Migrant Education Program
Local Comprehensive Needs Assessment 2014–15

Executive Summary Guidance

The Local Comprehensive Needs Assessments provide the California Department of Education’s Migrant Education Program with data and information that will be used to prepare the statewide Comprehensive Needs Assessment. The MEP has provided specifications to subgrantees regarding final report requirements. Among the requirements is the inclusion of an executive summary. The following provides guidance regarding the preferred structure and information that should appear in a high quality executive summary. 

Organization and Content for the Executive Summary

The executive summary for each Local Comprehensive Needs Assessment should provide a thorough, but concise overview of the subgrantee, evidenced needs, and identified solutions and measurable outcomes. Following is a sample outline with descriptions of content for the executive summary.

1. Subgrantee Profile
· Use data and narrative to describe the population served by the subgrantee. This includes the most recent demographic, academic performance, performance target, and other data deemed important to describe the population.
· Use data to describe gap analysis results based on comparison of migrant students with other groups (including, not limited to all, English learners, and socio-economically disadvantaged).
2. Results and Implications
· Briefly describe identified needs based on analysis of data, input from stakeholders, and other information collection methods. If possible, organize information based on themes or areas or service.
· This section should provide a narrative of key results as statements with supporting data as needed. It is not necessary to include detailed data as this should be included in the full report or appendix.
3. Solutions and Measureable Outcomes
· Briefly describe key solutions and related strategies to address identified needs. If possible, organize information based on themes or areas of service.
· Briefly describe measurable outcomes.
· Briefly describe any identified best and effective practices with a rational for their selection.
4. Summary or Conclusion
· Closing remark to highlight or clarify overarching findings, solutions, and outcomes.
Format and Length

The executive summary should be prepared following the same conventions as the regular report and should not exceed five (5) single spaced pages. 
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