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This letter is being provided as a link from my course description.  If you are on a waiting list, do not order text and materials until the director notifies you that you have a seat in the class.  The text for this class can be ordered from the TPS bookstore.
I am sure each of you is bubbling over with questions, the foremost of which probably is how the class is going to be run.  I will generally do a lecture format.  It will be interactive.  I will encourage you to ask questions as I lecture.  Sometimes I will answer your questions and sometimes I will tell you to hold on because your question is about to be covered in my lecture.  There will be times I will ask you to hold your questions.  At times I will ask you for personal experiences as they relate to the topic being discussed.  
ITB NOTEBOOK
I will expect you to keep all of your assignments in a three ring binder.  (Probably 2” spine)  You will need to create a table of contents listing all assignments in the notebook and you will need to number the notebook pages to correlate with this table of contents.  Please come up with a logical numbering system.  You can use page 1 – page 250 or if you like, go by chapters using 1.1, 1.2, 1.3 etc for each item in chapter one and 2.1, 2.2, 2.3 for each item in chapter 2.     The first THREE assignments are:   1) this Welcome Letter, and 2) the syllabus which will be provided prior to the first class and 3) The Class Projects Document.  This binder will be graded by your parent at the end of each semester. I will supply the criteria.  It will be graded on organization, neatness and content.  You are required to design a cover page for this binder.  It can be done by hand or on computer.  Use your imagination - it should say something about the course; it can be pictures or graphics - whatever you think says “ITB”.  The notebook should be kept by chapter (all chapter one assignments, followed by all chapter 2 assignments, etc.) with the following assignment order for each chapter:  Outline, graded homework, graded test.  Please DO NOT include the answer key for each chapter's homework which I provide.  Also, please do not staple any pages together.  You should put your projects in a separate section of the notebook.
I want to encourage students to keep their notebook up to date as we move through the semester rather than waiting until the end and attempting to put it together in one or two days.  Experience has shown this to be a bad practice because of unforeseen circumstances including computer and printer failures at the critical times, even to the point of all work being “lost” in a computer failure.
HOMEWORK
Of course, since you are home-schooled, it is all homework.  However, I want to make a distinction between regular assignments and tests.  Each chapter will have a set of vocabulary words (“Develop Your Business Language”), and a set of questions (“Communicating Business Concepts” numbers 1 – 4).  These are to be done for every chapter we cover.  
You will upload your completed assignments to the designated web site. (If you do not know how to do this, a tutorial is available thru TPS.)  Once I receive your homework assignment, I will return to you an answer key for you to check your homework.  I ask that you make corrections neatly in BOLD RED.  (If your printer does not have red, please make corrections in bold CAPITALS).  Since you have done the work on the computer, just go back and make the corrections on your original work, print it and place the corrected copy in your ITB notebook.  Homework should be done in Open Office or Microsoft WORD and SPELLCHECKED prior to submission.  Please do your homework in 12 pt. Bold type.  
The Parent is responsible to assist the student in checking homework.  The objective portions are very straight forward.  However, some of the questions may have latitude in their answers.  I provide the answers as they appear in the answer key provided by the publisher, however, I also encourage students to e-mail me if they are struggling with any particular question or concept.
A note of caution may be in order at this point.  Since I do not grade the homework and I do provide an answer key, it may be easy to fall into the habit of doing homework that is “good enough” for the instructor to return an answer key.  The assignments generally highlight the material that will appear on the tests, so it will serve the student well to make sure the homework is done well.  Also, if I determine that a student has not put sufficient effort into a homework assignment, I will not return an answer key, but will request that the student re-submit a better homework assignment and the assignment will be counted late.
PLEASE NOTE FORMATTING REQUIREMENTS:
When doing the homework, for both vocabulary and questions, you should write the question as it appears in the text but you do not need to answer in complete sentences.  Often times you will be required to list things – please make the list in a readable format (A, B, C or 1, 2, 3 etc.)  For  vocabulary “Developing Your Business Vocabulary”, write the vocabulary word IN CAPITALS at the beginning of the definition followed by a dash (EX: NATURAL RESOURCES – raw materials supplied by nature)  I require students to write both the questions and answers because I want the assignments to be used as study material.  A list of answers without questions is not very helpful and neither is a list of vocabulary words without their associated definitions.
For all chapters I will provide an outline of the material we will cover.  I ENCOURAGE you to take notes on the outline.  Frequently, I will leave blanks on the outline which I expect you to complete.  These outlines become part of your ITB notebook.  Do not be concerned that you have taken notes on the outlines, I expect them to be written on and not even neatly!  These outlines will be on the Potters School site where assignments are uploaded and downloaded.
Homework assignments have a value of 20 points each.  If assignments are submitted late, they are docked 1 point (5%) for each day they are late.  Assignments are due at 6:00 pm. Eastern Prevailing Time.  Homework received after 6:00 pm. is considered one day late on the day it is due and an additional day late for each successive 6:00 pm. which passes.  Incomplete homework will receive a reduced grade.  For the first few weeks if homework is not done according to the format specified above it will be returned to you with a request that you re-submit it in proper format and it will be considered a late assignment.  After the first few weeks, homework will be docked points if not submitted in correct format.    Your homework will count as 25% of your semester grade.  NOTE:  :  If you requested and were granted an extension on the deadline for an assignment, you MUST  include a note in red at the beginning of the assignment reminding me of the extension.  If you fail to do this, you may be docked points.  

Requests for Extensions MUST come from parents, they must state the reason for the extension request and they must tell me the exact assignment (i.e. Ch 1 homework due Feb 1).

  I sometimes get over 100 e-mails a day and I do sometimes overlook an extension request.  If you make a request but do not get a reply, assume it is granted.
TESTS
You will have a test after each chapter and they are worth 100 points each.  At the end of the semester, your ITB Notebook will count as a test grade.  Most tests will include vocabulary words from the chapter and an essay question or two along with short answer questions.  An essay question is your opportunity to tell me everything you know!  Two or three questions DOES NOT AN ESSAY MAKE!
Again, tests are due at 6:00 pm. Eastern Prevailing Time and are docked 5% for each day they are late.  If you know your test is going to be late for a legitimate reason, I ask that you have a parent e-mail me in advance of the due date/time.  If I do not get notice from a parent regarding late tests or homework, deductions will be made.  Your graded tests should be placed in your ITB Notebook along with the blank copy I supplied.

You need upload ONLY THE ANSWERS to the tests.  Please use capital letters. (EX: T for True and F for false, etc.)  I will correct them and return them to you.  You can then put the corrected copy I return to you in your ITB Notebook, along with the original  copy (It does not even need to be filled out, as many students take the test by typing the answers directly on the computer 
NAMING YOUR ASSIGNMENTS
It is tremendously helpful if all students name their assignments with the same naming convention. You must include your name as part of the file name. Please use your first initial and last name.  For example if your name was Darth Vader, the name you would use would be D. Vader

When you name a file, first tell me your name (D. Vader), the class (ITB), then the chapter (Ch 1 or Ch 2, etc.) and then tell me what it is (HW for homework, or test).

So the file name for chapter 1 Homework will be:

 D.Vader  ITB Ch 1 HW.  The file name for the test over chapter one file name will be:  D.Vader  ITB Ch 1 Test.
SEMESTER PROJECTS
The Berlin Paper
There will be one report due during the semester, after chapter 12.  Your will have one of two topics: The Berlin Wall or The Berlin Airlift.  If your last name begins with A – M you will do the Berlin Wall and if your last name begins with N – Z you will do the Berlin Airlift.  ONE EXCEPTION:  If I have siblings in the class, (or who previously wrote a Berlin paper for me)  they must do different subjects.  The report should be between 4 and 5 pages long, double spaced and is worth 100 points.  The report should be done in Open Office or Microsoft WORD and spell checked.  Please include a bibliography and a cover page.  You should have at least 4 references.  It should be written in MLA format, including in text citations.  Failure to use MLA or in-text citations will result in an automatic 10 point deduction.  The reason behind my choice of topics will be obvious after we study chapter 12.  After all papers are received, I may choose to upload a sample paper from each topic so students can read about  the topic they did not research.  Further, if I do post sample papers I may opt to have a test on these two subjects.  This will depend on my time availability.  A good reference for MLA format is:
 (http://owl.english.purdue.edu/owl/resource/747/01/)
The Stock Market Project
The Stock Market Project actually has two parts.  The first part is the DJIA tracker where we will just watch and record (and later graph) the closing price of the Dow-Jones Industrial Average.  This information is readily available at www.googlefinance.com  (I will take you there and give you instructions when we are ready to begin).  For the second part you will be given an imaginary $100,000 to invest in the stock market.  From that point forward you will track your investment.  You should check and document your closing prices at least twice a week.   At a given point, we will all sell our investments and see who made (or lost) money and how much.  Details will be in a separate document called “Class Projects.  Each part of this project is worth 100 points.

The Currency Exchange Game
We will also examine how currency values fluctuate in relation to one another.  We will visit www.xe.com at the beginning of each class once the assignment begins.  I will take you there early in the semester and explain how to read the chart.  After watching this for a few weeks, you will have the opportunity to invest an imaginary $300,000 in the currency of other countries.  Details will be in a separate document called “Class Projects”
The Multi-Tracker Sheet

 You will also visit Kitco.com to get the “Spot Price” on gold and silver.  You will invest $100,000 each in gold and silver.  Details will be in a separate document called “Class Projects”.  We will also record other data from this web site over the course of the semester so you can see both the direct and inverse relationships among things that affect our economy.

The stock market and the currency exchange are fun.  Don't stress over them – they take very little time and you are not graded on how well you do, just on participation and record keeping.
WHERE TO FIND YOUR GRADES
Your grades are available on the TPS site as soon as I grade your assignments.  YOU NEED TO CHECK YOUR GRADES FREQUENTLY.  You need to do this for two reasons: to make sure your posted grades agree with the grade I put on your assignment and to see that no grades are missing.  If you find no grade for an assignment you believe you have submitted, please e-mail me.  
WHAT I EXPECT OF YOU:
I expect you to have read the chapters before the class period when they will be covered.  I do give chapter notes, but they are not always comprehensive.  Also, my chapter notes may include material not found in the text.
I expect you to enter into the class discussion.  I understand that some students are more likely to do this than others.  I do not want to unduly coerce anyone, but I would like for everyone to participate at some level.
I expect work to be completed in a timely manner.  For uploaded work, 6:00 pm. (eastern time) on the due date is timely; 6:01 is late.  Daily work generally counts 20 points per assignment.  All late assignments will be docked 5% per day.  A special note is in order at this point.  Since all daily work goes into your ITB Notebook and your ITB Notebook is graded at the end of the semester, daily work will be counted twice.  So, even if it is so late you get no points, you still need to do the assignment because it will be part of your ITB Notebook grade.
If you know you are going to be unavailable for class, please let me know in advance.  Also, I will always accept work early and special arrangements can be made for tests or quizzes with your parents consent.
If late work is a result of personal illness, family emergency or a computer problem of a non-recurring nature, I will grant full credit upon request from the parent.  This request must be made either prior to the due date / time or shortly thereafter.  

Please make every effort to be in class on time.  I know there can be problems with connectivity, so I suggest always trying to be logged on 5 minutes early.  If you are late to class, please enter quietly.  Also, please do not ask “What did I miss?”  For obvious reasons, I cannot start the class over for each student who enters.
If you are having tech issues that you cannot resolve on your own, you should first contact TPS at the following address:  http://registration.pottersschool.org/support
They are generally able to solve your problem and if not, they will direct you to Gatherworks.

WHAT YOU SHOULD EXPECT OF ME:
Since I expect you to have your assignments to me on time, I will return assignments received on time to you as quickly as I can, generally within 3 days.  Priority is given to grading work that is submitted on time.  Work submitted late is graded as time permits, generally on the next week-end.  I schedule time to grade assignments.  A single late assignment can easily take as much time to grade as six assignments received together on time.
If you are having difficulties with the material or have questions you are free to e-mail me at any time.  My e-mail address is:  MrRucker@pottersschool.org
In the event that we should have some type of problem communicating, you may call me at home at 812-923-6139 between 7 pm. and 10 pm. (Eastern Time) most evenings.  I ask that you try to resolve problems through e-mail communications before calling.
I tend to believe the subject material is interesting.  I tend to tell a lot of stories in my lectures to highlight the material in the text.  My hope is that this keeps the material interesting to you.  
I am always open to suggestions.  If you have an idea you wish to share with me, I encourage you to do so.  For obvious reasons, I cannot implement every suggestion I receive but suggestions are still welcome.
About half of our first class period will be devoted to going over this and other material detailing how the class will work.  You will have ample opportunity to ask questions at that time.  There will be a quiz over the Welcome Letter and first class.
This class is not hard, however it moves at a fairly brisk pace.  Historically, students who fall behind have a difficult time catching up and maintaining their grades.  Very nearly all of the students I have taught in this class over the years have said it was a fun class and that they learned a great deal.  I will do my best to make sure this holds true for this class as well.

Sincerely,
Don Rucker, Instructor

