for grades 6-12 

 

Second semester referral window – average of the first and second marking periods  
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Parent/Guardian(s) Questionnaire 

 

Parents or guardians are asked to complete the Parent/Guardian Questionnaire. The completed 

questionnaire should be returned to the school's GIC two weeks prior to the ID/P Team meeting. 

 

 

Professional Questionnaire  

 

A professional who instructs the student in the area of referral will complete a Professional 

Questionnaire. The professional should be encouraged to read and follow the directions carefully 

when completing this questionnaire. The school’s GIC may find it productive to discuss the 

requirements of the questionnaire with the professional. The professional comments must be 

written in complete sentences and be indicative of the student’s caliber of work produced on a 

regular basis in the classroom as reflected by the submitted work samples. The questionnaire 

must be completed and returned to the school’s GIC at least three (3) weeks prior to the ID/P 

meeting.  

 

Referrals for General Intellectual Aptitude at the secondary level will require at least two 

teachers from the core content areas, English and mathematics, to complete the Professional 

Questionnaire.  The questionnaire must be completed and returned to the school’s GIC three (3) 

weeks prior to the ID/P Team meeting. 

 

 

Professional Rating Scale of Gifted Characteristics 

 

A professional who instructs the student in the area of referral will complete the Professional 

Rating Scale of Gifted Characteristics. 

 

 

Student Classroom Work Samples 

  

The teacher must submit classroom work samples or products when they are required where 

sufficient documentation for identification is not evident.  Products may also be requested from 

the student, parent, or other professional.  Lists of suggested student English/language arts and 

mathematics work samples are included in the Appendix.  

 

 Three samples are required for a referral in the area of language arts, when needed.  

 Three samples are required for a referral in the area of mathematics, when needed.  

 

Professionals should submit work samples that reflect the student’s ability over a period of time. 

All samples must be completed independently in the classroom setting and selected with care. 

Samples that support identification should exemplify work that is exceptional, creative, and well 

above grade level. It is important that samples also correspond with examples and/or comments 

cited by the professional on the Professional Questionnaire. Classroom tests such as chapter, 

skills or multiple-choice tests are not considered work samples for the gifted 

identification/placement process.  After the samples have been collected, the teacher must score 
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the samples using the Work Sample Rating Scale prior to submitting them to the school’s GIC. 

 

All scored samples from the classroom teacher should be given to the school’s GIC at least three 

(3) weeks prior to the ID/P Team meeting. Once scored samples are submitted by the teacher, 

they are reviewed and individually scored by the school’s GIC and Gifted Resource Teacher 

using the Work Sample Rating Scale. The average of the teacher, school’s GIC, and Gifted 

Resource Teacher Work Sample Rating Scales will be recorded on the Summary Work Sample 

Rating Scale and attached to each work sample. 

 

 

Performance Based Writing and Mathematics Assessments 

 

Performance Based Writing and Mathematics Assessments (PBA) may be used in the gifted 

identification/placement process. For students in grades 3-5 and in the referral process, the 

assessments are administered by the school’s GIC, or designee, in mid-February.  For K-2 

students in the referral process, the assessments are administered by the Gifted Resource 

Teacher. The Central Elementary Scoring Committee will score the PBA and attach a rubric 

before returning them to the school. PBAs should not be scored at the school or graded by the 

classroom teacher.  For all administered PBAs, the results will be shared at the ID/P Team 

meeting.  

 

For students in grades 6-12, PBA are administered to students in the referral process by the 

school’s Secondary Gifted Resource Teacher, or designee.  Secondary Gifted Resource Teachers 

from other schools will score the PBAs and attach a rubric before returning them to the school. 

For all administered PBAs, the results will be shared at the ID/P Team meeting. 

 

All PBA assessments are housed with the school’s GIC, not in the student’s cumulative folder or 

classroom. 

 

Sample PBA rubrics are included in the Appendix. 

 

 

Student Interview 

 

A staff member from the Gifted Education Programs Office may conduct a student interview, as 

needed. An Interview Checklist scored by the Gifted Resource Teacher Team will be attached to 

the student interview. 

 

 

Student Observation 

 

A licensed HCPS professional may conduct a student observation, as needed.  An Observation 

Summary will be used by the HCPS professional for the observation and reviewed by the Gifted 

Resource Teacher Team. 
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SECTION 4: Preparing for the Identification/Placement  

           Meeting 
 
 

A student portfolio is established at the time when an Academic Referral Form has been signed 

by a parent/guardian and returned to the school within the referral window. 
 

The school’s GIC is responsible for completing the following three items: 

1. having all appropriate student information in the student portfolio a minimum of 

three (3) weeks prior to the ID/P Team meeting. 

 

2. giving completed folders to the Gifted Resource Teacher a minimum of three (3) 

weeks prior to the scheduled ID/P Team meeting. 

 

3. sending a letter to the parent/guardian(s) inviting them to the ID/P Team meeting 

seven (7) calendar days prior to the meeting.  A sample letter is included in the 

Appendix. 
 

To prepare for the ID/P Team meeting, the school’s GIC will prepare page 1 and 2 of the 

Identification/Placement Team Summary by completing the following information.  When 

completing the form, check to be sure all three (3) NCR forms can be clearly read. 

 

 

PAGE 1 - Identification/Placement Team Summary 

 

Student Data  

 

Record the following information.  

 

Name    =  Student’s First, Last  

 

Student Number = Student’s HCPS eleven (11) digit identification number 

assigned to the student at time of registration 

 

Date of Birth   =  Month/Day/Year  

 

Sex   =  Male/Female  

 

School   =  Name of current school  

  

Grade    =  Current grade in school  

 

Teacher(s)   =  Name of teacher(s) who instruct(s) student in area    

                of referral 

 

Parent/Guardian(s)  = Name of parent/guardian(s)  
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Home Phone   =  Home telephone number  

 

Referred by   =  Check line that indicates source of referral. If  

    multiple referrals, mark all that are applicable.  

 

Ethnicity   =  Check yes or no based on data entered into MacSchool  

 

Race  =  Check all that apply based on data entered into 

MacSchool 

 

Area of Referral  =  Indicate area student has been referred 

 

 

English/Language Arts Portfolio Evidence 

 

The English/Language Arts Portfolio Evidence column indicates the various types of data that 

may be considered as part of the student portfolio.  

 

Record the following information prior to the ID/P Team meeting. 

 

 

Nationally Norm-Referenced Ability Test Data  

 

 Scores from a group and/or individual test are used in the gifted identification/placement 

process for a period of two (2) years following administration of the test.  A maximum of 

two test scores from the same test from a nationally norm-referenced test are considered 

for identification in SAA- English/language arts. 

 

 Record the test name, the month and year the test was administered, the student’s grade at 

the time of testing, and the requested percentile scores based on age or national grade 

norms. 

 

 Record the Verbal OR Nonverbal Battery and Composite Score from the same test. 
 

 

Nationally Norm-Referenced Achievement Test Data  
 

 Scores from a group and/or individual achievement test are used in the gifted 

identification/placement process for a period of two (2) years following administration of 

the test.  A maximum of two test scores from the same test from a nationally norm-

referenced test are considered for identification in English/language arts. 
 

 Record the test name, the month and year the test was administered, the student’s grade at 

the time of testing, and the requested percentile scores based on the national grade norms.  
 

 Record the Reading Total from the MAP administered in the fall of the current school 

year. 
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 Record the Reading Comprehension, Reading Total, and/or Total/Partial Battery Score 

for tests such as the ITBS or Stanford 10 from the same test. 

 

 

Grades  

 

Grades should be recorded according to the following guidelines.  Grades from advanced courses 

are not to be weighted for the gifted identification/placement process. 

 

Kindergarten – Grade 8  

First semester referral window – average of reading/English/language arts grades from the 

previous school year and first marking period from the current school year 

 

Second semester referral window – average of reading/English/language arts grades from the 

first and second marking periods  

 

Grades 9 – 12  

First semester referral window – average grade for English from the first and second marking 

periods 

 

Second semester referral window – average grade for English from the first, second, and third 

marking periods 

 

 

Performance Based Writing Assessment  
 

If included in the student portfolio, record the student’s Performance Based Writing Score and 

the total possible assessment score. 

 

 

PAGE 2 - Identification/Placement Team Summary 

 
Student Data  

 

Record the following information.  

 

Name    =  Student’s First, Last  

 

Student Number  =  Student’s HCPS eleven (11) digit identification number 

assigned to student at time of registration 

 

 

Mathematics Portfolio Evidence  

 

The Mathematics Portfolio Evidence column indicates the various types of data that may be 

considered as part of the student portfolio.  
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Record the following information prior to the ID/P Team meeting.  

 

Nationally Norm-Referenced Ability Test Data  
 

 Scores from a group and/or individual test are used in the identification/placement 

process for a period of two (2) years following administration of the test.  A maximum of 

two test scores from a nationally norm-referenced test are considered for identification in 

SAA- mathematics. 
 

 Record the test name, the month and year the test was administered, the student’s grade at 

the time of testing, and the requested percentile scores based on age or grade norms. 
 

 Record the Quantitative OR Nonverbal Battery and the Composite Score from the same 

test. 
 

 

Nationally Norm-Referenced Achievement Test Data  
 

 Scores from a group and/or individual achievement test are used in the gifted 

identification/placement process for a period of two (2) years following administration of 

the test.  Only the fall scores from the MAP may be used.  A maximum of two (2) test 

scores from a nationally norm-referenced test are considered for identification in 

mathematics. 

 

 Record the test name, the month and year the test was administered, the student’s grade at 

the time of testing, and the requested percentile scores based on grade norms.  

 

 Record the Math Total from the MAP administered in the fall of the current school year. 

 

 Record the Math Problem Solving, Math Total and/or Total/Partial Battery Score for 

tests such as the ITBS or Stanford 10 from the same test. 
 

 

Grades  
 

Grades should be recorded according to the following guidelines.  Grades from advanced courses 

are not to be weighted for the gifted identification/placement process. 

 

Kindergarten – Grade 8  

First semester referral window – average of mathematics grades from the previous school year 

and first marking period 
 

Second semester referral window – average of mathematics grades from the first and second 

marking periods 
 

Grades 9 – 12  

First semester referral window – average grade for mathematics from the first and second 

marking periods 
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Second semester referral window – average grade for mathematics from the first, second and 

third marking periods 

 

 

Performance Based Mathematics Assessment  
 

If included in the student portfolio, record the student’s Performance Based Mathematics score 

and the total possible assessment score. 

 

 

Evidence Gathered 

 

The Evidence Gathered column indicates the evidence in the student portfolio the ID/P Team 

will share and review at the ID/P Team meeting.  

 

 Place check (√) marks down the English/language arts column on page 1 indicating all 

English/language arts information to be shared and reviewed at the meeting.  

 

 Place check (√) marks down the mathematics column on page 2 indicating all 

mathematics information to be shared and reviewed at the meeting. 

 

Note: Only the Evidence Gathered column is marked with checks (√) prior to the ID/P 

Team meeting. 
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Section 5: Identification/Placement Process 

 
Committee Process  
 
The committee process described in this section is derived from the 2011-2016 Henrico County 

Public Schools Local Plan for the Education of the Gifted. The HCPS Plan, approved by the 

School Board, ensures that the school division is in compliance with the Virginia Regulations 

Governing Education Services for Gifted Students. It is important to understand and follow this 

process accurately. A copy of the Plan is available on the HCPS website and a hard copy is 

available at each school. 

 

 

The Identification/Placement Team Evaluation is a Three-Step Process 

 

1. The ID/P Team reviews student portfolios and makes a recommendation, which is sent to 

the Educational Specialist of Gifted Education Programs for review within two (2) 

instructional days after the meeting is held.  

 

2. The Educational Specialist for Gifted Education Programs reviews the recommendation 

of the ID/P Team for consistency with the HCPS and VDOE guidelines. The gifted 

identification/placement process is complete when the Educational Specialist for Gifted 

Programs signs and returns the Identification/Placement Team Summary indicating to the 

school and parent/guardian that the criteria have been evaluated correctly. 

 

3. The school’s GIC sends the parent/guardian the yellow copy of the Identification/ 

Placement (ID/P) Team Summary and indicates with their initials at the top of the form 

the date sent.  

Note:  The date indicates the beginning of the ten (10) instructional day Appeal 

Process time line. 

 

 

Time Lines  

 

Within 60 instructional days of receiving the signed Academic Referral Form, the school-level 

ID/P Team meets to determine the eligibility status of each student referred for the divisions’ 

gifted education programs in academic aptitude. If the student is found eligible for services, the 

ID/P Team will discuss and recommend the educational placement/service options for the 

student.  For a twice-exceptional student, placement/service options will be noted in the student’s 

Individual Education Plan (IEP). Parent/guardian(s) are officially notified of the school-level 

meeting and invited to attend.   

 

During the ID/P Team meeting, the student’s portfolio of multiple criteria gathered during the 

screening and referral process is shared and reviewed. The ID/P Team Summary form is 

completed as outlined in Section 4: Preparing for the Identification/Placement Meeting.  The data 

collected is shared and discussed by the school-level team.  Students can be found eligible for 
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services in:  

 General Intellectual Aptitude, which is both English/language arts and Mathematics or  

 Specific Academic Aptitude- English/language arts or  

 Specific Academic Aptitude- Mathematics  

 

The ID/P Team reaches a consensus and makes one of three recommendations:  

 

1. The student is identified and found eligible for appropriate service options or  

2. The student is placed on monitor status for the collection of additional evidence or  

3. The student is not identified or eligible for service options at this time 

 

If in attendance, the parent/guardian signs and initials in the appropriate sections of the ID/P 

Team Summary form indicating that they were in attendance and received a copy of the HCPS 

Appeal Process.  If the parent/guardian is not in attendance it will be noted on the signature line 

as, “Invited, but did not attend”, and a copy of the ID/P Team Summary form signed by the 

Educational Specialist for Gifted Education Programs  will be mailed to the home along with a 

copy of the Appeal Process.  

 

Within two (2) instructional days after the ID/P Team meeting, the school’s GIC sends the 

student portfolio and recommendation to the Educational Specialist for Gifted Education 

Programs for review. The specialist is responsible for system-wide record-keeping regarding 

student identification and for promoting consistency among schools in the use of the 

identification procedures. The gifted identification/placement process is complete when the 

specialist reviews the student portfolio and signs the ID/P Team Summary form. This signature 

ensures that the criteria have been evaluated based on Henrico County Public Schools’ Local 

Plan for the Education of the Gifted and VDOE Regulations Governing Educational Services for 

Gifted Students. The portfolio is returned to the school and the school’s GIC completes the 

following: 

 

1. Dates and initials the ID/P Team Summary form prior to separating the NCR forms. 
Note: The date indicates the beginning of the ten (10) instructional day Appeal Process time line. 

2. Places the original ID/P Team Summary form and Academic Referral Form in the 

student’s cumulative record.  

3. Sends a copy of the ID/P Team Summary form, and if applicable, copies of the Appeal 

Process and/or Program Permission form to the parent/guardian.  

4. Notifies the school administrators of each student’s eligibility status, and if applicable, 

appropriate gifted placement/service options.  

5. Places the signed Program Permission form in the student’s cumulative record, if 

applicable.  
 

Note:  Parent/guardian(s) may review the criteria in their child’s portfolio with the 

school’s Gifted Identification Coordinator or school administrator. No copies of any 

criteria or scored rubrics will be given to the parent/guardian(s). Only copies of student 

work samples completed and collected in class may be given to the parent/guardian(s). 
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Forms  

 

The completion of forms during the identification/placement process must be done in black ink 

with care. If an error is made on the ID/P Team Summary form, the form must be redone and the 

form with the error(s) destroyed. The use of correction fluid is not acceptable on these forms.  

When completing the forms, check to be sure all three (3) NCR forms can be clearly read. 

 

 

Identification/Placement Team Members 

 Classroom Teacher(s)  

 Gifted Resource Teacher(s) 

 School Counselor 

 Principal or Designee 

 School’s Gifted Identification Coordinator  

 

This team must include an educator who has instructed the student in the area of referral.  This 

educator is usually the student’s classroom teacher.  However, another team member may fulfill 

this requirement but must be knowledgeable of the student’s school performance. 

 

Classroom teachers are not required to attend the meeting if the existing criteria in the student 

portfolio are sufficient to meet the requirements for gifted identification/placement of the student 

prior to the meeting.  The gifted resource teacher will present and share the Professional 

Questionnaire at the meeting if the teacher is not in attendance.  The GIC will have the 

classroom teacher sign the ID/P Team Summary before sending the student portfolio to the 

specialist for gifted education programs to review. 

 

Classroom teachers must attend the meeting if the criteria in the student portfolio needs to be 

discussed by the team for possible further evaluation.  

 

 

Parent/Guardian Involvement  

 

Parent/guardian(s) are invited to attend the school-level ID/P Team meeting. The school must 

inform the parent/guardian(s) seven (7) calendar days in advance of the date and time for the 

meeting. The meeting may be held without parental/guardian attendance. This should be noted 

on the ID/P Team Summary form on the parent/guardian signature line as, “Invited, but did not 

attend”.  A sample letter inviting the parent/guardian to the meeting is included in the Appendix. 

 

 

Conducting the Identification/Placement Team Meeting  

 
The school's GIC will chair the team meeting.  

 

The team shares the evidence in the student portfolio and reaches a consensus on each type of 

information presented.  Consensus is defined as the majority of the members present in 

agreement or a collective opinion.  
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On the ID/P Team Summary form, a check (√) is placed under Evidence Supporting 

Identification or Evidence Not Supporting Identification for each type of information shared 

during the meeting.  Criteria for these recommendations are provided below. 
 

 

Criteria: Evidence Supporting or Evidence Not Supporting 
 

For each type of information presented in the student portfolio, place a check (√) under 

English/language arts on page 1 or mathematics on page 2 in the Evidence Supporting 

Identification or the Evidence Not Supporting Identification column. 
 

 

Nationally Norm-Referenced Test Scores 

 

 Nationally norm-referenced test scores of 96% and higher are Evidence Supporting 

Identification with a maximum of two scores from the same test.  The two scores can be: 

o Two ability test scores from the same test 

or 

o Two achievement test scores from the same test 

or 

o One ability and one achievement test score in the area of referral. 

 

 Standardized test scores of 95% and below are Evidence Not Supporting Identification. 
 

 

Grades  

 

 Kindergarten: 93% mastery for language arts/reading or mathematics introduced skills is 

considered to be Evidence Supporting Identification.  

 

 Grades 1 – 2: grade average of E for language arts/reading or mathematics is considered 

to be Evidence Supporting Identification 

 

 Grades 3 – 12:   grade average of A for English/language arts/reading or mathematics is 

considered to be Evidence Supporting Identification  

 

 Grades below these levels are considered Evidence Not Supporting Identification. 

 

Note:  Grades from advanced courses are not to be weighted for the identification/placement 

process. 
 

 

Professional Rating Scale of Gifted Characteristics/Professional Questionnaire 

 

 A majority of 4s and 5s on the rating scale in the area of Communication, 

Imagination/Creativity, Insight, Humor, Interest and Motivation, are Evidence 

Supporting Identification in English/language arts. 
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 A majority of 4s and 5s on the rating scale in the area of Problem Solving, Reasoning, 

Inquiry, Memory, Interests, and Motivation are Evidence Supporting Identification in 

mathematics. 

 

 A majority of 3s or below are Evidence Not Supporting Identification. 

 

 A consensus by committee members will determine the questionnaire to be either 

Evidence Supporting Identification for English/language arts and/or mathematics or 

Evidence Not Supporting Identification for English/language arts and/or 

mathematics. 

 

 

Parent/Guardian Questionnaire 

 

 A majority of Frequently or Occasionally checkmarks with at least two supportive 

comments is Evidence Supporting Identification for English/language arts and/or 

mathematics 
 

 A majority of Not Observed checkmarks is Evidence Not Supporting Identification for 

English/language arts and/or mathematics. 
 

Note: Additional comments may be added to the questionnaire during the meeting, if needed. 

 

 

Work Samples 

 

 Summary Rubric scores of 15 points or higher on two out of three work samples in 

English/language arts and/or mathematics are Evidence Supporting Identification.  

 

 Summary Rubric scores of 14 points or lower are Evidence Not Supporting 

Identification. 
 

 

Performance Based Assessments  

 

 Performance Based Writing Assessment scores of 13 points or higher are Evidence 

Supporting Identification.  

 

 Performance Based Writing Assessment scores of 12 points or lower are Evidence Not 

Supporting Identification.  

 

 The rubric used to score Performance Based Mathematics Assessments will indicate the 

scores for Evidence Supporting Identification and Evidence Not Supporting 

Identification. 
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Student Interview 

 

 A majority of characteristics noted on the Interview Checklist are Evidence Supporting 

Identification for English/language arts and/or mathematics 
 

 Less than a majority of characteristics noted on the Interview Checklist are Evidence Not 

Supporting Identification for English/language arts and/or mathematics. 

 

 

Student Observation 

 

 A majority of characteristics noted on the Observation Summary are Evidence 

Supporting Identification for English/language arts and/or mathematics. 
 

 Less than a majority of characteristics noted on the Observation Summary are Evidence 

Not Supporting Identification for English/language arts and/or mathematics. 
 

 

Criteria for Recommending Identification  

 

To ensure the utilization of multiple criteria as required in the Virginia Department of Education 

Regulations Governing Educational Services for Gifted Students adopted May 27, 2010, a 

maximum of two qualifying test scores will be used for the HCPS identification/placement 

process. 

 

 

General Intellectual Aptitude Identification  

Ability and Achievement Scores of 96% or above require the following:  

 Five (5) areas of Evidence Supporting Identification in English/language arts with a 

maximum of two scores from the same test 

     And  

 Five (5) areas of Evidence Supporting Identification in mathematics with a maximum 

of two scores from the same test 

 

 

English/Language Arts Aptitude Identification  
Ability and Achievement Test Scores of 96% or above require the following:  

 Five (5) areas of Evidence Supporting Identification in English/language arts with a 

maximum of two scores from the same test 

 

 

Mathematics Aptitude Identification  
Ability and Achievement Test Scores of 96% or above require the following:  

 Five (5) areas of Evidence Supporting Identification in mathematics with a maximum 

of two scores from the same test 
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NOTE: A student with aptitude or achievement test scores of 95% or lower needs six (6) criteria 

supporting identification in English/language arts and six (6) for identification in mathematics. 

Only two of the six supporting criteria can be test scores from the same test.  

 

 

Recording the Recommendations of the Identification/Placement Team  

 

Any special circumstances that are discussed by the ID/P Team should be taken into 

consideration when making any recommendations and documented in the Committee Comments 

section. 

 

 

Recommendation of the Identification/Placement Team 

 

The ID/P Team will indicate the recommendation by checking (√) the line in front of one of the 

following choices on this section of the form:  

 Portfolio identified for gifted services in General Intellectual Aptitude with grade-level 

placement/service options 

 Portfolio identified for gifted services in English/Language Arts Aptitude with grade-

level placement/service options 

 Portfolio identified for gifted services in Mathematics Aptitude with grade-level 

placement/service options 

 Portfolio not identified or eligible for service options at this time 

 Portfolio is designated for monitor status until ____________________ (specific date)  

   Additional evidence required: ____________________________________________ 

 

Note: Monitor status should only be utilized if one or two additional pieces of evidence are 

needed. Students should not be placed on monitor status if the majority of the current 

evidence being reviewed by the ID/P Team does not support identification.  If the student 

portfolio is designated as monitor status, the additional evidence required along with the 

month, date, and year for the collection of evidence must be recorded on the form.   

 

 

Placement/Service Options Recommendation 

 

If applicable, the ID/P Team discusses the recommended student placement/service options.  The 

GIC checks and initials the line under the appropriate column of the Placement/Service Options 

chart to indicate the recommendation and gives the chart to the parent/guardian(s).   Refer to 

sample chart on page 23. 

 

 

 

 

 

 

 



Henrico County Public Schools 

23 

 

Gifted Education Placement/Service Options 
Note:  All identified K-12 students receive direct and/or indirect services from a Gifted Resource Teacher 

through the collaboration/consultation model. 
Grade Level General Intellectual Aptitude 

 

__________ 

English/Language Arts 

Aptitude 

__________ 

Mathematics  Aptitude 

 

__________ 

Grades  

K-3 
 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 Mathematics acceleration* 

Grade 4  Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 Zone Center option 

 MathScience Innovation 

Center Saturday 

Enrichment+ 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 MathScience Innovation 

Center Saturday 

Enrichment+ 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 MathScience Innovation 

Center Saturday 

Enrichment+ 

 Mathematics acceleration* 

Grade 5  Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 Zone Center option 

 MathScience Innovation 

Center Saturday 

Enrichment+ 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 MathScience Innovation 

Center Saturday 

Enrichment+ 

 English/ language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment 

delivered by the classroom 

teacher 

 MathScience Innovation 

Center Saturday 

Enrichment+ 

 Mathematics acceleration* 

Grades  

6-8 
 Enrichment class/ seminars 

 Cluster grouping 

 Summer Governor’s 

School+ 

 Grade acceleration* 

 Enrichment class/ seminars 

 Cluster grouping 

 Summer Governor’s 

School+ 

 Enrichment class/ seminars 

 Cluster grouping 

 Summer Governor’s 

School+ 

 Mathematics acceleration* 

Grades  

9-12 
 Cluster grouping 

 Grade acceleration* 

 Maggie L. Walker 

Governor’s School+ 

 Summer Governor’s School 

Academies+ 

 Cluster grouping 

 English acceleration* 

 Maggie L. Walker 

Governor’s School+ 

 Summer Governor’s School 

Academies+ 

 Cluster grouping 

 Mathematics acceleration* 

 Maggie L. Walker 

Governor’s School+ 

 Summer Governor’s School 

Academies+ 

* For additional information refer to HCPS Policy P7-09-007 Acceleration of Students.  

+Application process required
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Identification/Placement Team Members  

 

All team members present at the meeting must sign and date on the lines next to their position 

under this section of the ID/P Team Summary form.  

 

If parent/guardian(s) are present at the meeting, they must also sign and date on the appropriate 

line on page 2 and initial and date the highlighted section on page 1 of the form regarding the 

Appeal Process.  A copy of the Appeal Process is to be given to ALL parent/guardian(s) at the 

completion of the meeting.  A copy of the Placement/Service Options chart will be given to 

parent/guardian(s) of students recommended for identification.  

 

When parent/guardian(s) are not in attendance it should be noted on the parent signature line as, 

“Invited, but did not attend”.  A copy of the ID/P Team Summary form signed by the Educational 

Specialist for Gifted Education Programs along with a copy of the Appeal Process is to be sent to 

the parent/guardian(s), and if applicable, the Program Permission Form. 

 

 

Completing the Identification/Placement Process  

 
Review by the Educational Specialist of Gifted Education Programs  

 

The following student portfolio documentation must be forwarded to the Educational Specialist 

of Gifted Education Programs for review within two (2) instructional days after the meeting is 

held. NCR forms must not be separated.  

 

Must be included in student portfolio: 

1. Academic Referral Form 

2. Identification/Placement Team Summary - pages 1 and 2  

3. Professional Questionnaire/Professional Rating Scale of Gifted Characteristics   

4. Parent/Guardian Questionnaire 

 

May be included, if applicable: 

1. Three student work samples with attached Work Sample Summary Rating Scale 

2. Performance Based Writing and/or Math Assessments with attached rubric(s) 

3. Interview with attached checklist 

4. Observation with attached summary 

 

The Educational Specialist of Gifted Education Programs will review all team recommendations 

to ensure consistency with HCPS and VDOE regulations.  If the recommendation by the school 

team is consistent with HCPS and VDOE regulations, the specialist will sign and return forms to 

the school.  If there are inconsistencies or questions, the specialist will contact the school’s GIC. 

The forms will be returned to the school where changes will be made and resubmitted to the 

specialist for review and signature.  
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Notification of Parent/Guardian(s)  

 

The Identification/Placement Team Summary form should be dated and initialed in the Office 

Use Only box on page 2 by the school’s GIC prior to being separated.  The school’s GIC sends 

the parent/guardian(s) the yellow copy of the ID/P Team Summary form, and if applicable the 

Program Permission Form.  The Program Permission Form must be completed and returned to 

the school’s GIC before program services can be initiated. 

 

Note:  The date recorded in the box indicates the beginning of the ten (10) instructional day 

Appeal Process time line. 

 

 

Initiating Gifted Placement/Service Options for Identified Students  
 

Although the details of involving students in gifted placement/service options may vary 

according to the specific service delivery model of the school or program, written 

parent/guardian permission for participation must be obtained after the gifted 

identification/placement process is completed in order for a child to receive gifted services in 

HCPS.  
 

 

Student Designated as Monitor Status  
 

Once the student portfolio documentation has been returned to the school and the 

parent/guardian(s) have been sent a copy of the ID/P Team Summary form designating the 

student as monitor status, the following process begins.  
 

1. The school's GIC initiates the collection of the additional evidence required within the 

designated date documented on the ID/P Team Summary form.  
 

2. The school's GIC schedules an ID/P Team meeting and invites the parent/guardian(s) to 

attend.  
 

3. The school's GIC adds the new evidence to the original white ID/P Team Summary form 

using blue ink. 

 

4. The team meets to review the additional evidence and records a recommendation by 

checking the line in front of one of the choices on the form.  
 

5. The team members present initial and date on the lines next to their position on the form.  
 

6. The parent/guardian(s) should initial and date the form if present.  If not in attendance, it 

should be noted on the parent signature line as, “Invited, but did not attend”.  

 

7. The procedures for completing the process are to be followed as described in Section 5, 

Identification/Placement Process, of this manual.  

 



Henrico County Public Schools 

  26 

Referral from Specific Academic to General Intellectual Aptitude Identification  
 

A student currently identified in English/language arts or mathematics may be referred for 

identification in general intellectual aptitude. When an identification change is initiated, the 

school's GIC will follow the same procedures as outlined in this manual. The student’s original 

white ID/P Team Summary form must be updated in blue ink to reflect any changes in the gifted 

identification/placement process. 
 

If the ID/P Team recommendation is to change the identification from English/language arts or 

mathematics to general intellectual aptitude, a check (√) is placed on the line in front of Portfolio 

identified for gifted services in General Intellectual Aptitude on the ID/P Team Summary form. 

Team members initial and date to reflect the change. 
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SECTION 6: Appeal Process 

 

School-Level Review of the Identification Outcome, Change in Placement or Program Exit 

 

To initiate a school-level review of the identification outcome, change in placement or program 

exit, parent/guardian(s) must provide written notification to the school’s principal within ten (10) 

instructional days of receiving a copy of the school-level ID/P Team Summary form. A school-

level review will be conducted within twenty (20) instructional days after receiving notification 

from the parent/guardian to appeal. Alternatively, the school’s principal may recommend to the 

parent/guardian the division-level appeal process should the decision reached at the school-level 

warrant an additional review.  

 

Criteria for the school-level appeal process include:  

 The question of validity of criteria used to determine decision or  

 The extenuating circumstances such as outdated information or rating subjectivity or  

 The appropriateness of program placement or  

 The additional time to seek outside individual intelligence assessments.*  

 

When the principal receives the written notification to initiate a school-level review, the principal 

or designee will send a return letter within three (3) instructional days to the parent/guardian(s) 

acknowledging receipt.  The principal or designee’s return letter should also indicate the date 

ending the twenty (20) instructional day time period, as well as the date and time of the 

meeting to review the appealed criteria.  Parent/guardian(s) are invited to the meeting and will 

receive written notice of the decision of the school-level review within ten (10) instructional 

days after the meeting. 

 

*Outside Individual Intelligence Assessments 

A parent/guardian who plans to seek outside testing in order to provide additional information 

for a school-level review must include this information in the written notification letter submitted 

to the principal within the ten (10) instructional day time period.  The letter should explain the 

rationale of why the parent/guardian is seeking testing outside HCPS. When the principal 

receives the letter, the principal or designee will send a return letter within three (3) 

instructional days to the parent/guardian acknowledging receipt and will explain that the 

parent/guardian has thirty (30) calendar days to provide any additional information.  The 

principal or designee’s return letter should also indicate the date ending the thirty (30) calendar 

day time period, as well as the date and time of the meeting to review the additional information. 

Once the additional information is received, the school has seven (7) instructional days to 

conduct the meeting.   

 

It is the responsibility of the parent/guardian to ensure that the test report from any outside 

testing or additional information is received at the school seven (7) instructional days prior to 

the school-level meeting date.  If outside testing data or any other additional information is not 

received seven (7) instructional days prior to the meeting date, then the school-level review shall 

take place without using the outside data or additional information.  There are no grounds for 

delaying the scheduled school-level review meeting. Parent/guardian(s) are invited to the 
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meeting and will receive written notice of the decision of the school-level review within ten (10) 

instructional days after the meeting. 

 

Individual intelligence assessments will only be accepted if administered by a state licensed 

psychologist. A copy of the psychologist’s license must accompany the report. Please note that 

results must be reported as standard age or national grade percentile scores. The following 

individual intelligence assessments are accepted:  

 

 WISC IV- Wechsler Intelligence Scale for Children  

 Stanford-Binet Intelligence Test  

 Woodcock Johnson Ability Test  

 Cognitive Abilities Test - CogAT scores will not be utilized if the test is given within eight months 

prior or post of being administrated by HCPS. 
 

Note: HCPS reserves the right to refuse test reports from non-accredited agencies or 

professionals.  

 

 

Division-Level Review of the Identification Outcome, Change in Placement or Program 

Exit 
 

Appeals submitted to the division-level for students completing the gifted 

identification/placement process first semester will be reviewed in February. Students 

completing the process during second semester will be reviewed in May. To initiate the division-

level appeal process, the following procedures must occur:  

 

1. Parent/Guardian(s) must submit a written request to the principal within ten (10) 

instructional days of the notice of the decision by the school-level or division-level ID/P 

Team.  

 

2. The principal refers the appealed case to the Educational Specialist for Gifted Education 

Programs.  

 

3. The Educational Specialist for Gifted Education Programs will schedule meetings in 

February for students completing the gifted identification/placement process by the end 

of the first semester, and May for students completing the process second semester.  

 

4. Parent/guardian(s) will be notified and invited to attend the Division-Level Appeal 

Committee meeting by the educational specialist. The meeting will be held if the 

parent/guardian is unable to attend.   

 

5. Parent/guardian(s) will receive written notice of the decision of the Division-Level 

Appeal Committee within ten (10) instructional days of the meeting. 

 

6. All decisions made by the Division-Level Appeal Committee are final. 

 



Henrico County Public Schools 

  29 

Division-Level Appeal Committee Members for academics include:  

 

 Executive Director for Exceptional Education  

 Supervisor of School Psychologists  

 Educational Specialist for School Counseling  

 Educational Specialist for English/language arts and/or mathematics  

 Educational Specialist for Gifted Education Programs  

 School’s Gifted Identification Coordinator  
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SECTION 7: Change in Placement 

 

Students who have been identified for gifted placement/service options maintain this status while 

enrolled in HCPS. However, student performance for all identified gifted students is reviewed 

and reported to parent/guardian(s) annually. The review includes the student’s advanced 

achievement and performance expectations. The student, parent/guardian, counselor, teacher, or 

the gifted resource teacher may initiate the reevaluation of current placement/service options if 

the student is not meeting performance expectations. If a reevaluation is initiated, the school’s 

ID/P Team will convene to review the student’s current portfolio of classroom performance, 

work samples, and test scores. If change in placement/service options or exit from a program is 

under consideration, parent/guardian(s) are notified in writing by the school’s GIC of the 

reevaluation and invited to attend the ID/P Team meeting. The ID/P Team will meet unless the 

student is withdrawing at parent/guardian request. The ID/P Team evaluates the student data in 

the portfolio and reaches a consensus to make one of three recommendations:  

 

1. Continuation of current program/service options or  

2. Change in current program/service options or  

3. Exit from a program or service option.  

 

If in attendance, the parent/guardian signs and initials the Change in Service Options/Exit Form 

indicating that they were in attendance and received a copy of the HCPS Appeal Process.  If the 

parent/guardian is not in attendance, a copy of the Change in Service Options/Exit Form signed 

by the Educational Specialist for Gifted Education Programs will be mailed to their home along 

with the Appeal Process. 

 

Within two (2) instructional days after the meeting, the school’s GIC sends the student portfolio 

and recommendation to the Educational Specialist for Gifted Education Programs for review. 

The change in service options or exit is complete when the specialist signs the Change in Service 

Options/Exit Form. The signature ensures that the criteria have been evaluated based on Henrico 

County Public Schools’ Local Plan for the Education of the Gifted and VDOE Regulations 

Governing Educational Services for Gifted Students. The portfolio is returned to the school, and 

the school’s GIC completes the following:  

 

1. Dates and initials the Change in Service Options/Exit Form prior to separating the NCR 

forms. Note: The date indicates the beginning of the ten (10) day Appeal Process time line. 

 

2. Places the original Change in Service Options/Exit Form in the student’s cumulative 

record.  

 

3. Sends a copy of the Change in Service Options/Exit Form to the parent/guardian, and if 

applicable, a copy of the Appeal Process.  

 

4. Notifies the school administrators of each student’s status, and if applicable, appropriate 

gifted placement/service options. 
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Note: Parent/guardian(s) may review the criteria in their child’s portfolio with the schools’ 

gifted identification coordinator or school administrator. No copies of any criteria or 

scored rubrics will be given to the parent/guardian. Only copies of student work samples 

completed and collected in class for the change in service options/exit process may be given 

to the parent/guardian. 
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SECTION 8: Management of Student Records 

 

The following forms must be filed in the appropriate section of the cumulative folder.  

 

1. Identification/Placement Team Summary form 

2. Academic Referral Form  

3. Program Permission Form, if applicable 

4. Division-Level Appeal Committee Summary, if applicable 

5. Change in Service Options/Exit Form, if applicable 

 

All other information used in the identification/placement process must be kept in a separate 

folder until the end of the school year.  At this time, all student information not filed in the 

cumulative folder must be shredded. 

 

Active monitor and appeal portfolios should not be placed in the cumulative folder until the 

process is complete. 
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SECTION 9: Forms for Identification/Placement Process 
 

Some of the following forms can be ordered electronically directly from the Warehouse. The 

school’s Gifted Identification Coordinator should contact the school’s secretary for assistance.  

 

Form          Stock Number 
1. Academic Referral Form       1301-716 

One page 

 
2. Change in Service Options/Exit Form     1301-735 

One page (NCR)     
 
3. Division-Level Appeal Committee Summary     Available only through  

One page (NCR)         Gifted Programs  

 

4. English/Language Arts Student Observation Form    1301-733 

One page- front & back 

 

5. Identification/Placement Team Summary      1301-710  

Page 1 (NCR)  

 

6. Identification/Placement Team Summary      1301-710A  

Page 2 (NCR)   

 

7. Mathematics Student Observation Form     1301-734 

 One page- front & back 

 

8. Parent/Guardian Questionnaire      1301-719 

Two pages- front & back 
 

9. Pre-Screening Checklist of Gifted Characteristics   1301-730 

 One page- front & back 

 

10. Professional Questionnaire      1301-718 

Two pages- front & back  

 

11. Professional Rating Scale- English/Language Arts Characteristics 1301-731 

One page 

 

12. Professional Rating Scale- Mathematics Characteristics   1301-732 

One page 
 

13. Program Permission Form        Available only through  

Two pages- front & back       Gifted Programs  

  

 































DESCRIPTORS OF GIFTED CHARACTERISTICS  
 

English/Language Arts Characteristics 

Communication Skills 
 Student  

• demonstrates unusual ability to communicate (verbally, physically, artistically, symbolically).  
• uses particularly apt examples, illustrations or elaborations. 

Imagination/Creativity  

 Student   
• shows exceptional ingenuity in using everyday materials.  
• has unusual, seemingly silly ideas. 
• produces ideas fluently/flexibly.  
• is highly curious.       

Insight 

 Student   
• demonstrates exceptional ability to draw inferences.   
• appears to be a good guesser.  
• is keenly observant.  
• processes a heightened capacity for seeing unusual relationships.  
• integrates ideas and disciplines.  

  Humor  

 Student  
• has a keen sense of humor - may be gentle or sarcastic.  
• sees unusual relationships. 

  

Mathematics Characteristics 

  Problem Solving Ability 

 Student  
• demonstrates unusual ability to devise or adapt a systematic strategy for solving problems and to change the strategy if it is 

not working.  
• creates new designs, invents. 

Reasoning 
 Student 

• makes generalizations.  
• uses metaphors and analogies.  
• thinks things through in a logical manner. 
• thinks critically. 
• thinks things through and comes up with a plausible answer. 

Inquiry   
 Student 

• asks unusual questions for age.  
• plays with ideas.  
• demonstrates extensive exploratory behaviors.  
• elicits information about materials, devices or situations. 

Memory 

 Student  
•  already knows information.  
• needs only 1 – 2 repetitions for mastery.  
• is beyond age group.  
•  pays attention to details. 

 

Both English/Language Arts and Mathematics 

Interests 

 Student  
• demonstrates unusual or advanced interest in a topic or activity.  
• is a self-starter.  
• is beyond age-group.  
• pursues an activity in depth.  

Motivation  

 Student  
• demonstrates persistence in pursuing/completing self-selected tasks. 
• is an enthusiastic learner.  
• sets high expectations for self.               

09/2011                                                                                                                                                                                                          



  

 
HENRICO COUNTY PUBLIC SCHOOLS 

Gifted Education Programs 
 

 

PROFESSIONAL QUESTIONNAIRE 

 
 

______________________ 

Date 
 

 
 

Name of Student  ______________________________________________________  Date of Birth  ________________________  

 

School  _______________________________________  Grade  __________  Student No.   _______________________________  

 

Primary Language Spoken at Home  _____________________________________________________________________________  

 

Name of Professional(s)  ________________________________________  Position  ______________________________________  
 

AREA OF REFERRAL 
 

  _________  General Intellectual Aptitude 

  _________  Specific Aptitude, English/Language Arts 

  _________  Specific Aptitude, Mathematics  
  

          

Grades 
 

Please record each average grade to date on the lines below. 
 

 Reading  ______________ Science  ______________ 

 Language  ______________ Social Studies  ______________ 

 Mathematics  ______________ 

  

 

Professional Questionnaire 
 

Please complete the Professional Questionnaire and return to the school’s Gifted Identification Coordinator at least three weeks prior 

to the Identification/Placement Team meeting. 
 

 

 

Student Work Samples 
 

Note: 
  

     •     Three samples are required for a referral in the area of English/language arts. 

     •     Three samples are required for a referral in the area of mathematics. 
 

Professionals should submit work samples that reflect the student’s ability over a period of time. All samples must be completed 

independently in the classroom setting and selected with care.  Samples that support identification should exemplify work that is 

exceptional, creative, and well above grade level.  It is important that samples also correspond with examples and/or comments sited 

by the professional on the Professional Questionnaire.  Classroom tests such as chapter or skills tests are not considered work samples 

for the identification/placement process. 
 

All samples with scored rating scale attached should be given to the school’s Gifted identification Coordinator at least three weeks 

prior to the Identification/Placement Team meeting. 
 

The proponent for this form is:  GIFTED EDUCATION PROGRAMS, phone 652-3765     Stock #1301-718                                              09/2011 
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HENRICO COUNTY PUBLIC SCHOOLS 

Gifted Education Programs 

NARRATIVE SECTION 

 
    

Directions: Please answer the following questions. For additional space attach paper to the questionnaire. 
 

What is the greatest strength of this student? 

What is the greatest weakness of this student: 

How does this strength relate to this weakness? 

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 

Are there any special circumstances that could affect this student’s performance in school or on standardized tests? 

Is there any additional information you believe should be included? 

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  

 _________________________________________________________________________________________________  
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Henrico County Public Schools 

Gifted Education Programs 

ENGLISH/LANGUAGE ARTS NARRATIVE 

 
Directions:  Please complete the narrative if the student is being referred in the area of English/language arts.  The comments must be 

indicative of the student’s caliber of work produced on a regular basis in the classroom. For additional space attach paper to the 

questionnaire. 

 

Communication 
• Highly expressive and effective use of words, numbers, symbols 

• Unique examples, illustrations or elaborations 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Imagination/Creativity 
• Produces many ideas; highly original 

• Process of forming mental images of objects, qualities, situations or relationships which are not immediately apparent to the senses 

• Problem-solving through non-traditional patterns of thinking 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Insight 

• Quickly grasps new concepts and makes connections; senses deeper meanings 

• Sudden discovery of the correct solution following incorrect attempts based primarily on trial and error 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 

Humor 
• Conveys and picks up on humor 

• Ability to synthesize key ideas or problems in complex situations in a humorous way; exceptional sense of timing in words and gestures 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Interests 

• Intense (sometimes unusual) interests 

• Activities, avocations, objects, etc. that have special worth or significance and are given special attention 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 

_______________________________________________________________________________________________________________________ 

 

Motivation 

• Evidence of desire to learn 

• Forces that initiate, direct and sustain individual or group behavior in order to satisfy a need or attain a goal 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________________ 
3 



  

Henrico County Public Schools 

Gifted Education Programs 

MATHEMATICS NARRATIVE 

Directions:  Please complete the narrative if the student is being referred in the area of mathematics. The professional comments must be 

indicative of the student’s caliber of work produced on a regular basis in the classroom. For additional space attach paper to the 

questionnaire. 

 

Problem-Solving Ability 

• Effective, often inventive, strategies for recognizing and solving problems 

• Process of determining a correct sequence of alternatives leading to a desired goal or to successful completion or performance of a task 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Reasoning 

• Metaphors and analogies 

• Logical approaches to figuring out solutions 

• Thinks critically 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Inquiry 

• Questions, experiments, explores 

• Process of seeking knowledge, understanding or information 

• Plays with ideas 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Memory 
• Large store house of information on school or non-school topics 

• Exceptional ability to retain and retrieve information 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

Interests 

• Intense (sometimes unusual) interests 

• Activities, avocations, objects, etc. that have special worth or significance and are given special attention 

Examples and/or Comments  _______________________________________________________________________________________________  

 ______________________________________________________________________________________________________________________  

 

_______________________________________________________________________________________________________________________ 

 

Motivation 

• Evidence of desire to learn 

• Forces that initiate, direct and sustain individual or group behavior in order to satisfy a need or attain a goal 

Examples and/or Comments _______________________________________________________________________________________________  

________________________________________________________________________________________________________________________ 

________________________________________________________________________________________________________________________ 
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HERICO COUNTY PUBLIC SCHOOLS 

Gifted Education Programs 

Professional Rating Scale of Gifted Characteristics 

English/Language Arts Characteristics 

 

Student Name ____________________________________________________  Grade Level  ______________ 

 

Teacher _____________________________________  School  _______________________  Date __________ 

 

 

Directions:  Please rate the student in each of the following categories in English/Language Arts. 

 

Communication Skills 
 Student Strong Average Weak 

• demonstrates unusual ability to communicate   
 (verbally, physically, artistically, symbolically). 5 4 3 2 1 
• uses particularly apt examples, illustrations or elaborations. 5 4 3 2 1 

    
Imagination/Creativity 

 Student  Strong Average Weak 
• shows exceptional ingenuity in using everyday materials. 5 4 3 2 1 
• has unusual, seemingly silly ideas. 5 4 3 2 1 
• produces ideas fluently/flexibly. 5 4 3 2 1 
• is highly curious. 5 4 3 2 1 

     

Insight 

 Student  Strong Average Weak 
• demonstrates exceptional ability to draw inferences. 5 4 3 2 1  
• appears to be a good guesser. 5 4 3 2 1 
• is keenly observant. 5 4 3 2 1 
• processes a heightened capacity for seeing unusual relationships. 5 4 3 2 1 
• integrates ideas and disciplines. 5 4 3 2 1 

 

Humor 

 Student Strong Average Weak 
• has a keen sense of humor - may be gentle or sarcastic. 5 4 3 2 1 
• sees unusual relationships. 5 4 3 2 1 

Interests 

 Student Strong Average Weak 
• demonstrates unusual or advanced interest in a topic or activity. 5 4 3 2 1 
• is a self-starter. 5 4 3 2 1 
• is beyond age-group. 5 4 3 2 1 
• pursues an activity in depth. 5 4 3 2 1 

Motivation 

 Student Strong Average Weak 
• demonstrates persistence in pursuing/completing self-selected tasks. 5 4 3 2 1 
• is an enthusiastic learner. 5 4 3 2 1 
• sets high expectations for self. 5 4 3 2 1 
 

 

Please return form to the school’s Gifted Identification Coordinator by ___________________________. 

 

 

 

 

 

The proponent for this form is:  GIFTED EDUCATION PROGRAMS, phone 652.3765    Stock #1301-731                     09/2011 

 







 

 

Henrico County Public Schools 

Gifted Education Placement/Service Options 

 

Directions:  The Identification/Placement Team discusses the recommended student placement/service options 

with the parent/guardian(s).  The school’s gifted identification coordinator checks and initials the line under the 

appropriate column on the chart to indicate the recommendation and gives the chart to the parent/guardian(s) 

 
All identified K-12 students receive direct and/or indirect services from a Gifted Resource Teacher through the 

collaboration/consultation model. 

Grade 

Level 

General Intellectual        

Aptitude 

 

____________ 

 

English/Language Arts   

Aptitude 

 

____________ 

 

Mathematics                      

Aptitude 

 

____________ 

 

Grades  

K-3 
 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Mathematics acceleration* 

Grade 4  Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Zone Center option 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Mathematics acceleration* 

Grade 5  Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Zone Center option 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Mathematics acceleration* 

Grades  

6-8 
 Enrichment class/seminars 

 Cluster grouping 

 Summer Governor’s School+ 

 Grade acceleration* 

 Enrichment class/seminars 

 Cluster grouping 

 Summer Governor’s School+ 

 Enrichment class/seminars 

 Cluster grouping 

 Summer Governor’s School+ 

 Mathematics acceleration* 

Grades  

9-12 
 Cluster grouping 

 Grade acceleration* 

 Maggie L. Walker Governor’s 

School+ 

 Summer Governor’s School 

Academies+ 

 Cluster grouping 

 English acceleration* 

 Maggie L. Walker Governor’s 

School+ 

 Summer Governor’s School 

Academies+ 

 Cluster grouping 

 Mathematics acceleration* 

 Maggie L. Walker Governor’s 

School+ 

 Summer Governor’s School 

Academies+ 
*For additional information refer to HCPS Policy P7-09-007 Acceleration of Students. 

+Application process required                                09/2011 
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Appendix 
 

1. Appeal Process  

2. English/Language Arts Interview Checklist 

3. Gifted Education Placement/Service Options Chart 

4. Mathematics Interview Checklist 

5. Parent/Guardian Division Referral Notification Letter   

6. Parent/Guardian Identification Meeting Notification Letter 

7. Parent/Guardian Screening Notification Letter  

8. Performance Based Assessment Rubric – English/Language Arts Writing, K-12 

9. Performance Based Assessment Rubric – Mathematics, K-2 

10. Performance Based Assessment Rubric – Mathematics, Grades 3-5 

11. Performance Based Assessment Rubric – Mathematics, Grades 6-12 

12. Screening Process Inquiries Log  

13. Student Work Sample Rating Scale – English/Language Arts & Mathematics 

14. Wechsler Intelligence Scale for Children IV – WISC IV Conversion Chart 







Henrico County Public Schools 
Gifted Education Programs 

English/Language Arts Interview Checklist 

 
 

Student Name ____________________ School _______________________ 

 

Grade Level _______ Teacher _________________ Date _______________ 

 

 

English/Language Arts Characteristics 
 

___ Demonstrates a curious nature 

___ Demonstrates a keen interest 

___ Displays unexpected depth of knowledge 

___ Indicates a sense of humor beyond age mates 

___ Exhibits empathy atypical for age 

___ Demonstrates a unique or unusual ideas and/or interest 

___ Asks intellectual questions 

___ Utilizes precise language 

___ Includes specific interesting details 

___ Indicates reading two or more years above grade level 

___ Implements rich imagery 

___ Applies advanced vocabulary 

___ Displays ideas fluently 

___ Recognizes the validity of various viewpoints 
 

 

Interview Results 
 

______ This interview supports an English/language arts identification 

 

______ This interview does not support an English/language arts  

identification 
 

 

Adapted from The Kingore Observation Inventory 2001 

 

 

 

 

 
09/2011 

 



Henrico County Public Schools 

Gifted Education Placement/Service Options 

 

Directions:  The Identification/Placement Team discusses the recommended student placement/service options 

with the parent/guardian(s).  The school’s gifted identification coordinator checks and initials the line under the 

appropriate column on the chart to indicate the recommendation and gives the chart to the parent/guardian(s) 

 
All identified K-12 students receive direct and/or indirect services from a Gifted Resource Teacher through the 

collaboration/consultation model. 

Grade 

Level 

General Intellectual        

Aptitude 

 

____________ 

 

English/Language Arts   

Aptitude 

 

____________ 

 

Mathematics                      

Aptitude 

 

____________ 

 

Grades  

K-3 
 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Mathematics acceleration* 

Grade 4  Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Zone Center option 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Mathematics acceleration* 

Grade 5  Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 Zone Center option 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Grade acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 English/language arts 

acceleration* 

 Cluster grouping at home 

school 

 Advanced curriculum/ 

academic enrichment delivered 

by the classroom teacher 

 MathScience Innovation 

Center Saturday Enrichment+ 

 Mathematics acceleration* 

Grades  

6-8 
 Enrichment class/seminars 

 Cluster grouping 

 Summer Governor’s School+ 

 Grade acceleration* 

 Enrichment class/seminars 

 Cluster grouping 

 Summer Governor’s School+ 

 Enrichment class/seminars 

 Cluster grouping 

 Summer Governor’s School+ 

 Mathematics acceleration* 

Grades  

9-12 
 Cluster grouping 

 Grade acceleration* 

 Maggie L. Walker Governor’s 

School+ 

 Summer Governor’s School 

Academies+ 

 Cluster grouping 

 English acceleration* 

 Maggie L. Walker Governor’s 

School+ 

 Summer Governor’s School 

Academies+ 

 Cluster grouping 

 Mathematics acceleration* 

 Maggie L. Walker Governor’s 

School+ 

 Summer Governor’s School 

Academies+ 
*For additional information refer to HCPS Policy P7-09-007 Acceleration of Students. 

+Application process required                               09/2011 

 



Henrico County Public Schools 
Gifted Education Programs 

Mathematics Interview Checklist 

 
 

Student Name ____________________ School _______________________ 

 

Grade Level _______ Teacher _________________ Date _______________ 

 

 

Mathematics Characteristics 
 

___ Recognizes similarities, differences, and patterns 

___ Selects an appropriate strategy for problem solving 

___ Sustains tenacity in solving problems 

___ Operates easily with symbols and spatial concepts 

___ Applies math to real world problems or to the real world 

___ Demonstrates and/or communicates advanced conceptual knowledge 

___ Solves problems accurately  

___ Demonstrates a curious nature 

___ Demonstrates a keen interest 

___ Displays an unexpected depth of knowledge 

___ Indicates a sense of humor beyond age mates 

___ Exhibits empathy atypical for age 

___ Demonstrates unique or unusual ideas and/or insights 

___ Asks intellectual questions 

 

 

Interview Results 
 
______ This interview supports a mathematics identification 

 

______ This interview does not support a mathematics identification 

 
 

Adapted from The Kingore Observation Inventory 2001 

 

 
 

 

 
09/2011 



 

 

Parent/Guardian Division Referral Notification Letter 
DATE 

 

 

To the Parent/Guardian(s) of STUDENT NAME, 

 

This letter is to inform you that your child has been referred by Henrico County Public Schools’ (HCPS) 

for the Gifted Identification/Placement Process.  The division referral is based on your child receiving a score of 

96% or higher on a nationally norm-referenced ability and/or achievement test.  The ability test administered by 

HCPS is the Cognitive Abilities Test (CogAT).  The CogAT scores considered for the process are verbal 

battery, quantitative battery, nonverbal battery, or total battery. The achievement test administered is the 

Measures of Academic Progress (MAP).  MAP scores considered are the reading total and/or math total.  A 

maximum of two supportive test scores from the same test may be used for the process.  The two scores can be 

two ability test scores, or two achievement test scores, or one ability and one achievement score in the area of 

referral.   Below is the area for which your child is being referred and the test scores considered for the division 

referral. 

 

Area of Division Referral:   

 

______ General Intellectual Aptitude    ______Specific English/Language Arts    ______Specific Mathematics  

 

Test scores of 96% or higher considered by the division for referral:  

                                      Ability Test Scores               Achievement Test Scores 

 Verbal Battery  Reading Comprehension 

 Quantitative Battery   Reading Total 

 Nonverbal Battery  Math Problem Solving 

 Total Battery        Math Total       

   Total/Partial Battery 

 

According to the HCPS guidelines for the Gifted Identification/Placement Process, a child with scores 

of 96% or higher require five pieces of criteria supporting identification in English/language arts and five pieces 

supporting mathematics.  Only two of the five criteria used for the process can be test scores for 

English/language arts and two scores for mathematics.  Standardized test scores of 95% or below require six 

pieces of criteria supporting identification in English/language arts and six pieces supporting mathematics.  

Based on the test scores indicated above, your child has _____ criteria supporting English/language arts and 

_____ criteria supporting mathematics at this time. 

 

 The next step in the process is for you to give permission for the collection of additional criteria for your 

child’s portfolio.  During the referral window of November 1-15 or February 1-15, you will receive  a copy of 

the Academic Referral Form, Parent/Guardian Questionnaire, and “Gifted Identification Process – Frequently 

Asked Questions” document. The referral form must be signed and returned to me no later than November 15 

or February 15.  Once I have received the form, the school has 60 instructional days to complete the process. If 

you have any questions, please contact me at 555.5555 or teacher@henrico.k12.va.us. 

 

 

Sincerely, 

 

 

               First and Last Name 

               Gifted Identification Coordinator 

 
09/2011 

mailto:teacher@henrico.k12.va.us


 

 

Parent/Guardian ID Meeting Notification Letter 
DATE 

 

 

 
To the Parent/Guardian(s) of STUDENT NAME, 

 

Henrico County Public Schools’ (HCPS) Gifted Identification/Placement Process is designed to collect 

multiple criteria for each student referred for the process to determine eligibility of program services.  A student 

portfolio is created and the selected criteria for English/language arts and/or mathematics is reviewed and scored 

by licensed professionals, such as classroom teachers, gifted resource teachers, school’s gifted identification 

coordinators, and school counselors.  The professionals use rubrics, checklists, and/or rating scales to score each 

criterion.  Below is the area for which your child was referred and a summary of criteria gathered for his/her 

portfolio.  
 

Area of Referral:   

 

______ General Intellectual Aptitude       ______Specific English/Language Arts       ______Specific Mathematics 

 

Criteria that could be included in portfolio: 

Note:  Each child’s portfolio is different; therefore each portfolio may not include all criteria listed below.  

 

               English/Language Arts Criteria Mathematics Criteria 

 Standardized Test Score(s)      1 score      2 scores  Standardized Test Scores      1 score      2 scores 

 Classroom Grade  Classroom Grade 

 Professional Rating Scale/Questionnaire  Professional Rating Scale/ Questionnaire 

 Parent/Guardian Questionnaire  Parent/Guardian Questionnaire 

 English/Language Arts Classroom Work Samples          Mathematics Classroom Work Samples           

 Performance Based Writing Assessment  Performance Based Mathematics Assessment 

 Student Interview  Student Interview 

 Student Observation  Student Observation 

 
According to the HCPS guidelines for the Gifted Identification/Placement Process, a child with 

standardized test scores of 96% or higher require five pieces of criteria supporting identification in 

English/language arts and five pieces supporting mathematics.  Standardized test scores of 95% or below require 

six pieces of criteria supporting in English/language arts and six pieces supporting mathematics.  Your child’s 

portfolio has _____ criteria supporting English/language arts and _____ criteria supporting mathematics. 

 

The next step in the process is for the school’s Gifted Identification/Placement Team to meet and review 

only the collected criteria in your child’s portfolio indicated above. The meeting is to ensure that both the HCPS 

Identification/Placement Process and the Virginia Department of Education Regulations Governing Educational 

Services for Gifted Students have been followed.  The team will also discuss program service options if 

applicable.   

 

If you would like to be a part of the conversation, we invite you to attend the meeting.   The attached 

reply form indicates the date and time for the meeting.  If you have any questions concerning the upcoming 

meeting, please contact me at 555.5555 or teacher@henrico.k12.va.us. 

 

Sincerely, 

 

 

               First and Last Name 

               Gifted Identification Coordinator 

Attachment  

mailto:teacher@henrico.k12.va.us


 

 

Name of School 
Gifted Identification/Placement Team Meeting 

 

 

The school’s Gifted Identification/Placement Team is scheduled to review the criteria included in your 

child’s portfolio and, if applicable, discuss program service options on DAY, MONTH, DATE, 

YEAR, from TIME.  Parent/Guardian(s) are encouraged to attend the meeting. Please indicate below 

if you will be in attendance. 

 
Detach 

 

Gifted Identification/Placement Team Meeting 

Reply Form 

 

Directions:  Please detach and return this portion of the form to the school’s Gifted Identification 

Coordinator no later than DAY, MONTH, DATE, YEAR. 

 

 

Student Name _____________________________________________________  Grade ___________ 

 

 

______  I/We will be able to attend the Gifted Identification/Placement Team meeting scheduled for 

DAY, MONTH, DATE, YEAR, from TIME.   

 

 

______  I/We will not be able to attend the Gifted Identification/Placement Team meeting.  I 

understand I will receive a copy of the Identification/Placement Team Summary form used to 

determine eligibility and a copy of the Appeal Process.  Both copies will be sent home at the 

completion of the gifted identification/placement process.   

 

 

Signature of Parent/Guardian _______________________________________    Date _____________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
09/2011 



 

 

Parent/Guardian Screening Notification Letter 
DATE 

 

 

To the Parent/Guardian(s) of STUDENT NAME, 
 

Henrico County Public Schools’ (HCPS) Gifted Identification/Placement Procedures begin with a screening 

process to create a pool of potential students who may or may not be referred for the formal identification process.  

For students in the screening process, multiple criteria is reviewed and/or scored by licensed professionals, such as, 

classroom teachers, gifted resource teachers, schools’ gifted identification coordinators, and school counselors.  The 

professionals use rubrics, checklists, and/or rating scales to score each criterion.  Below is the informational source 

which placed your child in the screening pool and the criteria reviewed and scored. 
 

Informational source for placement in the screening process: 
_____  Professional Rating Scale of Gifted Characteristics completed by the classroom teacher 
 

_____  Inquiries from parent/guardian(s), professional educators, community members, peers, or students 
 

_____  Nationally Norm-Referenced Test Scores – maximum of two scores from the same test can be used in the area of referral 
 

_____  Student Work Samples 
 

_____  Records of Identified Transfer Students 

 

Screening criteria that may be reviewed and/or scored: 
 

             English/Language Arts Criteria Mathematics Criteria 

 Standardized Test Score(s )      1 score     2 scores  Standardized Test Score(s)      1 score     2 scores 

 Classroom Grade average of A    Classroom Grade average of A  

 Professional Rating Scale of Gifted Characteristics  Professional Rating Scale of Gifted Characteristics  

 English/Language Arts Classroom Work Samples          Mathematics Classroom Work Samples           

 

According to the HCPS guidelines for the Gifted Identification/Placement Process, a child with standardized 

test scores of 96% or higher require five pieces of criteria supporting identification in English/language arts and five 

pieces supporting mathematics.  Standardized test scores of 95% or below require six pieces of criteria supporting in 

English/language arts and six pieces supporting mathematics.  Based on the criteria indicated above, your child has 

_____ criteria supporting English/language arts and _____ criteria supporting mathematics. 
 

Based on the criteria collected during the current screening window, the school’s recommendation is: 

______  Your child will be referred for the gifted identification process where additional criteria will be collected for 

your child’s portfolio.  A copy of the Academic Referral Form is attached. 
 

______  Your child will not be referred for the gifted identification process at this time due to insufficient criteria.  

Comments: __________________________________________________________________ 
 

If you have any questions, please contact me at 555.5555 or teacher@henrico.k12.va.us. 

 

Sincerely, 

 

 

               First and Last Name 

               Gifted Identification Coordinator 
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HENRICO COUNTY PUBLIC SCHOOLS 
Gifted Education Programs 

PERFORMANCE BASED ENGLISH/LANGUAGE ARTS RUBRIC 

Grades K-12 

Points 4 3 2 1 

 
 

Ideas 

 Generates many 

original ideas 

 Focuses completely 

on topic 

 Demonstrates 

exemplary use of 

supporting details 

 Generates an original 

idea 

 Focuses on topic 

 Demonstrates use of 

supporting details 

 Generates grade 

appropriate ideas 

 Moves away from 

focus (topic) 

 Demonstrates 

minimal use of 

supporting details 

 Generates little 

or no ideas 

 Does not focus 

on topic 

 Lacks supporting 

details 

 
 

Organization 

 Contains a strong 

beginning, middle, 

and end 

 Processes all ideas 

logically 

 Connects all ideas 

 Contains a good 

beginning, middle, 

and end 

 Processes most ideas 

logically 

 Connects most ideas 

 Undeveloped 

beginning, middle, 

and end 

 Does not always 

process ideas 

logically 

 Connects some ideas 

 Lacks beginning, 

middle, and end 

 Displays little or 

no ideas logically 

 Does not connect 

ideas 

 
 

Word 
Choice 

 Displays advanced 

word choices 

 Uses many strong, 

purposeful nouns, 

verbs, and adjectives 

 Utilizes a variety of 

figurative language 

 Displays well-

selected word 

choices 

 Uses strong nouns, 

verbs, and adjectives 

 Utilizes figurative 

language 

 Displays appropriate 

word choices 

 Uses basic nouns, 

verbs, and adjectives 

 Utilizes minimal 

figurative language 

 Displays weak 

word choices 

 Uses few if any 

nouns, verbs, and 

adjectives 

 Lacks figurative 

language 

 
 

Written 
Expression 

 Displays exemplary 

control of style 

 Displays wide 

variety of sentence 

structure 

 Displays general 

control of 

conventions 

 Displays acceptable 

control of style 

 Displays an adequate 

variety of sentence 

structure 

 Displays some 

control of 

conventions 

 Displays minimal 

control of style 

 Displays minimal 

variety of sentence 

structure 

 Displays minimal 

control of 

conventions 

 Contains little 

or no style 

 Lacks variety of 

sentence structure 

 Displays little or 

no control of 

conventions 

 

 

Student Name  _________________________________ Ideas  ________________ 

 

School  ______________________________________ Organization  ________________ 

 

Grade Level:  K   1   2   3   4   5   6   7   8   9   10   11   12 Word Choice  ________________ 

 (Circle One) 

  Written Expression  ________________ 

Date   ________________________________________   

  TOTAL SCORE  ________________ 

 

  
 Rating Scale 

 13-16 total points supports identification 

 12 total points or less does not support identification 
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Rating Scale 

19-27 total points supports identification 

18 total points or less does not support identification 

Henrico County Public Schools 

Gifted Education Programs 

Performance Based Mathematics Assessment Rubric 

Grades K-2 

 

 

Student Name                                                         School         

 

Grade Level:  (Circle One)    K     1     2                   Date         

                             

Student Scores      

Problem 1 Total Score          /9 

Problem 2 Total Score         /9 

Problem 3 Total Score        /9 

          Grand Total Score       /27 

    

Answer    

   Exceptional  Appropriate      Minimal 

Points 3 2 1 0 

 

Mathematical 

Knowledge 

 

  Demonstrated 

     complete  

     understanding;  

     correct solution 

  Attempted the 

     problem with 

     appropriate  

     understanding;  

     errors exist; correct or  

     incorrect solution 

  Attempted 

     the problem  

     with minimal  

     understanding;   

     correct or  

     incorrect  

     solution  

  Did not  

     attempt  

 

Reasoning/ 

Strategy 

 

  Selected strategy 

     demonstrates  

     exceptional   

     mathematical  

     understanding and   

     contains correct  

     components of  

     diagrams, charts,  

     graphs, etc., if    

     needed 

 

  Selected  

     strategy  

     demonstrates  

     appropriate  

     mathematical  

     understanding and 

     contains some       

     components of  

     diagrams,  

     charts, graphs,  

     etc., if needed 

  Selected  

     strategy   

     demonstrates  

     minimal evidence 

     of mathematical  

     understanding 

     and lacks 

     components of  

     diagrams, charts,  

     graphs, etc., if  

     needed 

  Did not  

     attempt  

 

 

 

Communication 

 

  Provided a clear 

     and concise  

     explanation of 

     the solution  

     using  

     advanced  

     vocabulary  

  Provided an 

     appropriate  

     explanation  

     of the  

     solution using  

     acceptable  

     vocabulary 

  Provided an  

     explanation  

     with difficulty  

    communicating  

     the strategy using 

     minimal  

     vocabulary  

  Did not 

     attempt  
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Henrico County Public Schools 

Gifted Education Programs 

Performance Based Mathematics Assessment Rubric 

Grades 3 – 5 

 

 

Student Name                                                         School         

 

Grade Level: (Circle One)     3     4     5      Date         

                                       

Student Scores      

Problem 1 Total Score          /9 

Problem 2 Total Score         /9 

Problem 3 Total Score        /9 

          Grand Total Score       /27 

   

Correct Answer    

   Exceptional  Appropriate      Minimal 

Points 3 2 1 0 

 

Mathematical 

Knowledge 

 

  Demonstrated 

     complete  

     understanding;  

     correct solution 

 Attempted the problem  

    with appropriate 

    understanding; correct  

    solution or incorrect  

    solution due to  

    computational error 

  Attempted 

     the problem  

     with minimal  

     understanding;   

     correct or  

     incorrect  

     solution  

  Did not  

     attempt  

 

 

Strategy/ 

Procedure 

 

  Selected strategy 

     demonstrates  

     exceptional   

     mathematical  

     understanding and   

     contains correct  

     components of  

     diagrams, charts,  

     graphs, etc., if    

     needed 

 

  Selected  

     strategy  

     demonstrates  

     appropriate  

     mathematical  

     understanding and 

     contains some       

     components of  

     diagrams,  

     charts, graphs,  

     etc., if needed 

  Selected  

     strategy   

     demonstrates  

     minimal evidence 

     of mathematical  

     understanding 

     and lacks 

     components of  

     diagrams, charts,  

     graphs, etc., if  

     needed 

  Did not  

     attempt  

 

 

 

Communication 

 

  Provided a clear 

     and concise  

     explanation of 

     the solution  

     using  

     advanced  

     vocabulary  

  Provided an 

     appropriate  

     explanation  

     of the  

     solution using  

     acceptable  

     vocabulary 

  Provided an  

     explanation  

     with difficulty  

    communicating  

     the strategy using 

     minimal  

     vocabulary  

  Did not 

     attempt  
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Henrico County Public Schools 

Performance Based Mathematics Assessment Rubric 

Grades 6 – 12  

 

 

Student Name                                                           School        Date      

Student Scores       

Problem 1 Total Score  

Problem 2 Total Score  

Problem 3 Total Score  

      Grand Total Score  

 

Points 4 3 2 1 0 

 

Mathematical 

Knowledge 

 

• shows complete understanding 

   of the problem’s mathematical  

   concepts and principles 

• uses appropriate mathematical   

   terminology and notations  

   including labeling answer if  

   appropriate 

• executes algorithms and  

   computations completely and  

   correctly 

• shows nearly complete 

   understanding of the problem’s  

   mathematical concepts and  

   principles 

• uses mostly correct  

   mathematical terminology and  

   notations 

• executes algorithms  

   completely; computations are  

   generally correct but may  

   contain minor errors 

• shows some understanding of  

   the problem’s mathematical  

   concepts and principles 

• uses some correct mathematical  

   terminology and notations 

• may contain major algorithmic  

   or computational errors 

• shows limited to no  

   understanding of the problem’s  

   mathematical concepts and  

   principles 

• may misuse or fail to use  

   mathematical terminology and  

   notations 

• attempts an answer 

• no answer  

   attempted 

 

Reasoning 

 

• identifies all important  

   elements of the problem and  

   shows complete understanding  

   of the relationships among  

   elements 

• shows complete evidence of an 

   appropriate strategy that would  

   correctly solve the problem 

• identifies some important  

   elements of the problem but  

   shows only a limited  

   understanding of the  

   relationships among them 

• shows complete evidence of an  

   appropriate strategy that would  

   correctly solve the problem 

• identifies all important  

   elements of the problem and  

   shows complete understanding  

   of the relationships among  

   elements 

• shows some evidence of a  

   strategy for solving the  

   problem 

• fails to identify important 

   elements or places too much  

   emphasis on unrelated  

   elements 

• reflects an inappropriate  

   strategy for solving the  

   problem; strategy may be  

   difficult to identify 

• no apparent 

   strategy 

 

 

 

Communication 

 

• gives a complete written  

   explanation of the solution  

   process; clearly explains what  

   and why it was done 

• may include a diagram with a  

   complete explanation of all its  

   elements 

• gives a nearly complete written 

   explanation of the solution  

   process; clearly explains what  

   was done and begins to address  

   why it was done 

• may include a diagram with  

   most of its elements explained 

• gives some written explanation 

   of the solution process; either  

   explains what was done or  

   addresses why it was done 

• explanation is vague, difficult  

   to interpret, or does not  

   completely match the solution  

   process 

• may include a diagram with  

   some of its elements explained 

• gives minimal written 

   explanation of the solution  

   process; may fail to explain  

   what was done and why it was  

   done 

• explanation does not match  

   presented solution process 

• may include minimal  

   discussion of the elements in a  

   diagram; explanation of  

   significant elements is unclear 

• no written 

   explanation of the  

   solution process  

   is provided 

09/2011 

Rating Scale 

27-36 total score supports identification 

26 total score or less does not support identification 



Henrico County Public Schools 
Gifted Education Programs 

Screening Process Inquiries Log 

 
   School:          Coordinator: 

Date Child’s Name and 
Teacher 

Grade 
Level 

Parent’s Name Inquiry 
Source 

Rationale 
 

Method of Contact 
(phone call, email, etc.) 
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Henrico County Public Schools 

Gifted Education Programs 

Student Work Sample Rating Scale  

Individual/Summary 

 English/Language Arts   Mathematics 

 

Student:  __________________________         School:  _________________________ 

Grade: ____________________________ Date:  ___________________________ 

 

Directions:  Rate each criterion below for work samples completed independently in class.  All work samples 

must have the correct solutions written next to each activity or attached to the work. 

 

Scale:  5 = Exemplary    4 = Above grade level    3 = On grade level    2 = Below grade level    1 = Developing 

 

Ideas      5 4 3 2 1 

• Shows fluent & flexible understanding 

• Utilizes unexpected depth of knowledge 

• Demonstrates unique or unusual ideas 

 

Perspective                                                    5 4 3 2 1 

• Displays ability to apply & incorporate unusual points of view 

• Demonstrates keen insight 

• Recognizes validity of various viewpoints 

 

Accelerated      5 4 3 2 1 

• Demonstrates mastery & ability to learn & analyze 

   concepts beyond that expected for his/her age group 

• Utilizes precise language &/or specific details 

• Provides well-written explanation of solution or conclusion 

 

 

  Advanced Language (English/LA only)  5 4 3 2 1 

• Uses advanced vocabulary & complex language 

• Reads and understands 2 or more years above grade level 

• Implements rich imagery 

• Connects easily with world, self, and text 

 

Analytical Thinking (Math only)   5 4 3 2 1 

• Sees parts of a whole 

• Recognizes patterns in procedures, experiences, ideas, &/or objects 

• Manipulates easily with symbols & spatial concepts 

• Applies math to real world problems or to the real world 

 

Add numbers for a total score          Total:  ____________  

        
Rating Scale 

Supports:                 15-20     

Does not support:    14 and below                 
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Henrico County Public Schools 
Gifted Education Programs  

Wechsler Intelligence Scale for Children IV 

Conversion Chart 

 

Verbal Comprehension 

   Index Scaled Scores 

 Perceptual Reasoning 

  Index Scaled Scores 

 Full Scale IQ 

  Scaled Scores 

  VCI Percentile 

Rank 

PRI Percentile 

Rank 

FSIQ Percentile 

Rank 

114 82 115 84 115 84 

116 86 117 87 116 86 

119 90 119 90 117 87 

121 92 121 92 118 88 

124 95 123 94 119 90 

126 96 125 95 120 91 

128 97 127 96 121 92 

130 98 129 97 122 93 

132 98 131 98 123 94 

134 99 133 99 124 95 

    125 95 

    126 96 

    127 96 

    128 97 

    129 97 

    130 98 

    131 98 

    132 98 

    133 99 
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