
 Job Aid for SUPERVISOR Role – Classified Staff Evaluation System 

Welcome to the On-Line Classified Staff Evaluation System.  

This should be completed by the person who is at a Supervisory level or higher. 

The Supervisor is responsible for evaluating the performance of employees as well as reviewing performance evaluations if designated as a Reviewer.  

Please note that we currently have two Evaluation Forms: 

 Performance Evaluation for Permanent Classified Employees (hourly) 

 Performance Evaluation for Permanent Classified Administrator (salaried) 

These forms are assigned to employees automatically based on their current position in the district. 

 

 
 

 
 
 
 
https://myapps.lausd.net/eval 
 
Login using your Single Sign-on username and password. 
 
 
 

Evaluations Assigned to Me (evaluations that I must complete for my staff)  

 

 
 

 
 
 
 
This is your landing page.  Note that your session expires in 60 minutes. 
Make sure to save any changes you make in the system before moving 
to the next task.  

 
Select “Evaluations Assigned to Me” to view and begin the performance 
evaluations of your direct reports.  

 
 

 

https://myapps.lausd.net/eval
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Select “Annual” to open the employee’s annual performance evaluation 
 
 

Classified Employee Evaluation  

 
 
 
 
 
 
 
 
 
 
 

 

Select “View Instructions” before starting the evaluation of your 
employee’s work performance. This will open a pdf in a new window. 
You may print the instructions.  
 
“Other Evaluations” – will allow you to see prior completed  
performance evaluation re 
 
“Exempt Employee” - If your employee is exempt from evaluation, 
please select “Exempt Employee” and a window will open. Please 
indicate the reason in the box provided. Reasons may include: 
employee is in probationary or temporary status; the employee is 
currently on leave; etc. 

 
 
Please fill out the date range for the Evaluation. If it is other than the 
full school year indicated. 

 

 
 

 
Select “View” to show details for the employee’s “Protected” or 
“Unprotected” absences. If you wish to make notes regarding the 
absences please use the comment box provided.  
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Continue with the rest of the evaluation.  
 
You may use the Comment boxes in each area to support your ratings. 
 

 

 
 

 
 
If “Below Standards” is selected for any area, a window will open that 
will require you to provide a statement of the problem or concern.  
 
When you are done, select “close” in the lower right-hand corner of the 
comment box. You may click the link in red “Below Standards 
Comments” to view your comments.   
 
Please note that a separate box opens in every area where you indicate  
“Below Standards”. 
 
Please note: it is critical to remember that an employee should not be 
learning for the first time that his/her performance is below standards 
in any area through the evaluation process.  The performance 
evaluation supports the disciplinary process but it is not a tool for 
discipline.   
 
Continue with the rest of the evaluation. 

 
 

 
 

 
 
Check “Yes” or “No” to indicate if you believe your employee is working 
within the scope of his or her assigned job classification.  
 
Please note: an indication of “no” does not trigger an automatic review 
of the position.  It is still the supervisor’s responsibility to initiate that 
process with the Personnel Commission.  
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You may attach up to 5 files in Word or PDF formats. Each file can be up 
to 2 MB.   
 
Then, check the box next to “I accept” to indicate that you accept the 
electronic signature agreement. 
 
Type your Full LAUSD email address and click “Submit” 

 If you have a reviewer, your “Reviewer” will be notified via email 
that you have submitted the evaluation of your employee 
successfully. S/he will now review the evaluation. 

 If the “Reviewer” agrees with your assessments, you will be notified 
via email and you may meet with your employee to discuss his/her 
evaluation. 

If the “Reviewer” does not agree with some of your assessments, s/he 
will discuss any disagreements with you. If you feel changes are needed 
you will have the opportunity to make them. Please note that the 
Reviewer does not have access to make changes to the evaluation, so 
the Supervisor will need to make any agreed upon changes.  After the 
reviewer has signed the evaluation, meet with your employee to 
discuss the evaluation of his/her work performance.   
 
 
 

 
 
 
 
 

 

 
Once you have met with the employee and discussed with him/her, you 
may “release the evaluation” to your employee for his/her 
acknowledgment. The following window will open 

 
Check the box and Submit 
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Classified Administrator Evaluation   

 

 

 
 
Select “View Instructions” before starting the evaluation of your 
employee’s work performance. This will open a pdf in a new window. 
You may print the instructions.  
 
“Other Evaluations” – will allow you to see prior completed  
performance evaluation re 
 
“Exempt Employee” - If your employee is exempt from evaluation, 
please select “Exempt Employee” and a window will open. Please 
indicate the reason in the box provided. Reasons may include: 
employee is in probationary or temporary status; the employee is 
currently on leave; etc. 

 
 

Please fill out the date range for the Evaluation. If it is other than the 

full school year indicated. 

Go through each of the sections, and select your rating from the drop 

down menu. 

Please note if “Limited" is selected for any other factor, please refer to 

the instructions. 
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You may attach up to 5 files in Word or PDF formats. Each file can be up 
to 2 MB.   
 
Then, check the box next to “I accept” to indicate that you accept the 
electronic signature agreement. 
 
Type your Full LAUSD email address and click “Submit” 

 If you have a reviewer, your “Reviewer” will be notified via email 
that you have submitted the evaluation of your employee 
successfully. S/he will now review the evaluation. 

 If the “Reviewer” agrees with your assessments, you will be notified 
via email and you may meet with your employee to discuss his/her 
evaluation. 

 
If the “Reviewer” does not agree with some of your assessments, s/he 
will discuss any disagreements with you. If you feel changes are needed 
you will have the opportunity to make them. Please note that the 
Reviewer does not have access to make changes to the evaluation, so 
the Supervisor will need to make any agreed upon changes.  After the 
reviewer has signed the evaluation, meet with your employee to 
discuss the evaluation of his/her work performance.   

 
 

 

 
Once you have met with the employee and discussed with him/her, you 
may “release the evaluation” to your employee for his/her 
acknowledgment. The following window will open 

 
 
Check the box and Submit. 

Notes:  

 If an employee refuses to sign or acknowledge an evaluation, print the evaluation and have a witness sign it, stating that the employee has 

viewed the evaluation and refuses to sign.  

 If you need assistance, please email PC-Evaluation@lausd.net 

mailto:PC-Evaluation@lausd.net

