
2027 Virginia 
Teacher of the Year 

Teacher of the Year (TOY) Portfolio Application Overview 
User Guide for Navigating the Survey Monkey Apply Application System

Portfolio Applications Due February 9, 2026, by 4p.m.



Starting the 
Portfolio 

Application

• Access the Virginia Teacher of the 
Year (TOY) portfolio application 
found at 
https://vdoe.smapply.us/prog/virgi
nia_teacher_of_the_year_2027/

• TOY will need an account in 
SMApply in order to complete their  
Virginia Teacher of the Year (VTOY) 
portfolio application

https://vdoe.smapply.us/prog/virginia_teacher_of_the_year_2027/
https://vdoe.smapply.us/prog/virginia_teacher_of_the_year_2027/




Registration

• First-time users: Select Register
• Returning users: Select Log In
• For log in support, click the 

information (i) icon and submit a help 
request





Creating an 
Account in 

SMApply

• Teachers of the Year must create an 
account in SurveyMonkey Apply

• Use legal first and last name for record 
matching

• Use a school-issued email address  
• Keep in mind, within the registration 

information, a summer contacted 
number will be needed just in case you 
are selected as Virginia’s TOY

• Do not use the 'Register with Google' 
option





Completing  
Tasks

• All portfolio application requirements 
are organized as tasks 

• When you have finished answering all 
questions in the task, click on the green 
Mark as Complete button at the 
bottom of the page. If not, save and 
continue to edit.

• When you mark a task complete, the 
circle next to that item in your 
application task list will now show as a 
green circle with a checkmark. 

• Half-filled green circle = task started
(not yet completed)

• Green circle with checkmark = task 
completed



Mark Tasks as Complete



Task List

The Portfolio Application includes the 
following tasks: 
• Check Eligibility
• Application with teacher, school, and 

division information
• Educational History
• Five (5) Essays
• Three (3) Letters of Recommendation
• Principal Confirmation and Letter of 

Reference
• Superintendent Confirmation and Letter 

of Reference
• Legal Disclosures
• Teacher Certification and Signatures





Check 
Eligibility

• Eligibility must be completed before 
any other task

• Read questions carefully before 
responding

• Incorrect responses may result in 
automatic disqualification

• Ineligible applicants receive an email 
notification





Adding a 
School 

Division 
Collaborator

• After eligibility is confirmed, a 
collaborator may be added

• The Superintendent or the 
Superintendent's designee may be 
a “collaborator” (local decision)

• The collaborator person may assist 
with division-level data and 
technical questions

• The collaborator is a support for 
the TOY

• Collaborators may not write essays





Task A: 
Application-

Teacher, 
School, and 

Division 
Information

• In this section, enter contact 
information for the TOY candidate 
using the school division email address 
as the primary contact 

• Include summer contact information in 
case you are selected as the Virginia 
Teacher of the Year (VTOY)

• Division designee may assist with 
statistics and data

• Complete this application section task 
even if not submitting essays. This will 
allow the TOY and school to be eligible 
for any opportunities from VDOE if we 
have this contact information on file. 

• When done, mark the task complete 





Task B: 
Educational 
History and 

Professional 
Development

• In this section, include education, 
certifications, and teaching experience

• List leadership roles, professional 
associations, and civic involvement

• Include awards and recognitions
• Maximum length: two pages, single-

spaced
• When done, mark the task complete





Tasks C–G: 
Essay 

Requirements

• In this section, five (5) essays addressing 
different prompts will be submitted

• Maximum of 750 words per essay
• Essays must reflect original work and 

lived experience
• Use of AI-generated content is 

prohibited
• Cite sources appropriately when 

referencing others
• When done, mark the task complete for 

each essay





Task F: 
Letters of 

Support

• Three (3) letters of support are required
• Acceptable authors include 

administrators, colleagues, parents, 
students, or community leaders

• Do not include principal or 
superintendent letters in this section

• Each letter limited to one typed page
• Follow the naming convention for the 

files: School Division_Last Name_Essay #  
• When done, mark the task complete





Task I: 
Principal 

Confirmation 
and 

Reference 
Letter

• In this section the Principal confirms 
candidate is the official division TOY

• Principal submits a reference letter
• Candidates cannot view the contents of 

the letter
• Application cannot advance without 

completion
• When done, mark the task complete





Task J: 
Superintendent 

Confirmation 
and Reference 

Letter

• In this section, the Superintendent 
confirms candidate status

• Superintendent submits a reference 
letter

• Candidates cannot view the contents of 
the letter

• Application cannot advance without 
completion

• When done, mark the task complete





Task K: 
Legal 

Disclosures

• The candidate must answer all 
questions under Legal Disclosures

• Responses must be accurate and 
complete

• When done, mark the task 
complete





Task L: 
Teacher 

Certification 
and 

Signatures

• The Candidate certifies all work is 
their own

• Affirms no use of AI or automated 
writing tools

• When done, mark the task 
complete





Final 
Review and 
Submission

Remember: 
• Confirm all tasks show green checkmarks 

then click submit.
• Submit application by: February 9, 2026 

at 4 p.m.
• Contact: 

Dr. Christine Harris 
teacheroftheyear@doe.virginia.gov
Executive Director, Educator Partnerships 
Virginia Department of Education

mailto:teacheroftheyear@doe.virginia.gov
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