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MEASURE N OVERVIEW 
Measure N was passed by Oakland voters on November, 4, 2014, for the period of ten (10) years.  

Measure N is a $120 per-parcel tax on each taxable parcel in the City.  
 
Ninety percent (90%) of Measure N revenue collected is specifically for school allocations and the remaining ten percent 

(10%) is for administrative costs. 
 
The Purpose of Measure N 
The Oakland College & Career Readiness For All Fund is established to pay for the implementation of a comprehensive                   

approach to high school education in Oakland that integrates challenging academics with career-based learning and               
real-world work experiences. This comprehensive approach creates small learning communities of career-oriented            
pathways, and offers intensive, individualized support to create the conditions for all students to graduate high                
school prepared to succeed in college and career. 

 
The Goals of Measure N 
The following goals are to be met through the implementation of quality career pathways: 

● Decrease the high school dropout rate 
● Increase the high school graduation rate 
● Increase high school students’ readiness to succeed in college and career 
● Increase middle school students’ successful transition to high school 
● Reduce disparities in student achievement and student access to career pathways based on race, ethnicity, gender, 

socioeconomic status, English Learner-status, special needs status, and residency 
 
Calculation and Distribution of Measure N Funds 
Measure N allocations are determined by the following per pupil formula: 

Allocation amount* x Enrollment = Measure N allocation 

* Allocation amount is determined every year and sites are informed of their final amount 
 
Measure N funds will be dispersed in two payments based on the following formula: 
 

Payment 1 Projected Enrollment* x Measure N allocation per pupil x 85% July/August 

Payment 2 (Confirmed Enrollment** x Measure N allocation per pupil)-Payment 1 November 

 
** Key Definitions Definitions:  

● Projected Enrollment = CALPADS enrollment data from the prior year 
● Confirmed Enrollment by School Type 

○ OUSD High Schools -  20 Day Count 
○ OUSD Alternative Education High Schools - Highest Reported Attendance from previous year 
○ Charter schools - First Attendance Report that is submitted to the Office of Charter Schools during 

September 

 



 

MEASURE N LIST OF SCHOOLS 
Measure N began in the 2015-16 academic year, below is a list of schools receiving Measure N funds and their progress to 
date: 
 

Cohort 1 - OUSD District Schools 
Planning Year: 2015-16 

School Current 
Implementation 
Year 

2018-19 Status Pathway Sector 

Bunche Year 3 Fully Approved Hospitality & Tourism 

Castlemont Year 3 Approved Developing & 
Implementing 

Sustainable Urban Design 
Community Health 

CCPA Year 3 Fully Approved Entrepreneurship 

Community Day Year 3 Approved Developing & 
Implementing 

Digital Media 

Dewey Year 3 Approved Developing & 
Implementing 

Health & Fitness 

Fremont Year 3 Fully Approved Architecture 
Media 

Life Academy Year 3 Fully Approved Health 

Madison Park Academy Year 3 Approved Developing & 
Implementing 

Engineering 
Graphic Design 

McClymonds Year 3 Probationary Year 2 
Full Implementation 

Engineering 
Entrepreneurship 

MetWest Year 3 Approved Developing & 
Implementing 

Entrepreneurship 

Oakland High School Year 3 Fully Approved Environmental Science 
Visual Arts 
Public Health 
Engineering 
Social Justice 

Oakland International Year 3 Fully Approved Multimedia 

Oakland Tech Year 3 Approved Developing & 
Implementing 

Race, Policy, & Law 
Computer 
Health 
Fashion & Design 

 



 

Rudsdale Year 3 Approved Developing & 
Implementing 

Health 
Technology 

Skyline Year 3 Probationary Year 1 Education & Community 
Health 
Computer Science 
Green Energy 
Visual & Performing Arts 

Sojourner Truth Year 3 Approved Developing & 
Implementing 

Technology 

Street Academy Year 3 Approved Developing & 
Implementing 

Education 

 
 
 

Cohort 1 - Charter Schools 
Planning Year: 2015-16 

School Current 
Implementation 
Year 

2018-19 Status Pathway Sector 

ARISE Year 3 Probationary Year 2 
Planning & Piloting 

Public Health 

Aspire Lionel Wilson Year 3 Probationary Year 2 
Planning & Piloting 

Engineering 

Envision Academy Year 3 Fully Approved Art & Tech 

Lighthouse Year 3 Probationary Year 2 
Full Implementation 

Manufacturing 

LPS Oakland Year 3 Approved Developing & 
Implementing 

Entrepreneurship 

Oakland Unity High School Year 3 Probationary Year 2 
Planning & Piloting 

Tech 

 
 
 
 
 
 
 
 

 



 

Cohort 2 - Charter Schools 
Planning Year: 2016-17 

School Current 
Implementation 
Year 

2018-19 Status Pathway Sector 

Aspire Golden State Prep Year 2 Probationary Year 2 
Full Implementation 

Entrepreneurship 

East Bay Innovation 
Academy 

Year 2 Probationary Year 2 
Planning & Piloting 

Computer Science 

 
 
 

Cohort 3 - Charter Schools 
Planning Year: 2017-18 

School Current 
Implementation 
Year 

2018-19 Status Pathway Sector 

Oakland School for the 
Arts 

Year 1 Probationary Year 1 Arts Media 
Fashion and Design 

 
  

 



 

 
MEASURE N 

CONTACT INFORMATION 
 
 

Name Title Email Phone 

Nancy Gomez Program Manager, Measure N Nancy.Gomez@ousd.org (510) 879-2249 

Joanna Vazquez Zelaya Coordinator, Measure N Joanna.Vazquez@ousd.org (510) 879-4620 

 
 
 

Measure N Commission 

David Kakishiba Measure N Commission Chairperson 

Michon Coleman Measure N Commission Vice-Chair 

Jason Gumataotao Measure N Commission Secretary 

Gary Yee Measure N Commissioner 

Emma Paulino Measure N Commissioner 

 
 
 

Measure N Staff 

Nancy Gomez Joanna Vazquez Zelaya 

● Financial Oversight & Compliance 
● Review & approve all requisitions, contracts, 

budget transfers, etc. from department and school 
sites to ensure that they are allowable Measure N 
expenses and are in their SPSA plan. 

● Oversee operations including fiscal reporting of 
Measure N funding 

 
 

 

● Implementation fidelity 
● Develop aligned systems and structures for 

ongoing pathway development 
● Support in development and implementation of 

Measure N Education Improvement Plans 
● Collaborate with the Linked Learning Leadership 

Team, the OUSD Board of Education, and the 
Measure N Commission to set the scope and 
monitor Measure N goals 

 
 
 
 

 



 

 

Who do I contact if... 

I want to know if my purchase requisition or budget transfer was approved? Nancy Gomez 

I need help understanding what a proper justification is or where it goes within the 
body of the request? 

Nancy Gomez 

I don’t know what forms to use or supporting documents to provide? Nancy Gomez 

I want to check the approval status of my Measure N request? Nancy Gomez 

I need Measure N training? Nancy Gomez 

I need help with my Measure N plan (SPSA)? Joanna Vazquez Zelaya 

I need training in Escape? IT Help Desk: enter a ticket 
online  

 
  

 



 

MEASURE N - DISTRICT SCHOOLS 
EXPENDITURE REVIEW AND APPROVAL PROCESS 

 
 
Why is there a review and approval process? 
After the completion of the 2015-16 and 2016-17 Measure N audit, both the auditors and the Measure N Commission 
have made corrective actions to the oversight issues that have surfaced. 
 
The Measure N team believes that our review and approval process addresses the oversight and compliance 
expectations set forth by the auditor, Measure N Commission, and Oakland taxpayers.  This process also embeds the 
fidelity to the Measure N Education Improvement Plan (SPSA) and the purpose of Measure N.  This process will also 
support the preparation for the yearly audit without creating a separate cumbersome process.  
 
 
 

 
 
 
 

 



 

Requirements for Escape Request 
Please provide proper justification within the “NOTES” tab of all Escape requests. 
Please attach all required documentation to the “ATTACHMENTS” tab of all Escape requests. 
 
Requirements for Requests via Hard Copy 
Please attach the Measure N Justification Form to all hard copy requests. 
 
Processing Timeline 
Please allow the following amount of processing time for different request types, specifically for Measure N: 
 

● 3-5 business days for all Escape requests 
● 3 business days for requests that require Network Superintendent signature 
● 5 business days for requests that require Network Superintendent signature and 1 approver  
● 7 business days for request that require Network Superintendent signature and 2 or more approvers  
● 7-10 business days for Measure N contracts online 

Please note: Processing requests may take longer during peak seasons (i.e., beginning of school year, holidays, winter 
break, spring break, and summer). 
 
Common Processing Issues 
1. Proper Justification 
If proper justification is not provided the site will receive an email requesting proper justification and further information 
before the review process continues. Once proper justification is provided within the request, the review process will 
continue. 
 
Resource: Please refer to the Measure N Budget_Proper Justification document for examples and further support in 
providing proper justification. 

 
Please note: this is not an automatic rejection of the site’s request, this is a specific request for further information in order 
to review for approval. 

 
2. Alignment to Measure N & SPSA - Budget Review 
If the request being made is not reflected in the Measure N budget within the SPSA, the site will receive an email 
requesting further information and/or a Measure N Budget Modification form before the review process continues. Once 
the information and/or the Measure N Budget Modification form is provided, the review process will continue. 

 
Resource: Please refer to the Measure N Budget Modification Process Overview information page for further information. 

 
Please note: this is not an automatic rejection of the site’s request, this is a specific request for further information in order 
to review for approval. 

 
3.  Alignment to Measure N & SPSA - Permissible Review 
If the request being made is determined to be a non-permissible expense, the site will receive an email explaining the 
reasoning as to why this expense is non-permissible and that the request will be denied. 
 
Resource: Please refer to the Measure N Permissible Expenses document for more information.  
 

 

https://docs.google.com/document/d/13PtRZ5sRk1zKujo-ZO77-7Eu8f5NUZqzf6qG8KQipdk/edit?usp=sharing
https://docs.google.com/document/d/1wA_rpEcRP3O49F0Dg8QLDQcQTHvj_782oLEnnjxgSUM/edit?usp=sharing
https://docs.google.com/document/d/1nw7NsQ_vNa87FoV0CyGMLAoeJUJdIX6K7SkHlVaarik/edit?usp=sharing


 

Please note: this is a denial of the request, if further assistance is needed to develop a better plan for the funds or 
questions about what other funds could be used to pay for the expenditure please work with your principal and/or principal 
supervisor. 
 
4. Alignment to Measure N & SPSA - Carryover Review (if applicable) 
If the request being made is using Measure N carryover funds from the previous year (Object code 4391), the Measure N 
Carryover Justification form will be reviewed to ensure the expenditure is reflected. If the expenditure is not reflected in 
the form, the site will receive an email requesting further information and/or the edit of the Measure N Carryover 
Justification form before the review process continues. Once the information and/or the Measure N Carryover Justification 
form is updated, the review process will continue. 
 
Resource: Please refer to the Measure N Carryover Overview information page for further information. 
 
Please note: this is not an automatic rejection of the site’s request, this is a specific request for further information in order 
to review for approval. 
 

Approval and Next Steps 
Once requests have been approved, requests move on to the next step already established within the OUSD approval 
process.  
 
 
OUSD DISTRICT SCHOOLS ONLY: 
Please review the OUSD Escape Guide for detailed information and step-by-step guide. 
 
  

 

https://docs.google.com/document/d/1hM8IWEIaYMtdbjAzyeRWKF8XNqWGSvgFonZjlZLhgb0/edit?ts=5b871e9f#heading=h.n60284gk2ksi


 

MEASURE N - CHARTER SCHOOLS 
QUARTERLY EXPENDITURE REVIEW PROCESS 

 
Why is there a review and approval process? 
After the completion of the 2015-16 and 2016-17 Measure N audit, both the auditors and the Measure N Commission 
have made corrective actions to the oversight issues that have surfaced. 
 
The Measure N team believes that our review process addresses the oversight and compliance expectations set forth by 
the auditor, Measure N Commission, and Oakland taxpayers.  This process also embeds the fidelity to the Measure N 
Education Improvement Plan (SPSA) and the purpose of Measure N.  This process will also support the preparation for 
the yearly audit without creating a separate cumbersome process.  

 
Submission and Review Timeline  

 Due Date 

Quarter 1 September 27th 

Quarter 2 December 3rd 

Quarter 3 March 1st 

Quarter 4 June 14th 

 
Please allow the following amount of time from the date of submission for the review of submitted Measure N 
Quarterly Expenditure Reports and supporting documentation: 
 

● 10-15 business days 
 

Please note: Processing requests may take longer during peak seasons (i.e., beginning of school year, 
holidays, winter break, spring break, and summer). 

 



 

 
 
Requirements for Supporting Documentation 

Permissible Expenses Document Required 

School Site Visits ● Itinerary, lodging confirmation, and flight confirmation 

● Receipts that accumulate to amount spent 

● Justification Form 

Certificated Extended Contracts ● Document that captures the agreement of extra service being provided by staff 

member 

● Justification Form 

Meetings, Professional 

Development or school events 

on Site 

● Agenda and sign-in sheets 

● Receipts that accumulate to amount spent 

● Justification Form 

Conferences and Retreats ● Itinerary or Agenda 

● Lodging confirmation and flight confirmation 

● Receipts that accumulate to amount spent 

● Justification Form 

Field Trips ● Receipts that accumulate to amount spent 

● Justification Form 

Supplies and Materials ● Lesson plan 

● Receipts that accumulate to amount spent 

● Justification Form 

 
 
Common Processing Issues 
1. Proper Justification 
If proper justification is not provided the site will receive an email requesting proper justification and further information 
before the review process continues. Once proper justification is provided within the request, the review process will 
continue. 
 
Resource: Please refer to the Measure N Budget_Proper Justification document for examples and further support in 
providing proper justification. 

 
2. Alignment to Measure N & SPSA - Budget Review 
If the expenditures reported are not reflected in the Measure N budget within the SPSA, the site will receive an email 
requesting further information and/or a Measure N Budget Modification form before the review process continues. Once 
the information and/or the Measure N Budget Modification form is provided, the review process will continue. 

 
Resource: Please refer to the Measure N Budget Modification Process Overview information page for further information. 

 
3.  Alignment to Measure N & SPSA - Permissible Review 
If the expenditures reported are determined to be non-permissible expenses, the site will receive an email explaining the 
reasoning as to why this expense is non-permissible and the corrective action required. 

 



 

 
Resource: Please refer to the Measure N Permissible Expenses document for more information.  
 
4. Alignment to Measure N & SPSA - Carryover Review (if applicable) 
If the expenditures reported are using Measure N carryover funds from the previous year, the Measure N Carryover 
Justification form will be reviewed to ensure the expenditure is reflected. If the expenditure is not reflected in the form, the 
site will receive an email requesting further information and/or the edit of the Measure N Carryover Justification form 
before the review process continues. Once the information and/or the Measure N Carryover Justification form is updated, 
the review process will continue. 
 
Resource: Please refer to the Measure N Carryover Overview information page for further information. 
 
 
Review and Next Steps 
Once quarterly reports and all supporting documentation has been reviewed, school site will receive feedback including 
but not limited to corrective action if expenses are determined non-permissible. 
 
  

 



 

MEASURE N 2018-19 DELIVERABLES 
ALL SCHOOLS 

DUE DATE ITEM 

September 27, 2018 
 

Charter School 2017-18 Financial Report 
Submit to: Nancy  

Charter School Quarter 1 Expenditure Report with supporting 
documentations 
Submit to: Nancy  

September Quarterly Charter School Management Organization Leader Meeting 

September - November 2018 Submit Audit Documentation 

Complete Measure N 2017-18 Carryover Justification Form  

December 3, 2018 Charter School Quarter 2 Expenditure Report with supporting 
documentations 
Submit to: Nancy  

December 21, 2018 Complete Linked Learning Alliance Silver Certification Process 

January 2019 Quarterly Charter School Management Organization Leader Meeting 

February - March 2019 Measure N Budget 1-1 Session 

March 1, 2019 Charter School Quarter 3 Expenditure Report with supporting 
documentations 
Submit to: Nancy  

March - April 2019 
 

Final 2019-20 SPSA 
Submit to: Joanna 

April 2019  
(tentative) 

Final Measure N 2019-20 Presentation 
Submit to: Joanna 

Quarterly Charter School Management Organization Leader Meeting 

May-June, 2019 Final 2019-20 Measure N Recommendations 

June 14, 2019 Charter School Quarter 4 Expenditure Report with supporting 
documentations 
Submit to: Nancy  

 
 
  

 



 

MEASURE N 2018-19 DELIVERABLES 
PROBATIONARY SCHOOLS 

DUE DATE ITEM 

September 2018  Probationary School 2018-19 Overview 1-1 

Probationary School Site Leader Community of Practice 

October 2018 Probationary School Site Leader Community of Practice 

October - November 2018 Probationary School Site Visit 

November 2018 Probationary School Site Leader Community of Practice 

December 4, 2018 
(tentative) 

Probationary School Presentation to Measure N Commission 
Submit to: Joanna 

January 2019 Probationary School Site Leader Community of Practice 

February 2019 Probationary School Site Leader Community of Practice 

March 2019 Probationary School Site Leader Community of Practice 

April 2019 Probationary School Site Leader Community of Practice 

May 2019 Probationary School Site Leader Community of Practice 

 
 
  

 



 

MEASURE N 
EDUCATION IMPROVEMENT PLAN - SPSA 

 
OVERVIEW 
The Measure N Education Improvement Plan is embedded within the SPSA.  
 
For OUSD District schools: 
The SPSA serves the purpose of meeting State and Federal compliance needs and encompasses the pathway 
development work happening at the school site.  The SPSA budget reflects all funding received by the school 
site and how the funding will be spent in the upcoming fiscal year.  The Measure N Commission and OUSD 
Board approve the SPSA and once it is approved the SPSA is no longer allowed to be edited or a live 
document. 
 
 
For Charter Schools: 
The SPSA serves the purpose of capturing the Measure N Education Improvement Plan.  The SPSA budget 
must reflect the full Measure N budget allocation and can reflect other funding if the school chooses to disclose 
that information.  The Measure N Commission and OUSD Board approve the SPSA and once it is approved 
the SPSA is no longer allowed to be edited or a live document. 
 
 
BUDGET REQUIREMENTS 
The Measure N Education Improvement Plan must include:  

● Measure N budget that reflects the full allocation of the projected funding 
● Proper justification for each line item that clearly demonstrates how funding will be spent and how it is 

aligned to pathway development 
 

In order to expend Measure N funds, the expenditures must meet the 5 criteria below: 
1. Be Incorporated in the Measure N Education Improvement Plan that was approved by the Measure N 

Commission and the OUSD Governing Board 
2. Align to the purpose of the Measure N initiative 
3. Incorporate all four pillars of Linked Learning and logically lead to the Measure N Outcome Goals 
4. Be aligned to the permissible uses outlined 
5. Not supplant existing programs, positions, or expenditures at the school site that were previously 

supporting the Measure N Goals and Outcomes or overall school programming 
 
 
FAQ: 

1. Q: Where can I find my school site’s Measure N Education Improvement Plan (SPSA)? 
A: SPSAs have been shared electronically via email and Google Drive. 
 

2. Q: Who do I contact if I can’t find my school site’s Measure N Education Improvement Plan (SPSA)? 
A: Please contact your Principal and/or Principal Supervisor to locate your SPSA. 

 



 

 
3. Q: Where can I find my school site’s Measure N budget in the Measure N Education Improvement Plan 

(SPSA)? 
A: The Measure N budget will be within the “BUDGET” tab. For schools with multiple pathways, each 
“Pathway” tab will reflect its budget. 
 

4. Q: How can I make changes to my school site’s Measure N Education Improvement Plan (SPSA)? 
A: For the purposes and oversight of Measure N, the Measure N budget can be modified but not within 
the SPSA itself. The budget modification process must be followed as outlined in the Budget 
Modification Process Overview. 
 

5. Q: Where can I find the proper justification within the SPSA? 
A: Please review the “BUDGET” tab, under the “STRATEGIC ACTION” column proper justification 
should have been provided. 

 
 
 
 

 
 
 
 
  

 



 

 

 

 

Measure N Permissible Expenses 

The Purpose of Measure N 

The Oakland College & Career Readiness For All Act is established to pay for the implementation of a comprehensive 
approach to high school education in Oakland that integrates challenging academics with career-based learning and 
real-world work experiences.  This comprehensive approach creates small learning communities of 
career-oriented pathways, and offers intensive, individualized support to create the conditions for all students to 
graduate high school prepared to succeed in college and career. 

 
The Goals of Measure N 

The following goals are to be met through the implementation of quality career pathways: 

● Decrease the high school dropout rate 
● Increase the high school graduation rate 
● Increase high school students’ readiness to succeed in college and career 
● Increase middle school students’ successful transition to high school 
● Reduce disparities in student achievement and student access to career pathways based on race, ethnicity, 

gender, socioeconomic status, English Learner-status, special needs status, and residency 

 

Permissible Uses of Measure N 

Measure N proceeds shall be spent on the following school programs and lead to the integration of the four pillars of 
Linked Learning: 

● To increase support for students in college preparatory courses in every high school to ensure students are 
qualified for admission to the University of California and other 4-year university systems, and are 
prepared to succeed in college 

● To provide work-based learning in every high school, including career exploration, career technical 
education courses, job shadowing, internships, and job certifications 

● To reduce the dropout rate by providing counseling, tutoring, mentoring and other intensive support 
services to students in danger of not graduating high school 

● To provide programs to students transitioning from 8th to 9th grade to prepare them to succeed in high 
school, and to students transitioning from 12th grade to college prepare them for admission and success in 
college 

 
In order to expend Measure N funds, the expenditures must meet the 5 criteria below: 

1. Be incorporated in the Measure N Education Improvement Plan  that was approved by the Measure N 
Commission and the OUSD Governing Board 

2. Align to the purpose of the Measure N initiative outlined above 
3. Incorporate all four pillars of Linked Learning and logically lead to the Measure N Outcome Goals 
4. Be aligned to the permissible uses outlined 
5. Not supplant existing programs, positions, or expenditures at the school site that were previously 

supporting the Measure N Goals and Outcomes as outlined below 
 

 



 

For All Schools: Please reference Measure N Budget_Proper Justification  for examples of justification 
required when submitting Measure N Education Improvement Plans (SPSA). 
 
For OUSD High Schools Only: Please provide the proper justification stated in school site’s SPSA when 
creating Measure N Escape requests. 
 
Important Information regarding All Permissible Expenses: 
Supplementing vs. Supplanting 

 

The District or Charter Management Organization shall NOT reduce the amount of State and Federal Funds 

appropriated to the school to support the basic program that was established as the baseline in the 15-16 academic 

year. 

 

Funds from Measure N must be used to supplement (increase the level of services) and not supplant (replace) funds 
from any governmental funding sources. Any program activity required by state law, State Board of Education (SBOE) 
rules, or local board policy may not be paid with these funds. State or local funds may not be decreased or diverted for 
other uses merely because of the availability of these funds. The District and school site personnel must maintain 
documentation that clearly demonstrates the supplementary nature of these funds. 

 
The supplement, not supplant provision is intended to ensure that services provided under Measure N are in addition 
to, and not in place of, services that would otherwise be provided to participating students with state and local funds if 
Measure N funds were not available.   In addition, funds can not be used to cover the expenses of programmatic 
elements, staff salary, and costs that were previously being funded by the school.   For example, if a site was providing 
counseling services through a college access partner in the baseline year, you could not shift that expense over to 
Measure N in the following year. This would be considered supplanting and is not allowed under the Measure. 
 
Sites are encouraged to apply for and identify additional funding sources that will complement, supplement and 
support the attainment of Measure N Outcomes and development of required elements of Linked Learning.  If a 
school’s non-governmental funds (philanthropic grants or contributions) or government grants sunset and the 
strategies aligned with that funding sources are proven to support the required elements of the comprehensive career 
academy model and students outcomes identified in Measure N, the school may use Measure N funding to support 
those expenditures with the approval of the Measure N Commission.  

 
 
Information regarding the Conditions for All Permissible Expenses: 
Planning Grant 

● Expenditures must have a clear connection to the planning process, must support design work that creates the 
conditions for whole school improvement through career-oriented pathway development and must support 
the development of a clear logical thruline that will become evident in the Education Improvement Plan 
(SPSA) that is finalized at the end of the planning year. 

 
 
Education Improvement Plan (SPSA)  

● Expenditures must be clearly support and come from the logical thruline that is evident in the Education 
Improvement Plan (SPSA).  

● Expenditures should support and align to specific parts of your SPSA to support students and pathway 
development. 

 

https://docs.google.com/a/ousd.k12.ca.us/document/d/13PtRZ5sRk1zKujo-ZO77-7Eu8f5NUZqzf6qG8KQipdk/edit?usp=sharing


 

● Expenditures should support the Theory of Action, should address the Root Cause Analysis, and should ensure 
the implementation of the Strategies in order to integrate the four pillars of Linked Learning. 

Examples of Permissible  Expenses  
Focal Areas Permissible Expenses (some examples of expenses) 

Enabling Conditions Experiences: 
● Travel expenses for school site visits to Linked Learning schools 
● Travel expenses for Linked Learning conferences 
● Pilot programs that promote increased outcomes and may be cornerstones 

for pathway development 
● Planning meetings to address new pathway designs or pathway inquiry 

outside of daily work schedule 
● Leadership and stakeholder retreats to strategically plan pathway 

development and implementation outside of daily work schedule 

Staff: 

● Teacher salary stipends for planning or implementation of pilot programs 
aligned to pathway 

● Consultants to build out programmatic elements to support career pathways 
Rigorous Academics Salaries and Benefits 

● Teachers salaries for shifts in academic program to provide new Linked 
Learning programmatic elements, support, or acceleration 

● Benefits associated with staffing positions outlined above 
Stipends: 

● Teacher salary stipends for new curriculum development, collaboration, 
planning, etc. specifically for pathway development outside of daily work 
schedule 

Stuff: 
● Dual enrollment courses and books 
● Equipment, supplies, and materials for integrated projects that are aligned 

to pathway CTE sequence 
Career Technical Education Staff: 

● Teacher salaries, benefits associated, to teach new CTE courses 
● Professional development specific to the development and implementation 

of CTE and pathway CTE sequence 
● Teacher externships 

Stuff: 
● Supplies and materials for courses integrated in pathway program of study; 

supplies and materials must be aligned and required to meet CTE industry 
standards 

● Equipment for courses integrated in pathway program of study; equipment 
must be aligned and required to meet CTE industry standards 

Experiences: 
● Conferences to support the development of CTE sequence and alignment to 

industry standards 
● School site visits to Linked Learning schools 

Work Based Learning Staff and Benefits 
● Student support positions and salaries associated with the development of 

work based learning opportunities for students and the pathway’s work 
based learning continuum  

 



 

● Professional development specific to the development and implementation 
of Work-Based Learning 

Experiences: 
● Field trips that are essential to the pathway program of study, CTE courses, 

project-based learning, and Work-Based Learning continuum 
● Stipends for student internships 
● Transportation to and from internships 

Comprehensive Student 

Supports 

Staff: 
● Student support positions and salaries associated with the accelerations that 

are supplemental and integrated in pathway program of study 
Programs and Supports Services: 
● 9th grade summer bridge and support programs 
● Other innovative programs that have a proven track record of academic 

improvement  
● Support services for specific student populations that improve their academic 

outcomes 
● Intervention strategies 
● Restorative justice dedicated to pathways 

 
 
 
 

Examples of Non-Permissible  Expenses  

Focal Areas Non-Permissible Expenses (some examples of expenses) 

Enabling Conditions ● Meeting refreshments, stipends, and other associated costs for: 
○ SSC meetings 
○ Leadership meetings held within the regularly scheduled work day 
○ School-wide professional development held within the regularly 

scheduled work day 
○ Core meetings held within the regularly schedule work day 

Rigorous Academics ● Costs associated with AP testing 
● Costs associated with SAT and ACT testing 
● Cost of Teacher Salaries for AP classes 

Career Technical Education ● Building and facilities upgrades to CTE classrooms 
● Furniture unless required by CTE industry standards 
● Computer equipment including but not limited to chromebooks, laptops 

unless required by CTE industry standards 
Work Based Learning ● Uniforms, t-shirts, polos, etc. unless required by CTE industry standards 

Comprehensive Student 

Supports 

● DJ and/or other forms of entertainment 

Other ● Marquee signs 
● Graduation ceremonial services including but not limited to renting facilities, 

programs, cap and gowns, diplomas, and photography 

● Printers, Copiers, Copier Maintenance, Copier Service Agreements, Copier 

Supplies 

 



 

● Internet, Telephone, Fax, or Cable Services including but not limited to 

technical consultants and/or support 

● Apparel, uniforms, and/or clothing 

● Athletic equipment and associated athletic costs 

● Basic school supplies such as copy paper, markers, binders, etc. 

 
 
 
Information regarding the Conditions for Specific Permissible Expenses: 
*Please note the following expenses must follow OUSD District policy requiring 30 day pre-approval, documents must 
be submitted to Nancy Gomez.  
 
School Site Visits 

Although school site visits are an allowable expense, schools that are interested in using Measure N funds for 
school site visits must ensure that school site visits are for teams to learn about best practices or potential planning 
activities for student supports, student engagement for specific target populations, specific pathway interest, or 
deeper learning of key pathway components.  School site visits must support the deeper learning to better address 
quality pathway development. Measure N funds can be allocated for travel costs, stipends for staff to attend site 
visit, and lodging if necessary. School site visits should not have previously been funded from other sources. 

 
Certificated Extended Contracts 

Certificated extended contracts are an allowable expense and can be allocated for teachers who are tasked with 
responsibilities such as developing pathway curriculum, collaboration time, piloting programs and/or student 
support services that teachers have not been tasked with before.  Although certificated extended contracts are an 
allowable expense, the key criteria is that these tasks and activities must be different than what has been offered 
before to students, must be different than what teachers have been tasked with before, and must provide deeper 
learning to better address, the development of the pathway instructional core, pathway program of study, and 
overall pathway development. Services provided by teachers should not have previously been funded from other 
sources. 
 

Meetings/Professional Development on site 
Providing refreshments and compensation for staff to attend meetings is an allowable expense and can be 
allocated for meetings that support developing pathway curriculum, collaboration time, student and family 
engagement, and industry partner engagement.  Although refreshments and stipends for meetings are an allowable 
expense, the key criteria is that these meetings must provide deeper learning and planning to better address the 
development of the pathway instructional core, development of pathway program of study, and overall pathway 
development.  These meetings should be be agendized, have recorded minutes, and should not be meetings 
previously funded from other sources, meetings that have been required previously, or meetings that are scheduled 
within regular daily work schedule. 

● Compensation will be paid as “Participation in Approved Professional Development Programs/Meetings” 
at the pay rate of $18.34 as stated in OUSD Board policy 

● Refreshment cost at a maximum not to exceed $75 per meeting  
● Refreshments and compensation are non-permissible expenses for the following meetings: standing 

leadership meetings, SSC meetings, standing professional development, department meetings, and other 
core meetings scheduled within daily work schedule 

 



 

 
Conferences and Retreats 

Measure N funds can be used to support the travel, lodging, and fees for school leadership and staff to attend 
conferences and other opportunities for professional development. Although this is an allowable expense, the key 
criteria is that conferences and professional development opportunities attended must be different than what has 
been offered before and must provide deeper learning to better address the development of the pathway 
instructional core, pathway program of study, and overall pathway development. The professional development 
and/or conference should not have previously been funded from other sources or have been required previously.  

● Conferences include travel, lodging, and meals at a maximum not to exceed $40 per person per day as 
stipulated by OUSD Board policy 

● Retreats include travel, lodging,  and meals at a maximum not to exceed $40 per person per day as 
stipulated by OUSD Board policy 

 
Field Trips 

Field Trips are an allowable expense and can be allocated for field trips that support pathway curriculum and 

projects, project-based learning, pre-pathway exposure, work-based learning, CTE courses and coursework, and 

the Work-Based Learning continuum. Funds can be used to cover buses, entrance fees, and admission fees.  Out 

of state field trips are an allowable expense with the key criteria that the field trip must an integrated part of the 

pathway instructional core and pathway curriculum. Funds can be used to cover the travel and lodging for 

students and staff for out of state field trips. Although field trips are an allowable expense, the key criteria is that 

these field trips must be different than what has been offered to students before and must provide deeper 

learning to better support the development of the pathway instructional core, pathway program of study, and 

contextualized learning for students.  The field trips should not have previously been funded from other sources. 

 
Supplies and Materials 

Supplies and materials are an allowable expense and can be allocated for supplies and materials needed for 
project-based learning, pathway curriculum and projects, CTE courses and coursework, Dual Enrollment courses, 
and the Work-Based Learning continuum.  Although supplies and materials are allowable expenses, the key 
criteria is that these supplies and materials must be for opportunities that are different than what has been offered 
to students before and must provide deeper learning to better support the development of the pathway 
instructional core, pathway program of study,  and contextualized learning for students.  Supplies should not have 
previously been funded from other sources and must be supplemental. 
 

 
 
Documents Required for Submission - OUSD District Schools 
Please submit to Nancy Gomez for pre-approval.  Please keep a copy at your site for your records for auditing purposes: 

Permissible Expenses Document Required Notes / Instructions 

School Site Visits  

(that require travel) 

● Travel Request Pre-Approval Form  

● Agenda / Itinerary 

● Transportation Confirmation 

& Invoice 

● Hotel  Confirmation & Invoice 

1*Credit card transaction receipts  are not 

allowed in place of an itemized receipt.  

Bank statements can be included to support 

the purchase, but cannot replace the 

receipt. 

 



 

● Other Anticipated Expenses 

(Meals/Taxi/Bridge Tolls): 

Original Itemized Receipts 

Required*1 

● Justification Form 

● Travel Expense Report*2 

2* Only required when an employee is 

submitting receipts for reimbursement. 

2*All employee reimbursement requests 

must be submitted no later than 60 days 

after the original receipt date and within the 

current fiscal year.  

After 60 days = automatic rejection from 

A.P. 

 

Conferences  

(that require travel) 

● Travel Request Pre-Approval Form  

● Conference Registration Form 

& Itinerary 

● Transportation Confirmation 

& Invoice 

● Hotel  Confirmation & Invoice 

● Other Anticipated Expenses 

(Meals/Taxi/Bridge Tolls): 

Original Itemized Receipts 

Required*1 

● Justification Form 

● Travel Conference Request Payment 

Form*2  

● Travel Expense Report*3 

1*Credit card transaction receipts  are not 

allowed in place of an itemized receipt.  

Bank statements can be included to support 

the purchase, but cannot replace the 

receipt. 

2*Required in order for AP to pay the 

Vendor’s invoice. 

3* Only required when an employee is 

submitting receipts for reimbursement. 

3*All employee reimbursement requests 

must be submitted no later than 60 days 

after the original receipt date and within the 

current fiscal year.  

After 60 days = automatic rejection from 

A.P. 

Staff Retreats  

(off-site that require 

travel/lodging) 

● Travel Request Pre-Approval Form  

● Venue Registration Form 

● Agenda & Sign-in Sheet 

● Transportation - Mileage: 

attach a MapQuest print-out 

to confirm the total number 

of miles 

● Hotel Lodging  Confirmation & 

Invoice 

● Other Anticipated Expenses 

(Meals/Taxi/Bridge Toll): 

Original Itemized Receipts 

Required*1 

● Justification Form 

● Travel Conference Request Payment 

Form*2  

● Travel Expense Report*3 

1*Credit card transaction receipts  are not 

allowed in place of an itemized receipt.  

Bank statements can be included to support 

the purchase, but cannot replace the 

receipt. 

2*Required in order for AP to pay the 

Vendor’s invoice. 

3* Only required when an employee is 

submitting receipts for reimbursement. 

3*All employee reimbursement requests 

must be submitted no later than 60 days 

after the original receipt date and within the 

current fiscal year.  

After 60 days = automatic rejection from 

A.P. 

Meetings: 

Professional 

● Pre-Approval Form for Special Event & 

Activities 

● Facility Rental Agreement 

1*No hand-written order forms or receipts 

Must be in an invoice template.  

 



 

Development or school 

events on Site 

● Venue or Vendor Invoice*1 

● Original Itemized Receipts 

Required*2 

● Justification Form 

● Agenda & Sign-in Sheet 

2*Credit card transaction receipts  are not 

allowed in place of an itemized receipt.  

Bank statements can be included to support 

the purchase, but cannot replace the 

receipt. 

Extra Pay for 

Certificated Employees 

● Extended Contract*1 

● Paid Inservice Program & Projects and 

Curriculum Development Activities 

Form*2 

● Stipend Request Form*3 

 1-3*Thoroughly filled out - please answer 

all fields and confirm  the hourly rate with 

your administrator. 

*Provide details depending on  the form 

used;  Services to be provided, 

Accomplishment Standards, Justification 

and/or Purpose of Program or Stipend.  

 

Field Trips  

(using Measure N funds 

only) 

● Field trip packet 

● Justification form 

 *Thoroughly filled out - especially the 

budget information. 

Supplies and Materials ● Lesson plan  

 

 
 
Documents Required for Submission - Charter Schools 
Please submit to Nancy Gomez as supporting documentation with quarterly expenditure reports and please keep a copy for 
your records for auditing purposes: 

Permissible Expenses Document Required 

School Site Visits ● Itinerary, lodging confirmation, and flight confirmation 

● Receipts that accumulate to amount spent 

● Justification Form 

Certificated Extended Contracts ● Document that captures the agreement of extra service being provided by staff 

member 

● Justification Form 

Meetings, Professional 

Development or school events 

on Site 

● Agenda and sign-in sheets 

● Receipts that accumulate to amount spent 

● Justification Form 

Conferences and Retreats ● Itinerary or Agenda 

● Lodging confirmation and flight confirmation 

● Receipts that accumulate to amount spent 

● Justification Form 

Field Trips ● Receipts that accumulate to amount spent 

● Justification Form 

Supplies and Materials ● Lesson plan 

● Receipts that accumulate to amount spent 

 



 

● Justification Form 

 
 
 

Measure N Education Improvement Plan (SPSA) 
Measure N Budget Proper Justification 

 

Measure N Education Improvement Plan: Measure N Budget 

School sites submitting a Measure N Education Improvement Plan (SPSA) to the Measure N Commission for 

approval are required to submit a detailed Measure N budget. 

 

The Measure N budget should provide the following information: 

(1) How the full projected Measure N allocation will be spent 

(2) Specific details for budget line items that demonstrates how it is aligned to pathway development 

 

Overall, proper justification for budget line items will include the following information: 

(1) What the specific expenditure, vendor, or service is 

(2) How the specific expenditure, vendor, or service provided is aligned to pathway development 

(3) Why this specific expenditure or service is needed 

 

Examples of proper justification for specific budget line items: 

A. Consultants 

(1) What the specific expenditure, vendor, or service is: Vendor/Consultant Name to 

(2) How the specific expenditure, vendor, or service provided is aligned to pathway development: 

provide support with integration of newcomers in pathways in 10th grade 

(3) Why this specific expenditure or service is needed: due to the increase in newcomer population 

 

B. Retreats 

(1) What the specific expenditure, vendor, or service is: Lodging, travel, and food for retreat with 8 

Engineering pathway teachers to 

(2) How the specific expenditure, vendor, or service provided is aligned to pathway development:  

develop scope and sequence of 11th grade Work-based learning activities  

(3) Why this specific expenditure or service is needed: in order to integrate work-based learning 

with current projects students are exposed to 

 

C. Supplies 

(1) What the specific expenditure, vendor, or service is: Digital photography software 

(2) How the specific expenditure, vendor, or service provided is aligned to pathway development:  

required for new 12th grade visual and performing arts pathway graduate capstone project 

(3) Why this specific expenditure or service is needed: to ensure integration of CTE industry 

standards 

 

D. Conferences 

 



 

(1) What the specific expenditure, vendor, or service is: Linked Learning Convention registration 

and travel 

(2) How the specific expenditure, vendor, or service provided is aligned to pathway development:  for 

5 staff including assistant principal, counselor, and pathway teachers to see best practices of 

career technical education  

(3) Why this specific expenditure or service is needed:  in order to ensure alignment to CTE industry 

standards and integration 

 

E. Field trips 

(1) What the specific expenditure, vendor, or service is: Field trip to Roe v. Wade play for public 

health academy students 

(2) How the specific expenditure, vendor, or service provided is aligned to pathway development:  so 

students can analyze the impact of the decision of Roe v. Wade  

(3) Why this specific expenditure or service is needed:  as part of a new integrated project that 

increases the contextualized learning of public health 

 

 

FOR OUSD DISTRICT SCHOOLS ONLY: 

When creating any requests through Escape, please make sure that the proper justification is copied directly 

from the school site’s SPSA. 

 

Please enter the proper justification in the “NOTES” section of any Escape requests. 

 

Please upload required documentation described in the Permissible Expenses document in the 

“ATTACHMENTS” section of any Escape requests. 

❏ Travel Request Pre-Approval Form 

❏ Conference Registration Form & Itinerary or Agenda (if it’s a school sponsored retreat) 

❏ Transportation: Invoice or Itemized Receipts (if being reimbursed) 

❏ Hotel: Original Confirmation or Itemized Receipts (if being reimbursed)  

❏ Other anticipated expenses; meals, bridge tool, parking: Original itemized receipts required 

 

Screenshot of Vendor Requisition: 

 



 

 

 

OUSD DISTRICT SCHOOLS ONLY: 

Please refer to the OUSD Escape Training Guide for all Escape questions and information. 

 

Examples of insufficient proper justification that will not be accepted: 

A. Consultants 

Insufficient Proper Justification: For Consultant Contract 

B. Retreats 

Insufficient Proper Justification: Please pay Invoice No. 1234b, Purchase Order should not exceed 

$1650 

C. Supplies 

Insufficient Proper Justification: Supplies for pathway class 

D. Conferences 

Insufficient Proper Justification: Per SPSA Professional Conferences 

E. Field Trips 

Insufficient Proper Justification: Admission to field trip events, 40 tickets; school to be reimbursed in 

the amount of $1500 

F. Budget Transfers 

Insufficient Proper Justification: Transferring funds for contract 

 

   

 

https://docs.google.com/document/d/1hM8IWEIaYMtdbjAzyeRWKF8XNqWGSvgFonZjlZLhgb0/edit?usp=sharing


 

MEASURE N 
BUDGET MODIFICATION PROCESS 

 
Overview 
Measure N budgets are approved as part of the Measure N Education Improvement Plan (SPSA) by the 
Measure N Commission and OUSD Board of Education. 
 
It is understandable if planning continues or teams get more clarity on who they want to spend Measure N 
funds and those changes need to be documented and pre-approved.  Changes to an approved Measure N 
budget must be made via the Measure N Budget Modification Form that is submitted to Nancy Gomez for 
pre-approval. School sites must save a copy of the approved Budget Modification Form for auditing purposes. 
 
 
When do I need to submit a Measure N Budget Modification Form? 
 

 
 

 

https://docs.google.com/document/d/1wA_rpEcRP3O49F0Dg8QLDQcQTHvj_782oLEnnjxgSUM/edit?usp=sharing
https://docs.google.com/document/d/1wA_rpEcRP3O49F0Dg8QLDQcQTHvj_782oLEnnjxgSUM/edit?usp=sharing
https://docs.google.com/document/d/1wA_rpEcRP3O49F0Dg8QLDQcQTHvj_782oLEnnjxgSUM/edit?usp=sharing


 

Examples of changes that require a Measure N Budget Modification Form 
a. Measure N approved budget: $10,000 for supplies 

Reallocation of funds to: $10,000 for dual enrollment textbooks 
b. Measure N approved budget: $5,000 for conferences 

Reallocation of funds to: $5,000 for transportation for career exploration visits 
c. Expenditure of $5,000 for career exploration visits transportation not in Measure N approved budget 

 
Examples of changes that do not require a Measure N Budget Modification Form 

a. Measure N approved budget $10,000 for BART tickets for pathway field trips 
Reallocation of funds to: $10,000 for bus tickets for transportation for pathway field trips 

b. Measure N approved budget: $5,000 for Linked Learning Alliance conference 
Reallocation of funds to: $5,000 for CTE conference 
 
 

OUSD DISTRICT SCHOOLS ONLY: 
Requirements for Budget Transfer Escape Request 

● Please provide proper justification within the “NOTES” tab of all Escape requests. 
● Please attach all required documentation to the “ATTACHMENTS” tab of all Escape requests. 
● Please review the OUSD Escape Guide for detailed information and step-by-step guide. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://docs.google.com/document/d/1hM8IWEIaYMtdbjAzyeRWKF8XNqWGSvgFonZjlZLhgb0/edit?ts=5b871e9f#heading=h.n60284gk2ksi


 

 

 
Measure N Budget Modification Form  

 

School & Site #:  Principal:  

Pathway(s):  Requested By:  

 
1. From: Original Approved Strategic Action (copy from approved SPSA Measure N 2018-19 budget) 

Original Strategic Action 

 

 
Original Escape Account Code Structure 

Fund Resource Year Goal Function Object Site Manager Program LCAP Optional 

 9333          
 
Amount being transferred: $__________________ 
 
❏ Please check this box if this is an expenditure that is not in the approved Measure N budget. 

 
 
2. To: New/Revised Strategic Action 

New/Revised Strategic Action 

 

 
New/Revised Escape Account Code Structure 

Fund Resource Year Goal Function Object Site Manager Program LCAP Optional 

 9333          
 
 
3.  How does this shift support the overall planning process and pathway design work for your team? 
 

 
Signature of Approvals:  (Please insert the team member’s name below the signature line) 
 

____________________ 
Name: 
Teacher Leader/Pathway Director  

_____ 
Date 

 ____________________ 
Name: 
Principal 

_____ 
Date 

 



 

 

FOR HIGH SCHOOL LINKED LEARNING OFFICE USE ONLY 
 

Program Manager Signature:_____________________________                              Date:_____________  
Budget Transfer No:____________________________ 

 
Network Superintendent:________________________________                              Date:_____________  

 
 
  

 



 

MEASURE N 
CARRYOVER 

Overview 
Every high school can rollover all unexpended Measure N budget allocations from one fiscal year to the next. 
Per Measure N Commission policy, if funds are to be carried over from one year to the next, schools must 
complete a Measure N Carryover Justification Form that identifies why the funds were not expended and 
identifies a clear plan that articulates the use of the funds in the next fiscal year. 
 
OUSD District schools will be informed of the final carryover amount and the availability of their carryover funds 
once the Fiscal Department completes all necessary processes to close the previous fiscal year. Once it is 
determined that a school has Measure N carryover the school site will be informed and will be provided the 
deadline by which to complete the Measure N Carryover Justification Form.  
 
Please note: Carryover funds are loaded in Object Code 4391 - Carryover for OUSD District Schools. 
 
Charter schools that report having not spent the full Measure N budget allocation will be provided the Measure 
N Carryover Justification Form and the deadline by which to complete the form. 
 
Where can I find the Measure N Carryover Justification Form? 
The Measure N Carryover Justification Form will be uploaded as a new tab within the Measure N Education 
Improvement Plan (SPSA) of the current fiscal year. 
 
What does the Measure N Carryover Justification Form look like? 

 
 

 



 

Review and Approval Process 
Step 01: 
School sites that are required to submit a Measure N Carryover Justification Form due to having carryover 
funds and are required to complete the Form by the provided deadline. 
 
Step 02: 
The Measure N team will review the Measure N Carryover Justification Form to ensure that all expenditures 
are permissible and aligned to pathway development.  If there are questions or concerns regarding 
permissibility or alignment sites will be contacted for further clarity and/or required edits to the form. 
 
Step 03: 
Once the Measure N Carryover Justification Form is approved, sites can begin to access their funds via the 
review process outlined in this guide. 
 
OUSD DISTRICT SCHOOLS ONLY: 
Requirements for Escape Requests 

● Please provide proper justification within the “NOTES” tab of all Escape requests. 
● Please attach all required documentation to the “ATTACHMENTS” tab of all Escape requests. 
● Please review the OUSD Escape Guide for detailed information and step-by-step guide. 

 
  

 

https://docs.google.com/document/d/1hM8IWEIaYMtdbjAzyeRWKF8XNqWGSvgFonZjlZLhgb0/edit?ts=5b871e9f#heading=h.n60284gk2ksi


 

MEASURE N 
JOURNAL ENTRY PROCESS 

Overview 
School sites are not to use Measure N funds to cover the costs covered by other funding sources even if 
Measure N funds will be journaled back into Measure N. 
 
School sites can journal Measure N money to other funding sources that covered expenses that were to be 
covered by Measure N, are part of the approved Measure N budget, and are permissible. 
 
OUSD District Schools Only 
All Journal Entries are completed via Escape and follow the Measure N review process outlined in this guide. 

 
 
OUSD DISTRICT SCHOOLS ONLY: 
Requirements for Journal Entry Escape Request 

● Please provide proper justification within the “NOTES” tab of all Escape requests. 
● Please attach all required documentation to the “ATTACHMENTS” tab of all Escape requests. 
● Please review the OUSD Escape Guide for detailed information and step-by-step guide. 

 
  

 

https://docs.google.com/document/d/1hM8IWEIaYMtdbjAzyeRWKF8XNqWGSvgFonZjlZLhgb0/edit?ts=5b871e9f#heading=h.n60284gk2ksi


 

MEASURE N 
HIRING PERSONNEL 

Overview 
Personnel who are hired, fully or partially, using Measure N funds must have a job description that clearly 
articulates responsibilities and essential duties that are permissible, supplemental, and aligned to pathway 
development. 
 
If personnel hired, fully or partially, using Measure N funds are hired under a generic job description, a Duty 
Statement must be completed to demonstrate the services being provided are permissible, supplemental, and 
aligned to pathway development.  
 
Please note: this documentation must be submitted and pre-approved, please save a copy for auditing 
purposes. 
 
OUSD District Schools Only 
All HR Authorizations are completed via Escape and follow the Measure N review process outlined in this 
guide. 

 
 
OUSD DISTRICT SCHOOLS ONLY: 
Requirements for HR Authorization Escape Request 

● Please provide proper justification within the “NOTES” tab of all Escape requests. 
● Please attach all required documentation to the “ATTACHMENTS” tab of all Escape requests. 
● Please review the OUSD Escape Guide for detailed information and step-by-step guide. 

 
 
  

 

https://docs.google.com/document/d/1I4aP_eTu4VU6aZs1yE4QB5l0NP3Ecj9cjS914pv_8l0/edit?ts=5b8861f3
https://docs.google.com/document/d/1I4aP_eTu4VU6aZs1yE4QB5l0NP3Ecj9cjS914pv_8l0/edit?ts=5b8861f3
https://docs.google.com/document/d/1hM8IWEIaYMtdbjAzyeRWKF8XNqWGSvgFonZjlZLhgb0/edit?ts=5b871e9f#heading=h.n60284gk2ksi


 

MEASURE N 
DUTY STATEMENT 

The duty statement is an essential legal document that justifies the use of Measure N funds. The duty 
statement must include supplemental duties that strengthen the core academic program in the 
school. The following are necessary components for the duty statement:  
 
 

Site / Location: 
 

 Site #:  

Position Title:  FTE % from 
Measure N: 

 

Requestor’s 
Name: 

 Requestor’s 
Title: 

 

Employee to be 
hired: 

 Term:  

 
 
SUBJECT (FOCUS) (Suggestion: refer to SPSA for data points):  
 
 
 
 
EVIDENCE-BASED (DATA) - Example: SRI Scores (Suggestion: refer to SPSA for data points):  
 
 
 
 
TARGET (STUDENT POPULATION):  
 
 
 
 
FREQUENCY OF SERVICES:  
 
 
 
 
SUPPORT:  

 



 

 
 
 
 
ANTICIPATED OUTCOME:  
 

 
 
 

 
 
I have reviewed this duty statement and have determined that it accurately reflections the position 
and demonstrates that the services provided are in alignment with Measure N and are supplemental. 
 
 
________________________________________ __________________ 
Principal Date 
 
  

 



 

MEASURE N 
JUSTIFICATION FORM 

OVERVIEW 
In order to expend Measure N funds, the expenditures must meet the 5 criteria below: 

1. Be Incorporated in the Measure N Education Improvement Plan that was approved by the Measure N 
Commission and the OUSD Governing Board 

2. Align to the purpose of the Measure N initiative 
3. Incorporate all four pillars of Linked Learning and logically lead to the Measure N Outcome Goals 
4. Be aligned to the permissible uses outlined 
5. Not supplant existing programs, positions, or expenditures at the school site that were previously 

supporting the Measure N Goals and Outcomes or overall school programming 
 
Please use this form for all non-Escape requests to ensure proper justification is provided for the review 
process as outlined in this guide. 
 

Date:  

Site Name & Number:  

Pathway Name:  

 
 
 

Specific Expenditure or Service Type: 
 

 

How is this specific expenditure or service type 
aligned to pathway development? 
 
 
 
 
 

 

Why is this specific expenditure or service type 
needed? 
 
 
 
 
 

 

 
 
  

 



 

MEASURE N 
ANNUAL AUDIT 

Overview 
Per Measure N ballot language, Measure N is to be audited annually by an independent financial auditor.  The 
auditor will provide an audit report that reports (1) the amount collected and expended in such year, (2) the 
description of all programs funded, and a determination that the monies expended were for the allowable uses 
state in this Measure; and (3) the determination that the monies from this Measure are being used to 
supplement, and not supplant, unrestricted general fund revenue. 
 
Audit Preparation 
School sites must keep a Measure N binder for the current fiscal year that includes copies of all documents 
submitted for pre-approval. 
 
Audit Process and Timeline 
The Measure N audit is to be completed by December 31st of every year.  Measure N staff work with the 
auditors to understand and communicate requests and timelines. 
 
Auditors randomly select a sample of schools to audit and from those schools they select a random sample of 
Measure N expenses to audit. Auditors request documentation that demonstrates that expense are permissible 
and supplemental.  Schools are given 2-3 weeks to submit supporting documentation to the auditor.  The 
auditor then reviews and assess the documentation provided. If further documentation or clarity is needed, 
sites will be notified. 
 
Documents Required for Auditing - OUSD District Schools 

Please note these are documents that were submitted to Nancy Gomez for pre-approval: 
Permissible Expenses Document Required 

School Site Visits  

(that require travel) 

● Travel Request Pre-Approval Form  

● Agenda / Itinerary 

● Transportation Confirmation & Invoice 

● Hotel  Confirmation & Invoice 

● Other Anticipated Expenses (Meals/Taxi/Bridge Tolls): Original 

Itemized Receipts Required*1 

● Justification Form 

● Travel Expense Report*2 

Conferences  

(that require travel) 

● Travel Request Pre-Approval Form  

● Conference Registration Form & Itinerary 

● Transportation Confirmation & Invoice 

● Hotel  Confirmation & Invoice 

● Other Anticipated Expenses (Meals/Taxi/Bridge Tolls): Original 

Itemized Receipts Required*1 

● Justification Form 

● Travel Conference Request Payment Form*2  

● Travel Expense Report*3 

 



 

Staff Retreats  

(off-site that require 

travel/lodging) 

● Travel Request Pre-Approval Form  

● Venue Registration Form 

● Agenda & Sign-in Sheet 

● Transportation - Mileage: attach a MapQuest print-out to confirm 

the total number of miles 

● Hotel Lodging  Confirmation & Invoice 

● Other Anticipated Expenses (Meals/Taxi/Bridge Toll): Original 

Itemized Receipts Required*1 

● Justification Form 

● Travel Conference Request Payment Form*2  

● Travel Expense Report*3 

Meetings: 

Professional Development or 

school events on Site 

● Pre-Approval Form for Special Event & Activities 

● Facility Rental Agreement 

● Venue or Vendor Invoice*1 

● Original Itemized Receipts Required*2 

● Justification Form 

● Agenda & Sign-in Sheet 

Extra Pay for Certificated 

Employees 

● Extended Contract*1 

● Paid Inservice Program & Projects and Curriculum Development Activities 

Form*2 

● Stipend Request Form*3 

Field Trips  

(using Measure N funds only) 

● Field trip packet 

● Justification form 

Supplies and Materials ● Lesson plan 

 
Documents Required for Auditing - Charter Schools 

Permissible Expenses Document Required 

School Site Visits ● Itinerary, lodging confirmation, and flight confirmation 

● Receipts that accumulate to amount spent 

● Justification Form 

Certificated Extended Contracts ● Document that captures the agreement of extra service being provided by staff 

member 

● Justification Form 

Meetings, Professional 

Development or school events 

on Site 

● Agenda and sign-in sheets 

● Receipts that accumulate to amount spent 

● Justification Form 

Conferences and Retreats ● Itinerary or Agenda 

● Lodging confirmation and flight confirmation 

● Receipts that accumulate to amount spent 

● Justification Form 

 



 

Field Trips ● Receipts that accumulate to amount spent 

● Justification Form 

Supplies and Materials ● Lesson plan 

● Receipts that accumulate to amount spent 

● Justification Form 

 
 
 

 


