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Comprehensive Local Needs Assessment Activity Summary Workbook 

OVERVIEW 

The CLNA Activity Summary Workbook is a tool for Perkins recipients to utilize throughout the CLNA 

process. It is best used in tandem with the CLNA Guidebook. The Activity Summary Workbook includes 

all the Activity Focus Questions that are required to complete at the end of each CLNA activity. Guidance 

on completing each of the CLNA activities is found in the CLNA Guidebook. The Activity Summary 

Workbook also includes additional space to document goals and strategies from each activity that will be 

utilized to form CLNA Priority Goals for use in the Local Application. A section to identify Priority Goals 

after the Stakeholder Meeting is also included at the end of this resource.  

What is the Comprehensive Local Needs Assessment? 

The Comprehensive Local Needs Assessment (CLNA) is a component of the Carl D. Perkins Act (Perkins 

V); federal legislation that oversees Career and Technical Education (CTE). The CLNA is described in 

Section 134 of Perkins and serves as the foundation for funding plans. It provides an opportunity for 

secondary and postsecondary Perkins recipients to take an in-depth look at their local CTE system to 

identify areas where targeted improvements can lead to increased opportunities for student success. 

CTE secondary and postsecondary recipients must address the following key areas: 

• Labor Market Alignment 
• Program of Study Size, Scope, and Quality 
• Program Outcomes 
• Program Access Data 
• Recruitment, Retention, and Training of Faculty 

Requirements of the CLNA include:  

• Each eligible recipient must conduct a local needs assessment and update it every two years. 
• A description of the CLNA results must be included in the Local Application. 
• Funds must be used to develop, coordinate, implement, or improve CTE programs to meet the needs identified 

in the local needs assessment. 

Why is the CLNA Important? 

The CLNA plays a significant role in shaping how Perkins funding is utilized and what priorities are 

identified locally to improve CTE programming at the secondary and postsecondary levels.  Through the 
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CLNA, secondary and postsecondary Perkins recipients have the opportunity to involve a variety of key 

stakeholders in the process who are critical to the success of CTE programming. The series of activities 

in the CLNA allow recipients to gather and analyze data to establish priorities and set short- and long-

term goals that benefit all CTE stakeholders.   

The process ensures recipients are implementing programs aligned with local workforce and economic 

priorities and programming is developed to ensure access and success for all learners in high-wage, 

high-skill, and in-demand career pathways.  

At the state level, the CLNA process is a key component in improving Indiana’s CTE system and achieving 

the goals outlined in Indiana’s Perkins V State Plan. The data analysis and goal setting done through the 

CLNA is critical to recipients utilizing their Perkins resources and other efforts to drive towards priority 

outcomes identified by the state, including work-based learning participation, credential attainment, 

dual credit attainment, and post-program placement.  

CLNA and Local Application Work Cycle  

The diagram below outlines the recommended timeline to complete the CLNA activities and to submit 

the CLNA and the Local Application. Recipients are first encouraged to begin organizing their local 

leadership teams and to develop a plan for stakeholder engagement. There are five activities to complete 

during the fall. Once the activities have been completed, recipients are ready to utilize the information 

from the fall activities for their final stakeholder meeting(s) and ultimately submit the CLNA for review. 

The deadline for submission of the CLNA is March 1, 2026. All CLNAs will be reviewed by the state CTE 

team during March and will be sent back to recipients with feedback. Once CLNA feedback has been 

received, recipients can proceed with finalizing their Local Application during the Local Application 

submission window.   

 

 

AUGUST

•Select Local 
Leadership Team

•Develop plan for 
stakeholder 
engagement

SEPT - NOV

•Complete CLNA 
Activities

•Regional 
Collaboration 
Meeting, program 
review, data 
analysis

DEC - JAN

•Complete 
stakeholder 
meeting

MAR - APR

•Submit CLNA by 
March 1st

•Submit Local 
Application
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CLNA Process 

To clarify expectations and maximize the impact of stakeholder time commitments in the CLNA process, 

the CTE team at the Indiana Commission for Higer Education (Commission) updated the CLNA process 

and online portal to decrease redundancy in submitted information and increase the usefulness of 

entered information. 

Steps 1 and 2 involve planning and organization. Recipients will first identify a leadership team and then 

develop a plan for engaging all required stakeholders. Districts are strongly encouraged to record the 

names/roles/contact information for all leadership team members and other stakeholders in the CLNA 

portal for continuity purposes should there be staff turnover during or following the CLNA process. 

A series of activities have been created in Step 3 to facilitate a more structured and in-depth review of 

CTE elements. Step 4 will utilize the findings from Step 3 to gather stakeholder input on goals and 

strategies to expand and improve CTE programs.  

Districts will then submit their CLNA by the March 1, 2026, deadline and use the submitted CLNA to 

complete their Local Application later in the spring of 2026.  

Steps to completing the Comprehensive Local Needs Assessment 
 

 

• Identify and create 
Local Leadership 
Team

Step 1

• Develop 
stakeholder 
engagement plan

Step 2

• Engage
stakeholders in 
CLNA activities

Step 3

• Stakeholder 
Meeting – Present 
findings, set 
priorities 

Step 4

• Submit CLNA for 
review by March 1, 
2026 

Step 5

• Complete Local 
Application 
following state CTE 
team review of 
CLNA

Step 6
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Step :  Identify and create Local Leadership Team 

Guidance for this step can be found in the CLNA Guidebook under Step 1. Below is a space that may be 
utilized to list individuals identified for the Local Leadership Team. 

 

Name Role Contact Information Notes 
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Step :  Develop stakeholder engagement plan 

Perkins V requires local teams to engage a diverse group of stakeholders in completing the CLNA. 
Stakeholders will help develop, review, and analyze the CLNA results to support coordination across 
sectors. More information on identifying stakeholders can be found in the CLNA Guidebook. The below 
space is provided as a place to record identifed stakeholders. 
 

Name Role Contact Information Notes 
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Step :  Engage stakeholders in CLNA activities 

The State CTE team at the Commission has developed a series of five activities within Step 3 that will 

address the six required components each district must complete as part of the CLNA process. Each 

activity will serve a different purpose and should provide greater structure to the CLNA process. Details 

and guidance steps are provided in the CLNA Guidebook. 

 

 

 

 

 

The CTE team recommends recipients follow the sequence that is designated in the graphic above with 

the understanding there may be significant overlap, and some activities will take place simultaneously. 

The following pages contain activity summary sheets to be completed during/following each of the 
Step 3 activities. 

Activity 1: Regional Collaboration Meeting 

Guidance for completing Activity 1: Regional Collaboration Meeting can be found in the CLNA Guidebook 
beginning on Page 13.  

Quadrant Exercise 

The quadrant exercise will compare enrollment capacity to the demand for each of their programs of 
study in order to answer the questions in the Regional Collaboration Summary. When considering the 
demand for a program, entities should focus on the workforce demand for the program of study.  

 

SEPT - OCT

•Regional 
Collaboration 
Meeting

SEPT - OCT

•Program of 
Study - Size, 
Scope, and 
Quality

OCT - NOV

•Program 
Outcome 
Analysis

NOV - DEC

•Performance 
Data Lab

NOV - DEC

•Recruitment, 
Retention, and 
Training Survey
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Notes from Quadrant Exercise:  
 
 
 
 
 
 
 
 
 
 
 
 
 

•ENROLLMENTS ARE 
BELOW CAPACITY

•HIGH DEMAND AREA
--------------------------------
•POTENTIAL STRATEGIES 

SHOULD FOCUS ON 
RECRUITING STUDENTS VIA 
CAREER ADVISING OR 
PROGRAM PROMOTION

•ENROLLMENTS ARE 
BELOW CAPACITY

•LOW WORKFORCE DEMAND 
AREA (DECLINING OR 
EMERGING)

---------------------------------
•POTENTIAL STRATEGIES 

SHOULD FOCUS ON PHASING 
OUT OR REDESIGNING THE 
PROGRAM

•ENROLLMENTS ARE NEAR
OR EXCEED CAPACITY

•HIGH DEMAND AREA
---------------------------------
•POTENTIAL STRATEGIES 

SHOULD FOCUS ON HOW  
TO EXPAND CAPACITY TO

MEET DEMAND

•ENROLLMENTS ARE NEAR 
OR EXCEED CAPACITY

•LOW WORKFORCE DEMAND 
AREA (DECLINING OR 
EMERGING)

---------------------------------
•POTENTIAL STRATEGIES 

SHOULD FOCUS ON 
CAREER ADVISING AND/OR 
REDESIGNING        
PROGRAMS 
OF STUDY

QUADRANT

2
QUADRANT

1

QUADRANT 

4
QUADRANT

3
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Focus Questions included in the Regional Collaboration Meeting Summary  
 
Use the space provided below to collect notes from the Regional Collaboration Meeting that are relevant 
to answer the questions provided. 
 

Question Data Needed Tips 
What industries are projected to grow the most in 
your region / local area in the short, medium and 
long terms? Which of these occupations meet a 
state determined definition of high skill and high 
wage? 

Local/ regional 
employment data 

May want to share barriers or challenges to 
addressing the trends in place of root 
causes.   

 

To what degree do your CTE pathway enrollments 
match projected job openings (demand) in the 
state, region / local area? Where are the biggest 
gaps, particularly in high-skill, high wage 
occupations? 

Local/ regional 
employment data 
and yearly 
enrollments report 
(by pathway) 

It is important to make a distinction 
between occupations with low demand 
based upon declining or emerging. 

 

How would you rate and/or describe the employer 
engagement (Partnerships, Advisory Board 
Participation, WBL opportunities) in your local 
area? 

Discussion question 
responses, employer 
surveys 

Employer engagement could be based on # 
of partnerships, advisory board 
participation, or WBL experiences offered. 
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The final part of the activity summary for Activity 1: Regional Collaboration Meeting asks the group that 
completed the activity to provide a set of recommended goals and potential strategies or activities to 
help address the most significant gaps discovered through this activity.   

Recommended Goals: 

 

 

 

 

Potential Strategies/Activities: 

Add, expand, phase out CTE Programs of Study, create and/or add members to advisory boards, develop 
more formal processes for advisory boards, increase the # of opportunities for students, etc.  
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Activity 2: Programs of Study - Size, Scope, and Quality 

Purpose: To review each program of study using an evaluation rubric tool to help identify strengths and 

weaknesses of individual programs of study and common themes across all programs of study.  

There are five questions included in the Program of Study summary. For each question, the recipient is 
asked to provide a description of the current state, the evidence to support the description, root causes 
of the current state, a description of the desired state or a reasonable progress goal, and to rate the 
significance of the gap between the current and desired state. 
 
The table below provides space to collect notes during activity completion and/or group discussion. 
Guidance for completing Activity 2: Programs of Study – Size, Scope, and Quality can be found in the 
CLNA Guidebook beginning on Page 15. 

  

Question Data Needed Tips 

Based on the Size, Scope, and Quality Evaluation 
Rubrics that were completed, which pathways 
earned the highest quality ratings? Which pathways 
have the most room for growth? 

Program Quality 
Report 

 

 

Based on the Size, Scope, and Quality Evaluation 
Rubric that was completed, which program 
components are the strongest at the district level? 
Which need improvement? 

Program Quality 
Report 

Quality components refer to the different 
domains included in the Size, Scope, and 
Quality Evaluation Rubric. 

 
 
 
 
 
 
 
 
 
 How do your district’s programs of study rate in 
capacity for facilities and equipment? How do 
programs rate in terms of relevancy to industry? 

Internal assessment 
data 

If a need is not identified here, you will not 
be able to spend money on it later. Specific 
programs with needs should be listed. 
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However, districts should not just list all 
programs either. 

 

How do your programs of study rate in terms of 
providing career advisement? 

Data provided by 
each program of 
study if available 

This is intended to be more of a qualitative 
review of WBL efforts. 

 

How do your programs of study rate in terms of 
providing extended learning experiences like WBL 
and CTSOs? 

Local data and 
Program Quality 
Report 

 

 

 

 

After completing the summary sheet and reviewing the ratings, the activity team or the Local Leadership 
Team should determine a few recommended goals along with potential strategies/activities that will help 
to accomplish the goals. These recommended goals and potential strategies will be a key part of the 
activity summary at the Stakeholder Meeting. 
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Recommended Goals: 

 

 

Potential Strategies/Activities: 

Developing program specific strategies to help improve or decrease performance gaps, developing 
program specific improvement plans, providing professional development to address areas of concern, 
purchasing more modern or updated equipment, adding career coaches and/or WBL coordinator 
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Activity 3: Program Outcome Analysis 

Purpose: To review program outcome data based upon persistence in CTE programming, Measures of 
Program Quality, and Placement.  

The table below provides space to collect notes during activity completion and/or group discussion. 
Guidance for completing Activity 3: Program Outcome Analysis can be found in the CLNA Guidebook 
beginning on Page 16.  

Program Performance Questions: 

Question Data Needed Tips 

Which performance indicator targets is your district 
meeting or exceeding? Though indicators are met at 
upper levels, are there performance gaps with 
conducting schools’ (shared programs) programs of 
study where the result is below the AUL? 

Perkins V District 
Dashboard  

 

 

Which performance indicator targets are you not 
meeting at the district level? At the program level? 
Identify schools, programs, where the gaps appear. 

Perkins V District 
Dashboard  

Consider not just whether they are earning 
dual credits but are they meeting the 
measure of program quality definition of 9+.  
 
Not required for postsecondary 

 

To what degree are students earning concentrator 
status? To what degree are they becoming program 
completers (at least 2 capstone credits)? What gaps 
exist between pathways with the highest and lowest 
persistence rates? 

Perkins V Data 
Reports 
Program of Study 
data 

Postsecondary credential includes 
postsecondary certificates and degrees as 
well industry certifications 



che.IN.gov 
 
 

 15 

 

How does the district rate in terms of students 
earning dual credits? Are there any gaps that exist 
between conducting schools’ (shared and unshared) 
programs of study? 

Program Quality 
Report, Perkins V 
District Dashboard, 
Individual Indicator 
Reports 

 

 

How does the district rate in terms of students 
earning postsecondary credentials? Are there any 
gaps that exist between conducting schools’ (shared 
and unshared) programs of study? 

Program Quality 
Report, Perkins V 
District Dashboard, 
Individual Indicator 
Reports 

 

 

How does the district rate in terms of student 
placement? Are there any gaps that exist between 
conducting schools’ (shared and unshared) 
programs of study? 

Program Quality Report, 
Perkins V District 
Dashboard, Individual 
Indicator Reports 
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How does the district rate in terms of providing 
extended learning experiences like WBL? Are there 
any gaps that exist between conducting schools’ 
(shared and unshared) programs of study? 

Program Quality Report, 
Perkins V District 
Dashboard, Individual 
Indicator Reports 

 

 

 

After completing the summary sheet and reviewing the ratings, the activity team or the Local Leadership 
Team should determine a few recommended goals along with potential strategies/activities that will help 
to accomplish the goals. These recommended goals and potential strategies will be a key part of the 
activity summary at the Stakeholder Meeting.  

 

Recommended Goals: 
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Potential Strategies/Activities: 

Improve Career Coaching and/or advisement, provide professional development for instructors, partner 
with an employer or eligible third-party training provider, add a WBL coordinator for the district 
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Activity 4: Performance Data Lab (Opportunity Gap Analysis) 

Purpose: To have districts take a deep dive into disaggregated student data focused on enrollments, 

persistence in CTE programming, Measures of Program Quality, and Placement to identify and improve 

student performance gaps.  

The table below provides space to collect notes during activity completion and/or group discussion. 
Guidance for completing Activity 4: Performance Data Lab can be found in the CLNA Guidebook 
beginning on Page 21.  
 

Opportunity Gap Analysis Questions: 

 

Question Data Needed Tips 

To what degree are some student groups taking 
part in CTE at disproportionate levels in 
comparison to the overall student population? 

Enrollment and 
Opportunity Gap Tools 
from Lab 

Recipients must provide disaggregated total 
enrollment data.   

 

Do any discrepancies exist between the 
demographics of students enrolled in high value, 
moderate value, and less than moderate value 
programs of study? 

Enrollment and 
Opportunity Gap Tools 
from Lab 

 

 

To what degree are students earning concentrator 
status, earning completer status (at least 2 
capstone credits), and/or going on to 
postsecondary education at disproportionate 
levels based on demographics or special 
population standing? 

Enrollment and 
Opportunity Gap Tools 
from Lab 
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To what degree are students of various 
demographics or special population standing 
earning dual credit at disproportionate levels 
compared to the general student population? 

Enrollment and 
Opportunity Gap Tools 
from Lab 

May want to look closely at the students 
earning dual credit and those earning 9+ 
dual credit. 
   
Does not apply to postsecondary 

 

To what degree are students of various 
demographics or special population standing 
earning postsecondary credentials at 
disproportionate levels compared to the general 
student population? 

Enrollment and 
Opportunity Gap Tools 
from Lab 

 

 

To what degree are students of various 
demographics or special population standing 
participating in WBL experiences at 
disproportionate levels compared to the general 
student population? 

Enrollment and 
Opportunity Gap Tools 
from Lab 
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To what degree are learners being placed after 
program completion at disproportionate levels 
based on demographics or special population 
standing? 

Enrollment and 
Opportunity Gap Tools 
from Lab 

NOTE: This data is not entirely available until 
after cohorts have graduated. 

 

 
 
 
After completing the summary sheet and reviewing the ratings, the activity team or the leadership team 
should determine a few recommended goals along with potential strategies/activities that will help to 
accomplish the goals. These recommended goals and potential strategies will be a key part of the activity 
summary at the Stakeholder Meeting. 
 
 

Recommended Goals: 
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Potential Strategies/Activities: 
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Activity 5: Recruitment, Retention, and Training 

Purpose: Recipients will gather data regarding recruitment, retention, and training efforts to develop a 

strategic plan that meets the needs of the district.   

OPTIONAL ACTIVITY - SWOT Analysis 

S 
Strengths 

 

W 
Weaknesses 

 

O 
Opportunities 
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T 
Threats 

 

 

Recruitment, Retention, and Training Questions: 

The table below provides space to collect notes during activity completion and/or group discussion. 
Guidance for completing Activity 5: Recruitment, Retention, and Training can be found in the CLNA 
Guidebook beginning on Page 23.  

 

Question Data Needed Tips  

Rate the overall effectiveness of the 
district’s faculty. 

RRT Survey and SWOT 
Analysis 

Be sure to identify any commonalities 
that may be holding your instructors 
back.   

 

  

How efficient and effective are the district's 
recruitment and retention efforts? How 
well are you meeting current and future 
staffing needs? 

RRT Survey and SWOT 
Analysis   

  

How effective are your current professional 
development efforts? 

RRT Survey and SWOT 
Analysis   
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After completing the summary sheet and reviewing the ratings, the activity team or the leadership team 
should determine a few recommended goals along with potential strategies/activities that will help to 
accomplish the goals. These recommended goals and potential strategies will be a key part of the activity 
summary at the Stakeholder Meeting. 

Recommended Goals: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



che.IN.gov 
 
 

 25 

Potential Strategies/Activities: 

 

 

 

 

 

 

Step  :  Stakeholder Meeting – Present findings, set priorities  

The stakeholder meeting should take place following the completion of the previous activities listed in 
the guidebook. Participants should have the opportunity to rank or prioritize the goals and then the 
strategies in the best position to accomplish the goal. One possible option is to allow participants 5-10 
dots so that they can vote for the highest priority goals.  After determining goals, they should also 
consider the strategies associated with the goals. 

a. Final priority goals should be written using the SMART (Specific, Measurable, Achievable, 
Relevant, Time-bound) format. Find more information on writing  SMART goals here. 

 

 

 

 

https://asana.com/resources/smart-goals
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Priority Goal #1 

Goal Language 

Strategies/Activities 

 

 

Expected Outcomes: 

If we do this, then this will happen… 

Evaluation Methods 

Priority Goal #2 

Goal Language 

Strategies/Activities 
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Expected Outcomes: 

If we do this, then this will happen… 

Evaluation Methods 

Priority Goal #3 

Goal Language 

Strategies/Activities 

 

 

Expected Outcomes: 

If we do this, then this will happen… 

Evaluation Methods 
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