
1 
 

 

Protocol for Administering the SPL Overview and Early Literacy Skills Parent Survey (WVDE-CIS-108) 

Dear Training Facilitator/Survey Proctor, 

Thank you for your assistance in administering the SPL Overview and Early Literacy Skills Parent Presentations and 

Survey. These presentations are an important part of this professional development project. The survey will aid us in 

measuring the extent to which we are helping increase parent knowledge, awareness, and use of SPL and early literacy 

skills. 

The two presentations, 1) Support for Personalized Learning (SPL) Overview, "Parents as Partners in Education" and 2) 

"Engaging Families in Early Literacy Experiences", may be conducted at the same time or separately. Whether you 

administer one or both of the presentations, you will use the same survey. Therefore, the purpose of this document is to 

detail the protocol you will follow in administering the Parent Survey. Following this protocol ensures that everyone who 

participates in the survey has a clear understanding of how to complete the survey correctly according to which 

presentation(s) they attended.  
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Administration Procedure: 

1. Communicate with personnel at the event site. Before the event, ensure the following: 

a. The site has appropriate space, seating, and technology (i.e., projector) 

b. You have permission from appropriate personnel at site to conduct a survey at the end of the event 

2. Take inventory of your materials. You should have received the following through e-mail: 1) the PowerPoint 

slide presentation(s) and support materials, 2) this protocol document, (3) a sign-in log, and (4) the parent 

survey.  

 

3. Make an appropriate number of copies of the parent survey, and bring writing utensils for participants.  

Determine the number of surveys/writing utensils by: 

a. Number of parents registered, if a registration process is used 

b. Bring 30 copies/utensils to any given event 

 

4. At the beginning of the event, inform parents there will be a survey at the conclusion of the presentation(s).  

Make sure to leave enough time at the end for parents to complete the survey.  It should take approximately 10 

minutes, 15 at maximum. 

 

5. Distribute the parent survey.  At the conclusion of the presentation(s) distribute one survey to each parent; 

ensure everyone has a pen or pencil.  

a. Read the following sections of the survey instructions (cover page of survey) out loud: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Thank you for taking part in this survey. We are asking you to complete this survey because 
you attended a parent event at your child’s school. You may have been at one or both of the 
following parent events: Support for Personalized Learning (SPL) Overview, "Parents as 
Partners in Education" or "Engaging Families in Early Literacy Experiences." In this survey, 
you will be asked what you thought about the event(s), including how much you knew about 
the topics covered, both before you attended and afterwards. 

By filling out this survey, you are agreeing to be part of a research study, which will look at 
how useful the events were for parents. We will use what we learn from the survey to help 
plan parent events in the future. Your only role in this study is to fill out this survey, which 
should take about 15 minutes of your time. The survey has a series of questions and asks 
you to check off your answer. Some questions invite you to write a sentence or two, if you 
like, to add something to your multiple-choice answer.  

There is no payment or reward for taking part in this research study, but you or other 
parents of WV school children may benefit, as future events are adjusted to address your 
priorities. Your answers to the questions in this survey will be kept completely private and 
you will never be identified in any way. Your answers will be combined with other parents’ 
answers when we report the results. Taking part in this survey puts you at no more risk than 
what might occur during any normal day. You are not required to answer the survey and you 
may stop at any time. You will suffer no penalties or other losses if you refuse to take part in 
this research study.  
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b. Allow parents adequate time to read the instructions 

i. Indicate the contact information for WVDE at the bottom of the page.  Tell parents they may 

take the instructions page with them if they like. 

ii. Ask parents if they have questions, concerns, or would like clarification on any portion of the 

instructions. Leave enough time for questions. 

iii. Inform parents that, if they do not wish to participate, they do not have to complete the 

survey. It is completely voluntary. 

c. Before parents begin the survey, address the following: 

i. All parents are to fill out the first three sections: “Basic Background Information”, “Your 

Thoughts About the Parent Event(s) Overall”, and “Which of the two parent events did you 

attend?”  

ii. Remind parents which presentation(s) they just participated in.  1) Support for Personalized 

Learning (SPL) Overview, "Parents as Partners in Education", or 2) "Engaging Families in Early 

Literacy Experiences" or both. 

iii.  Instruct parents to carefully complete section 3. This question asks parents which 

presentation(s) they attended and directs them to complete the appropriate sections of the 

survey.  

1. If parents attended both presentations, they will complete the entire survey 

2. If parents attended presentation 1) Support for Personalized Learning (SPL) Overview, 

"Parents as Partners in Education", they will complete section A only  

3. If parents attended presentation 2) “Engaging Families in Early Literacy Experiences”, 

they will complete section B only 

iv. Call attention to the ‘Before’ and ‘After’ format of the survey 

 Ask parents to look at Sections A and B 

 Explain that these sections are designed to ask the same set of questions twice: the first 

set for BEFORE the presentation, and the second set for AFTER the presentation 

 

6. Allow as much time as necessary for parents to complete the survey. It should take no more than 15 minutes 

to complete and in most cases will take approximately 10 minutes.  

 

7. Securing surveys. After you collect all surveys please place them and the sign-in log together in a secure location 

(e.g., a folder or a box). Mark the date and location on the materials. 

 

8. Return all parent surveys and sign in logs to your RESA Special Education Director. Bring sign-in logs and 

completed surveys to the RESA monthly meeting. RESA Special Education Directors will provide completed 

surveys/sign in logs each month to the West Virginia Department of Education Office of Research.  

 

Kristina Smith 

Building 6, Room 722 

1900 Kanawha Blvd., East  

Charleston, WV 25305-0330 

 


