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This letter is sent through Sky Q Messages to new
employees so they know which forms to complete

Congratulations and Welcome Aboard!
We are excited to have you join the USD 204 staff!

As a newly hired employee, there are several forms that you must complete before you begin your first
day in USD 204.

Let’s begin your journey by accessing the Skyward Q system, where you applied, in order to complete
your new hire forms.

Here is the link:

https://skyward.iscorp.com/BonnerSpringKSBusSTS/Session/Signin?area=Home&controller=Home&acti

on=Index&logoutreason=SignedOut
At the top of the home page, click the down arrow next to the house and click on Employee Access.

This will take you to the Employee Dashboard where you will find the on line forms you need to
complete.

Here is a list of forms that you need to complete for employment:
These forms are completed online:

1. W-4 (Federal Tax Form)

2. K-4 (Kansas Tax Form)

3. Direct Deposit Account Information Form

4. Emergency Contact Information Form

5. Demographics Form

6. Handbook Acknowledgement Form

7. Paystub Email Address Form

These forms are started online, printed and completed on paper when you come to the district office:
Bonner Springs/Edwardsville Unified School District 204

2200 S. 138th St Bonner Springs, KS 66012
Phone: (913) 422-5600 | Fax: (913) 422-4193 | www usd204 nat

8. Health Form - TB test and physical. This must be completed before you can start
working with students.

You have two choices regarding this form:

1. Complete the form, print it, take it to your health care provider at your expense.

OR

2. Contact Providence Medical Group at 913-322-7222 to set up your TB Test and Physical. When
scheduling let thermn know that vou want to schedule with PCP Sandy Cederman, that you are a new
hire with USD 204 e and the District will cover your cost. All appointments
will be either on day, T ys or d the TB test must be administered and
then you MUST return to their office 48 hours l:tet to have the TB skin test read.

You must use the Health Form provided as it is a State requirement. You may not start work before
this form is completed.

***The district Cannot accept the TB test and phy from - health care p . you will
need to go to either your health care provider OR the district health care provider to have the form
completed for both the Physical AND the TB Test! An incomplete health form or multiple pages will
not be accepted!

9. 19 Form — complete Section 1 only, print the form and bring it to the District Office with your Driver's
License and Social Security card.

10. KPERS ( Public ) Form — you will need to sign this form (at the
bottom of Page 2) in front of a witness_ The witness cannot be an individual you named as a beneficiary.
You can always bring the unsigned form to the District Office and we can complete the
signature/witness portion here.

After the forms listed above are completed or started, set up an appointment with Shelly Miller at the
District Office, humanresources@usd 204.net or 913-422-5600.

You need to bring:

- The forms listed in steps 7-9
- Your Driver’s License and Social Security Card

We will complete your hiring document and take your picture for your District Badge.

You need to request that official transcripts be sent to the district at humanresouro
showing your college hours, es or bachelor’s degree, if

your application.

=2 usd204 . net
d that you have college hours on

Here is a list of contacts:
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Online Forms for Employees

Onboarding

Nearly all of the forms that are needed from a new employee are located on the Employee
Dashboard—

Handbooks
All employee handbooks are in the Employee Portal with a form to acknowledge.

Request for Salary Adjustment

Certified Staff request to move across columns after earning PD points and College
Credits

Letter of Reasonable Assurance
Letter to let classified employees know they will be working next school year.




Employee Profile

Online Forms for Employees

Update Address, Phone Number, Personal Email
This automatically updates the employee
information in their profile.

PORTER, LETICIA

EMPLOYEE DETAILS ¢ Edit _
Name Leticia Porter

Update Emergency Contact Information
This automatically updates the employee

information in their profile.

Email porterl@usd204.net (District)
A%  Employee Number 100297
Latest Hire Date 06/27/2006

ASSIGNMENT DETAILS

These forms are accessed by Clicking the

[+ Open Details (5] Open Details

L
Employee PrOﬁIe Tlle on the daShboard’ then Position District Administration Position Travel Stipend Admin
o o L3
i irec ; o i vel Sti A
CI ICkI ng Ed It. Assignments Director Human Resources Assignments Travel Stipend Admin
Buildings District Office Buildings District Office
Start Date 07/01/2023 Start Date 07/01/2023
8 End Date 06/30/2024 End Date 06/30/2024
A @ — | PORTER, LETICI/
LE Amours ] Amount ]
Percent Employed 100.00 Percent Employed 100.00
8
l 5} :l EMERGENCY CONTACT DETAILS ¢ Edit
[ P
Name Victoria Porter Name Kenneth Porter
e : .t h 3 inS
Employee Profile Relationship Daughter Relationship Spouse
Phone I Phone[ e
Email » )gmail.com (Perscnal)



Online Forms for Administrative Tasks

New Vendor Form
To Request that a Vendor be added to the system.

Handbooks

All employee handbooks are in the Employee Portal with a form to acknowledge.

Update Address, Phone Number, Email
This automatically updates the employee information in their profile.

Update Emergency Contact Information
This automatically updates the employee information in their profile.

Request for Salary Adjustment

Certified Staff request to move across columns after earning PD points and College
Credits

Letter of Reasonable Assurance
Letter to let classified employees know they will be working next school year.




