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Education Services Division

Fort Hood On-Duty Apprenticeship Program Checklist – MSSA
1st & 3rd Monday, Monthly at 1400 in Bldg 33009, Room G201(mandatory)
Microsoft Technology Associate (MTA) Exam or CTC Equivalent Exam taken 
within first 30 days/month of class.  

Date:___________________					  Bde/Unit:____________________
Rank: ____________ LName/FName:_______________________Last4SSN:____________________
ETS or Retirement Date:______________________ Email:______________________________
Contact #___________________________________ Desired Start/End Date:_____________________

	
Topic
	
Fort Hood Apprenticeship Program Topics (MSSA Cohort# _)
Read the below information, select yes or no where appropriate, and place your initials to annotate that you have read the information.
	
SM Initial



	
1.
	
1st & 3rd Monday, Monthly at 1400 in Bldg 33009, Room G201 (mandatory)

· Do you have a GoArmyEd Account Activation:  www.GoArmyEd.com; Click- New User; follow screen instructions for Password/Login:  Yes or No

· Have you applied for Financial Aid/Scholarships: (Pell Grants):  Yes or No

· Do you plan to activate Veteran’s Education Benefits:  (MGIB/Post 9/11) to fund this program? Yes or No

· Are you aware of Tutor.com (free tutoring):  Yes or No;  or/and
khanacademy.org;  Yes or No  (tutor.com and khan academy provide free math enhance resources)

· Are you aware of the following resources:  CLEP/DSST/DLPT/TABE/GT Predictor/BSEP/FAST/GT Improvement/AFCT:  Yes or No

· Are you aware of Multi-Use Learning Facility (MLF) – Soldier Development Center- H207:  Yes or No 
	

	
2.
	
Memorandum For Record (MFR) signed by Company Cdr
	

	
3.
	
Microsoft Technology Associate (MTA) Exam or CTC Equivalent Exam will be taken Within first 30 days/month of class students take the MTA.  
	

	
4.
	
Microsoft online application/Interview will be completed prior to course enrollment. (Information will be provided by CTC)
	

	
5.
	
Electronic Acceptance Letter or Electronic Non-Acceptance Letter from CTC or Microsoft Representative
	

	
6.
	
Electronic Acceptance Letter or Electronic Non-Acceptance Letter Forward to Soldier’s Company Cdr and Battalion Cdr
	

	7.
	
MSSA GoArmyEd Enrollment Session for MSSA # ___

 (start date – End Date):_______________________ Will be conducted on (Date) ____________________________ in the Soldier Development Center, Education Services Division, Bldg 33009, Room G201.  If you have any questions, please send email to 
usarmy.hood.usag.mbx.dhr-csp@mail.mil or call the (254) 287-4824.

	



Note from Dr. Tina J. Ady, Dean Continental & Fort Hood Campuses, Central Texas College:  

“It is essential that students not miss more than the allotted time and keep up with all assignments and class lectures.  Students should schedule appointments outside of the class periods. We want students to be successful in this program”. 

From the Central Texas College 2014/15 Course Catalog, page 44:

Class Attendance and Course Progress 

Regular and punctual class attendance at all scheduled classes is expected. Each faculty member will inform students of the attendance policy and the course objectives at the initial class meeting.

· Students are required to be in class on time. Instructors may choose to lower a student’s grade because of tardiness. Excessive tardiness is disruptive to the educational process and may result in disciplinary action. Due process and the right to appeal will be provided to students subject to disciplinary action.

· Only instructors can authorize an excused absence. Regardless of the reason for the absence, the student is responsible for completing all coursework covered during any absence.

· Failure to meet the attendance requirements in a course may result in a lower grade or failure in the course.

· An instructor may initiate an administrative withdrawal if a student fails to meet the attendance requirements or is not making satisfactory progress toward the course objectives. The instructor may assign a grade of "FN" or "XN" at the time of the administrative withdrawal.

Excessive Absences 

· Students who have not attended class by the 12th class day of a 16-week course or the 6th class day of an 8-week term may be administratively dropped by the instructor with a grade of "W." Students may also be administratively withdrawn from any class when their absences exceed a total of four class meetings for a 16-week course or three class meetings for less than 16-week courses and; in the opinion of the instructor, the student cannot satisfactorily complete the course. In a distance learning course the last date of attendance is the last activity by the student in the course.

Additional comments:

Websites for additional information:

(1) http://www.ctcd.edu/locations/fort-hood-campus/programs/ 

(2) visit class prep work: 
www.microsoftvirtualacademy.com/training-topics/aspiring-technologists

I have read and understand the above information reference the Fort Hood MSSA Apprenticeship Program.

______        ______________________________                ___________________________  ________
Rank              Print: FName, LName			 Signature			       Date
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