	Directions for Administering the Teacher Leader Survey


Every person taking the survey will need an individual copy of the following:

1. A list of professional staff that includes only names in alphabetical order, last name first (not schedules). Don’t forget your special education staff.

2. A copy of the Teacher Leader Identification Survey:  Overview and Directions

3. A survey response form

The person administering the survey to staff should follow the outline below as carefully as possible:

· Pass out a copy of the three items above to each person.

· Read the introduction at the top of the Survey Tool while everyone follows along.

· Give everyone time to complete the survey and place his or her response form in a large envelope.

· When everyone has finished, place a copy of the staff list in the envelope and seal it.  This is like a secret ballot -  ___________ will compile.
· Place it in school mail to _____________________
Results of the surveys will be compiled by ____________ and the names of the teachers identified by staff will be arranged in alphabetical order and emailed to the principal along with congratulatory letters.

The principal should notify the teachers selected as soon as possible and recruit these teachers as teacher leaders.  The principal should also announce to the entire staff which teachers have been identified through the tool, even if they choose not to serve as teacher leaders.
