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To Whom It May Concern:  

 

Thank you for referring your student to the Transportation Communications Union/International Association of 

Machinists (TCU/IAM) program at the Excelsior Springs Job Corps Center. Our admissions team looks forward to 

working with you and your potential candidate.  

 

Below is a list of the items you should copy and send to us for review. We ask that all items be compiled and sent in 

1 (one) single envelope/mailing to my attention and addressed as indicated at the bottom of this page.  

 

Note: Please ensure that the information you send is complete and exactly as requested so your application may be 

processed in a timely manner and not delayed.  

 

 Current/Updated Student Profile/ETA 640  

  CIS Student Conduct File.  

  High School Diploma or GED certificate.  

 Data Sheet/ETA6-52. (Pages 1 thru 3)  

  Birth Certificate  

 Social security card.  

 Complete student health record.  

 IEP - if the student doesn't have an IEP this needs to be documented  

 Case notes  

 Student Essay  

 Complete vocational TAR with all line items signed and must include the following:  

• Beginning and ending dates on the front of the TAR must match what is in CIS.  

• All TAR line items must have a performance rating of a 2 or a 3.  

• All TAR line items must have a student signature and a staff signature.  

• The dates on the TAR line items cannot be on a weekend, a non-training day or on a day when the student 

was not present. 

  

Please schedule a telephone interview with our TCU/IAM Coordinator, Ms. Stanley. Her telephone number 

is (816)629-3276. Please notify me when this interview has been completed.  

 

Send complete files to:  

Rebecca Kiehl, ACT Coordinator  

Excelsior Springs Job Corps  

701 St. Louis Ave.  

Excelsior Springs MO 64024  

Phone: 816-629-3209 FAX: 816-629-3833  

e-mail: kiehl.rebecca@jobcorps.org 

 

See Page 2 for Student Health Record requirements.  

Incomplete files will not be approved. If you need further assistance please let me know.  

Kindest Regards,  

Rebecca Kiehl 

ACT Coordinator 
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Health Services Policy on TCU/IAM Transfers  
Copy the entire student health record.  

This will include all admission documents, labs, drug screens, immunizations, progress notes, dental, Teap, mental 

health and physical exams.  

 

Failure to follow these guidelines is the most common reason TCU/IAM files are delayed.  

 

In addition to the above information, ESJCC requires the following items:  

 

MEDICAL  

• Complete physical by physician done within 6 months prior to your request for transfer demonstrating fitness for 

duty.  

 

• Admission lab work and Tb skin test should be redone if the student has been enrolled over 12 months.  

 

• Pregnancy test within 5 days prior to transfer. If file is delayed, we may request a repeat.  

 

MENTAL HEALTH  

 

• All Mental Health notes or  

 

• Documentation that no Mental Health concern was identified during current enrollment  

 

DENTAL:  

 

• Dental Exam (with dental class noted)  

 

• Student must be a class 4 and require no further treatment.  

 

Student Health Records must be complete and sealed in a separate envelope. This envelope should be placed inside 

the admissions packet to be sent as a Single mailing.  

 

If you have further questions regarding medical admission requirements, please email  

Stolwk.susan@jobcorps.org.  
 

 

 


