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1. Preparing for Assignments
Before you begin work on writing your assignments, there are a number of different things that must
be done. Many students attempt to go straight from the research stage into writing their essay.
However, a good essay can generally only arise after thorough preparation and planning.

1.1 Analyse the Question/Initial Planning
1.1.1

Essay Instructive/Directive Keywords

The first thing you need to do when you begin work on your assessments is to make sure you
understand the essay question. Every essay includes one or more instructive or directive keywords
which tell you what kind of information your lecturer is looking for. If you are asked to “describe”
something in an essay, this is very different to being asked to “outline” or “assess” something. What
keyword/s does your particular essay question have? Note: Sometimes an essay topic might have more
than one instructive/directive keyword.
On the next page is a list of some of the common examples of instructive/directive words that you will
find in your essays at MAC.
Instructive/Directive
Keyword
A question mark (?)
Account for
Analyse
Argue
Assess
Comment

Meaning
Whenever your essay topic is a question, this means you are being asked
to discuss a topic. See section under discuss below.
Give a clear explanation of something and evaluate possible
causes/reasons.
Break down the topic into all its important parts, explain the importance of
each of these parts, definitions, or concepts and explain how they connect
to each other.
Provide reasons for and/or against something, citing evidence.
Judge the significance/importance of something based on evidence.
When you are asked to comment on a topic in an essay, you are generally
being asked to choose one side or another of an argument or give a
particular perspective on a topic. But, you are not necessarily being asked
your own opinion on this topic. You can choose to answer a question from a
particular perspective without having to offer your own opinion on the
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Compare
Contrast
Critically
(analyse/evaluate)
Define
Demonstrate
Describe
Discuss
Distinguish
Evaluate
Examine
Explain
Illustrate
Interpret
Investigate
Justify
Outline
Prove
Show
Summarise
Synthesise
Trace

topic. With comment questions, it is always worth checking with your
lecturer if they are looking for your own opinions on the topic.
Look for similarities and differences.
Similar to compare but here you are emphasising the differences.
Add a degree or level of accuracy depth, knowledge and understanding,
logic, questioning, reflection and quality to (analyse/evaluate)
To explain the meaning of something.
Show clearly by giving proof or evidence.
To give a detailed explanation of a topic.
To consider a topic from various points of view with supporting evidence.
Recognise or note/indicate as being distinct or different from; to note
differences between.
Present a judgement of an issue by stressing both strengths and
advantages, and weaknesses and limitations. The emphasis is on assessing
the value, worth or relevance of the matter under scrutiny.
Inquire into.
Give reasons or account for something so it is easy to understand.
Make clear or explain using examples, comparisons, diagrams, or graphs.
Expound the meaning; make clear and explicit, giving your own judgement.
Plan, inquire into and draw conclusions about.
Give good reasons for decisions or conclusions using supportive evidence.
Briefly outline the main features, facts, or general ideas about something.
Show something is accurate/true/valid by using facts, documents, and/or
other information to build your case.
Explain your topic giving evidence or examples to establish a strong case.
Give a brief, concise account of the main points of the topic.
Bring elements together to make a complex whole, draw together or
integrate issues (e.g. theories or models can be created by synthesising a
number of elements).
Give the development, process or history of a thing, event or idea,
especially by proceeding from the latest to the earliest evidence.

Consider the following essay question:
Write an essay describing the historical background of one of the groups of characters encountered in
the gospels and outline their role in the gospels.
Firstly, we can see that this particular essay question has two different instructive or directive keywords
– “describe” and “outline.” You could then check the above chart to see what kind of information is
required in order to describe and outline information in an essay: While “describe” refers to giving a
detailed outline of a topic, “outline” refers to briefly outlining the main features, facts, or general
ideas about a particular topic.
1.1.2

Marking criteria

Every assessment you get at college will include a set of marking criteria. It is always important to
check the marking criteria on every assessment as the marking criteria will give you a broad idea of
how much space you need to dedicate to each element in your assessment. Take the same essay
question again along with the associated marking criteria:
Write an essay describing the historical background of one of the groups of characters encountered in
the gospels and outline their role in the gospels.
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Assignment Criteria
Background information on your selected group
Their role in one or more gospels
Use of and engagement with the Bible
Use and evaluation of secondary sources
Style and Structure
Construction of argument (including introduction and
conclusion)
Bibliography and referencing

30%
30%
10%
10%

10%
10%

The marking criteria for each of the two parts of this assessment (the background information and the
information on their role in the gospels) are weighted the same (30%). This tells you that you need to
make sure you have approximately the same amount of information in your essay on each one of these
sections. The marking criteria also indicate that you will receive marks for the quality of your argument
as well as your referencing and bibliography. This means, you should also pay attention to these
aspects of your assessments, so you do not drag down your mark with incorrect citations, etc. A wellresearched, well-written essay will still lose some marks if the bibliography, referencing, etc., is not
done correctly.
1.1.3

An initial essay plan

An essay plan helps you to organise your ideas before you get to the writing stage. While your plan
might change as you continue to gather information, it is a helpful starting point to keep you on track
and to ensure you don’t leave out anything important. Although writing an essay plan might feel
strange at first – after all, how can you answer a question when you haven’t done any research? –
starting with even a very loose plan helps you order your ideas and focus your reading. Without a
sense of direction, it can be very difficult even to know where to start!
You should always use the essay question and the marking criteria as your guideline for your plan.
For example, consider the following essay question:
Describe some of the key similarities and differences between the four gospels. How can we account
for these?
Our first essay plan might be very simple and look something like this:
Introduction
Similarities between the gospels
Differences between the gospels
Why are there similarities/differences?
Conclusion
The marking criteria for this particular essay question look like this:
Marking Criteria – Short Essay
Content:
Differences between the gospels
Similarities between the gospels
Reasons that explain these differences/similarities
Use of and engagement with Bible
Use of secondary literature

20%
20%
20%
10%
10%
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Style and structure:
Construction of argument (including introduction and conclusion)
Bibliography and Referencing

10%
10%

We can see that the marking criteria allow 20% of marks for the similarities between the gospels,
20% for differences between the gospels, and 20% to account for those similarities/differences. This is
important as it means when you write your assessment, you should have roughly equal amounts of
information on each of those three sections.
Now you have a better idea of how to evaluate the information you read while you are in the
research stage. If the information you read doesn’t help you to answer any of your three main points,
then it probably isn’t going to be helpful for this particular assessment (even if it is really interesting!)

1.2 Research
1.2.1

Recommended Texts

The first place you should go to for information for your assessment tasks is the unit outline which you
will be able to access from eFormation a week before your unit is due to commence. Your unit outline
will always include a list of recommended texts for your particular unit.
1.2.2

eLibrary

All MAC units have an eLibrary which you can access in eFormation. These are book chapters or
articles that your lecturer has gathered for you which are relevant for your particular assessments. You
can find the eLibrary for your unit on your unit’s eFormation page:

1.2.3

Perlego

Perlego is a digital online library of more than 500,000 academic books. It is a subscription-based
membership website which we make available for free for all MAC students doing units for credit for
each semester you study with us. However, free access to Perlego is unavailable for auditing students.
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Auditing students may choose to pay $18/month for a person licence, available from
www.perlego.com.
If you studied at MAC in semester 1 and already have a Perlego account, you may continue using that
same account for semester 2 (unless you have shifted to auditing in semester 2).
In order to set up your free Perlego account, you can go to the Perlego access information under the
‘News and Events’ tab in your unit on eFormation.
The following link has useful tips:
https://help.perlego.com/en/collections/2873109-using-perlego
There is also an instructional video on using Perlego in the Student Resources section of eFormation.
1.2.4

EBSCO

EBSCO is a collection of academic databases you can use to search for eBooks and journal articles.
EBSCO is easy to navigate once you know how. You can access EBSCO from eFormation. Under each
unit in eFormation is a link to EBSCO including the password:

Please note: the password is updated regularly so please use the current password in eFormation rather than
attempting to use the above password.

When you log onto EBSCO, you should be taken to the EBSCO website that looks like this:
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There are four options of databases you can access (only two are visible in the image above). Tick the
boxes for the databases you wish to select and then click on ‘continue.’
In the topic search field, you can enter in a topic or an author’s name. The click “search” and you will see
the relevant results. If you enter a phrase, please put the phrase into quotation marks.
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Once the database finds results for you, please scroll through the options to identify helpful resources.
Be prepared that not all resources will be helpful to you and it will be a matter of finding a helpful
resource.
EBSCO is a powerful database and it enables you to:
•
•
•

Download and save journal articles
Search for keywords in eBooks
Download and save a copyrighted portion of eBooks

Enjoy exploring! If you would like to learn more about using EBSCO, there is a video training session
available under the Student Resources section in eFormation. For additional information about EBSCO,
you can speak to your lecturer, or to our MAC Librarian Rebecca Shead (rebecca@mac.edu.au).
1.2.5

Dictionaries

When you first start researching for your assignments, it can also be helpful to try looking up information
in a dictionary connected with your area of research. The MAC library has a range of different
dictionaries for theology, church history, etc. The benefit of using a dictionary as your starting point is
that the articles are generally relatively short and can give you a brief overview of a topic before
having to start reading an entire book on a subject. Some examples are pictured below.

Note: You just need to remember that with dictionaries and encyclopaedias, each separate section of
the dictionary has a separate author which is listed at the end of the dictionary/encyclopaedia entry
(see the example below). This means you have to reference each section separately in your footnotes
and bibliography (see Appendix 2 for directions on referencing your sources).
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In the image given (left), this is an article on the Book of
Judges written by L. G. Stone in the Dictionary of the Old
Testament. This particular section of the dictionary would
need to be referenced like this:
Footnote:
L. G. Stone, “Judges, Book of” in Dictionary of the Old
Testament: Historical Books (ed. B. T. Arnold and H. G. M.
Williamson; Downers Grove: InterVarsity Press, 2005), 592.
Bibliography:
Stone, L. G. “Judges, Book of.” Pages 592-606 of Dictionary
of the Old Testament: Historical Books. Edited by B. T. Arnold
and H. G. M. Williamson. Downers Grove: InterVarsity Press,
2005.

1.2.6 Additional information
Students often overwhelm themselves with too much
information when they are researching for assessments.
There is no point dragging home a mountain of books or
photocopying a truckload of articles that aren’t going to be
relevant or helpful. You need to learn to be selective as you consider sources for your research. In
addition, as you research, you need to make sure you continually evaluate the information you are
gathering. Keep asking yourself –
• Will this information be helpful for my assignment?
• What will I use this information for in my assignment?
• Do I already have enough information for this part of the assignment?
When you are reading through the information you have gathered, try, as much as possible, to
summarise the information you are reading rather than copying it out word for word. Summarising
information is a much better way to get your brain to focus on the information you are reading. The
reason is that you have to be able to understand something in order to be able to summarise it
properly. Copying out large amounts of information from books won’t help you understand it and
won’t make your job of writing the essay any easier. In addition, copying information straight from
your sources also means students sometimes plagiarise inadvertently in their essays because they
forget which parts of their notes are in their own words and which parts are in someone else’s words. In
order to understand the information, to apply it well in your essay, and to commit the information to
your long-term memory, summarising information in the note-taking process is definitely the way to go!
If you are photocopying pages or handwriting notes from books/articles, make sure you take the time
to write down the relevant bibliographical information for each of the sources you are using. Many
students get themselves into a knot by not recording the information accurately from the sources they
are using. Whenever you use a source, take the time to write down the name of the author/s, editor/s,
title, publisher, place of publication, date, and the precise page numbers you were using so you don’t
have to try to find this information again later.
If you are photocopying notes, it can be helpful to photocopy the pages at the front of the book which
include all the bibliographical information and staple this to the rest of the notes you are photocopying
(see example below). Also, it is worth checking that all the page numbers and any footnotes are also
visible on your photocopy so you don’t have to come back and check the book again later to get those.
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Remember, when you are photocopying notes, you need to follow the copyright regulations regarding
how much of a book you are allowed to photocopy at one time (see
Appendix 1: Copyright for research and study in this handbook).

1.2.7

Academic versus ‘Popular’ Sources

One of the challenges students face when researching is selecting the right sources. In general, when
you are asked to research a topic for your essay, the expectation is that you will be using high quality
academic texts. But one of difficulties for students is understanding what exactly an academic source is
in comparison to a range of sources available to you on any given topic.
Academic Sources
Popular Sources
Academic sources, or scholarly publications, are
Popular texts are those which are written for a
generally written by experts in a particular field broad, general audience on topics of general
of study with a specific, academic audience in
interest and are generally more informal in style.
mind. Academic sources will always thoroughly
Unlike academic sources, popular sources are
cite all of the sources they have used in
generally not peer-reviewed and do not contain
researching their topic and these will be found in citations for the sources they have used in their
either footnotes at the bottom of each page or
research. While popular sources might be helpful
endnotes at the end of the book. In most cases,
for us in our personal reading, they are not
academic sources have gone through a “peerconsidered academic sources. For this reason,
review” process. This means, independent
devotional writings, Christian magazine articles,
scholars have read and assessed these sources
books by popular Christian authors that do not
for their academic standard, accuracy, and
have footnotes/endnotes, study bibles, as well as
validity. The primary audience for academic
articles on Christian websites such as Bible.org
sources are academic peers as well as students
are not academic sources. For this reason, you
studying in the field.
need to avoid these sources in your research
unless your lecturer has explicitly stated they are
acceptable for a particular assignment.

1.3 Detailed essay plan
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You will recall that our original plan for our sample essay question before the research stage looked
like this:
Introduction
Similarities between the gospels
Differences between the gospels
Why are there similarities/difference?
Conclusion
However, once you have begun the research stage, you will begin to flesh out your essay plan, and it
might begin to look more like this:
Introduction
Similarities between the gospels
- Some stories appear in more than one gospel
- Similarity in order of events between the synoptic gospels
- The overall message of Jesus’ death and resurrection is the same
Differences between the gospels
- The gospel of John is substantially different to the synoptic gospels
- Each of the gospels features stories not found in the others
- On some occasions, there are differences in the order of events
Why are there similarities/difference?
- Each of the gospels has a different audience (difference)
- Each of the gospels had a different theological emphasis it wanted to make
(difference)
- Theory of Markan priority suggests Matthew and Luke had a copy of Mark when
they wrote their gospels (similarity)
- The stories all originate with eyewitness even if they weren’t written down by
eyewitnesses (similarity)
Conclusion
This second essay plan is more detailed and will give you a solid basis for writing your essay ensuring
you won’t miss out on any of the key elements and that each section of the essay will correspond to the
percentages outlined in the marking criteria.
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2. Writing Your Assignments
In the previous section of the handbook, we looked at the first three steps of writing an essay as
outlined on the essay writing graph:

2.1 Writing your essay
In this section, we are going to address how you go about the actual writing stage.
The first thing you need to do to write your essay is to WRITE! It sounds obvious, but to start writing you
need to start writing! The sooner you start writing, the better position you will be in when it comes to
finishing the essay. Starting the writing stage early will give you more time to write and more time to
edit.
In reality, the writing stage of this process should overlap with the research stage. Many students
believe they have to gather all information possible before they can commence writing. However, this
is a misnomer because there is no such thing as gathering all possible information! Students who put off
writing until they are ‘experts’ on a topic inevitably find themselves stressed and hurried as they
attempt to finish writing their essay in the final hours before an essay is due. This is not the way to
produce your best work! It also means students are often having to go back over their notes to find the
particular quote or reference they are looking for. When you start the writing process simultaneously
with the research process, you can gather all your ideas on paper as you go so you aren’t wasting
time going back over your research notes. So, start writing as soon as you can! At this preliminary
writing stage, don’t fuss over typos or sentence structure, just aim at getting your thoughts down on
paper.
Many students put so much pressure on themselves to create the perfect piece of written work that it
becomes difficult to start writing. This pressure builds often leading to a mental block as students worry
about getting the highest quality work as soon as they start writing. Avoid putting yourself in this kind
of stressful situation by getting your ideas on paper and building up to getting a completed draft of
the whole essay done as early as possible.
While essay writing is a daunting task for many students, essays are actually very formulaic — a good
essay will always follow the same general formula. This can be seen in the chart below. The only way
this chart will change is if you have more than 3 points you would like to argue in your essay. In this
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case, you would simply just be adding another one of the orange boxes in the “body” section of the
essay.
Many students who are trying to write an essay attempt to write their essay in chronological order –
they begin with the synopsis, move on to the introduction, the body, and finally the conclusion.
However, as the synopsis, introduction, and conclusion all require some summary information, it is much
better to begin writing your essay by starting with the body of your essay. Use the essay plan you
have written as headings and start to write each section of the essay underneath these headings. If you
have more information on the second section of your essay, start writing that section and come back to
the first section later. There is no reason why you have to write your essay in chronological order. But
by writing the body of the essay first, you can always make changes to the order during the editing
stage without having to rewrite your introduction, conclusion, and synopsis to match the new order of
the essay.
2.1.1

Writing the Body of your Essay

The body of an essay is where you develop the main points of your essay. Information in the body of
your essay needs to be in the form of paragraphs which logically flow from one to the next. To ensure
a logical flow in your essay, you need to pay particular attention to:
1. good use of topic sentences
2. correct paragraph structure
The first sentence of each paragraph, which is referred to as the topic sentence, introduces the
paragraph by stating and summarising the main point being made in the paragraph. Topic sentences
often contain transitional words/phrases which aid in the smooth transition from one paragraph to the
next. The topic sentence should inform the reader of the point you are going to be making in this
paragraph and what connects this paragraph to the preceding one. Examples of transitional phrases
that introduce a new idea while connecting the paragraph to the previous one include, “in light of
this…,” “furthermore…,” “in contrast…,” “in comparison…,” “likewise…,” “regardless…,” “irrespective
of…,” “consequently…,” “as a result…,” and so on.
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Effective paragraphs possess 3 key things:
1. Unity – they focus on one main idea;
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2. Development – which occurs when the idea is elaborated on in the paragraph. This elaboration
usually consists of the evidence you have gathered from your research to support the point you
are making in the paragraph;
3. Coherence – where everything in the paragraph is clear and relates to and expands on the
bigger point you are making.
2.1.2

Writing Your Introduction

An essay introduction sets the scene for the entire essay. Most students do well at introducing the topic
of their essay, but what many students overlook is telling your reader what exactly the essay is going
to contain. An introduction should tell us 4 things (as can be seen in the graphic on the previous page):
1. Introduce your topic (if you wish, use a hook or an interesting fact related to the topic at hand
to begin your introduction);
2. Introduce the particular focus of your essay;
3. Introduce the structure of your essay;
4. Present your thesis statement or key statement – what is the one ‘big picture’ point you would
want your audience to take away from your essay.
Let’s look at this in a little more detail.
The first thing your introduction should do is introduce the topic you are going to be discussing in your
essay. It might sound straight-forward, but many students try hard to create a clever or interesting
introduction that they forget to express clearly what the theme of the essay is! So be clear in
introducing your topic! This can be done easily by incorporating the words of the essay question into a
statement. Going back to one of our previous examples, our essay question was:
Describe some of the key similarities and differences between the four gospels. How can we account
for these?
A simple way of starting this essay could simply be to say:
This essay will address the key similarities and differences between the four gospels contained in the
New Testament in addition to considering what factors influenced these similarities and differences.
While this serves well as the first sentence of your introduction, you might like to open your essay with
something a little catchier. You might choose to use a quote from a movie or a song or a quote from an
ancient literary text. You might like to include a statistic or a line from a famous sermon or public
address or anything else that might connect with the theme of your particular essay. Any of these are
acceptable in the opening sentence of your introduction.
Consider the following introduction:
The writer of John’s gospel states that he wrote his gospel account so “that you may believe that Jesus
is the Messiah, the Son of God, and that by believing you may have life in His name” (John 20:31). This
essay will address the key similarities and differences between the four gospels contained in the New
Testament in addition to considering what factors influenced these similarities and differences.
Now our introduction not only tells us the general topic of the essay (i.e., the gospels) but also the
particular focus of the essay (i.e., the similarities and the differences between the gospels).
The third element that needs to be included in the introduction is an idea of where you are going to be
taking the essay. Every essay should have a series of key points that help answer the essay question. It
is then a matter of simply stating these key points briefly as part of the introduction. This is where
writing an essay plan at the beginning of your research and/or writing becomes particularly
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important. If you have written an essay plan, you will be able to indicate the major points of your
essay much more clearly.
Again, remember our original brief plan for this essay question:
Introduction
Similarities between the gospels
Differences between the gospels
Why are there similarities/difference?
Conclusion
Now we just need to transfer these three key points into our introduction:
The writer of John’s gospel states that he wrote his gospel account so “that you may believe that Jesus
is the Messiah, the Son of God, and that by believing you may have life in His name” (John 20:31).
While each of the gospels in the New Testament presents a slightly different perspective on the life
and ministry of Jesus, ultimately, their aims are the same: to teach people about Jesus and lead them to
faith in Him. This essay will address the key similarities and differences between the four gospels
contained in the New Testament in addition to considering what factors influenced these similarities and
differences. Firstly, this essay will consider the major similarities that occur between each of the gospels.
Secondly, it will address some of the key differences between the gospel accounts. Finally, the essay
will account for some of these similarities and differences, reflecting on issues such as authorship and
the intended authorship of each of the gospels.
Finally, we need to add a concluding sentence to our introduction which is your thesis statement: the one
key statement you want your reader to take away from your essay.
The writer of John’s gospel states that he wrote his gospel account so “that you may believe that Jesus
is the Messiah, the Son of God, and that by believing you may have life in His name” (John 20:31).
While each of the gospels in the New Testament presents a slightly different perspective on the life
and ministry of Jesus, ultimately, their aims are the same: to teach people about Jesus and lead them to
faith in Him. This essay will address the key similarities and differences between the four gospels
contained in the New Testament in addition to considering what factors influenced these similarities and
differences. Firstly, this essay will consider the major similarities that occur between each of the gospels.
Secondly, it will address some of the key differences between the gospel accounts. Finally, the essay
will account for some of these similarities and differences, reflecting on issues such as authorship and
the intended authorship of each of the gospels. Despite the differences between the gospels, their
message is the same: to make known the message of Jesus and to lead people to faith in Him.
And there is our introduction!
What you can see from this introduction is that it is really important that you write your introduction
AFTER you write the body of your essay. It is very difficult to write an introduction which tells your
reader where you are headed and what your key statement is without having written them first!
Altogether, this introduction is 188 words – a perfect length for an essay of 1,500-2,000 as this is
equal to 10-15% of the total word count.
2.1.3

Writing Your Conclusion

Too many students finish their essays simply by stopping when they have run out of words or run out of
things to say on the topic! It is not exaggerating to say that a poor conclusion (or an absent conclusion)
has an enormous influence on the overall quality of an essay. While it seems repetitive to tell us again
your thesis or key statement, this is vital for the overall clarity of your essay and for proving that you
have achieved what you had set out to do (according to your introduction).
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Remember that a conclusion needs to be concise and comprise only 5-10% of your overall word count.
So, for a 2,000 word essay, the conclusion should be between 150-200 words.
Just as there were set components for your introduction, there are also similar components for your
conclusion. They are as following:
1. Draw together your findings from each section of the essay;
2. State your conclusions;
3. Outline the implications of your conclusions.
The first thing you need to do is to summarise the key points from each of your sections. Continuing with
our same essay question from above, your conclusion might look something like this:
This essay has been focused on the key similarities and differences between the canonical gospels. It
was noted in the first section that there is a range of similarities between the gospels including the use
of the same stories, a similar chronology, and similar descriptions of the purpose of Jesus’ death and
resurrection. These similarities are particularly apparent between the synoptic gospels. However, in the
second section, it was also noted that there are differences between each of the gospels, for example,
with each gospel writer including stories that are unique to his particular gospel narrative. Finally, the
essay made some attempt to account for these similarities and differences by reflecting on the
different theological purposes and audiences of each of the gospels. Through this analysis, it has
become apparent that while there are certainly similarities and differences between each of the
gospels, the aim of each gospel is the same: to make known the message of Jesus and lead people to
faith in Him. Together, the four gospels give us different angles from which to observe the impact of
Jesus’ life and ministry combining to create a fuller picture of the salvation made possible to all people
through Him.
This conclusion not only reminds the reader of what was stated in the essay but emphasises the
implications of this.
2.1.4

Writing Your Synopsis

Too often students confuse the role of the synopsis with the role of their introduction. When this
happens, students put the information that is supposed to be in the introduction in the synopsis instead.
As a result, students end up essentially skipping a proper introduction altogether and launching directly
into the body of their essay. The problem is, the synopsis is actually considered a completely separate
document from the essay. This means, if you introduce the topic and give an overview of your main
arguments in your synopsis, this information doesn’t actually carry over into the essay itself.
The synopsis and the introduction actually serve two completely different purposes:
An introduction introduces the reader to the topic of the essay, the key arguments in the essay, as well
as outlining what the key statement or thesis statement of the essay is. However, an introduction doesn’t
tell you the outcome of each of your key arguments nor does it draw out the implications that are
included in your conclusion. An introduction should be written in future tense (e.g., “This essay will
argue…”).
A synopsis, in comparison, is actually closer to a conclusion than an introduction. A synopsis acts as a
kind of summary of the whole essay! In contract to an introduction, your synopsis should be written in
past tense or present tense (e.g., “This essay has…” or “This essay argues…”
As a summary, this means that the synopsis has to be a document that you write AFTER you have
written everything else. You cannot write a synopsis and tell us the outcome of all the research in your
essay before you have actually written the essay.
A synopsis should contain the following elements:
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1. Problem statement – what is the purpose of the essay, what question are you answering or what
is the main argument you are addressing?
2. Approach – how did you go about solving the problem? Did you use a certain methodology?
(Please note: Sometimes students think that this means that they need to explain the books they
used or the steps they took in the research process. For example, “First, I looked in the
Dictionary of Church History and found nothing, so I looked instead at the book called History
of the Christian Church.” This is not what is meant by “how did you go about solving the
problem?” What you need to do is a very general overview of the approach you used).
“This essay argues that despite the range of similarities and differences between the gospels of the
New Testament, the key message of the gospels is the same: to encourage believers in their faith in
Jesus and to make known the gospel to those who do not yet have faith in Him. This study draws on a
range of sources which compare and contrast the narratives of the New Testament, in particular, those
sources which focus on the theory of Markan priority which asserts that Mark wrote his gospel first and
that both Luke and Matthews were in possession of Mark’s gospel when they wrote their own accounts.”
3. Results – what were the outcomes of your research?
4. Conclusion – what did you conclude overall? What are the implications of your conclusion?
A synopsis is required for every essay 1,500 words or longer unless your lecturer tells you otherwise.
Your synopsis should be on a page of its own before the essay and be clearly labelled as Synopsis.

2.2 Direct Quotes in Your Essays
Direct quotes can only make up a maximum of 10% of an essay. For this reason, you should try to
use the smallest amount possible of a quote in your essay. This is a standard rule in tertiary education
because we want to see how well YOU write something and about YOUR understanding of the topic. If
you have too much in direct quotes, we can only see what the professional writers think on the topic
rather than your own understanding.
• Students who have more than 10% in direct quotes in their essays will incur a 10% penalty for
every 10% they are over the maximum number of quotes.
• Direct quotes include:
o
o

Citations from secondary sources AND
Quotes from the Bible.

Let us consider ways we can reduce the amount of text we cite from a secondary source. For example,
we might like the following quote from Tremper Longman III’s How to Read Genesis:
“The truth of the matter is that the proper interpretation of any piece of literature, and in
particular a text as ancient and as important as the Bible, deserves our careful reflection.”
If we use this quote as it is, it is a total of 32 words. However, it is possible to take the heart and
meaning of the sentence without having to include so many words in a direct quote. For example:
While all literature must be approached with some wisdom and care, the process of approaching
the Bible, a fundamental religious text for so many religious people, “deserves our careful
reflection,” according to Tremper Longman III.
In this second example, only 4 words of a direct quote are used. While the sentence in itself might be
longer, it shows much more clearly you understand the main argument in this section of Longman’s book.
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Direct quotes also include biblical quotes. Just as it is advisable to keep your quotes from secondary
sources to a minimum, it is also recommended that you keep your biblical quotes to a minimum also. In
most cases, it is enough to summarise a biblical quote in your own words and include a citation, for
example:
The Apostle Paul reminds us that in the Body of Christ, all the members of the body work together
through the Spirit (1 Cor. 12:12-13).
Again, summarising the biblical quote is helpful because it saves you words and it shows you
understand the content of the quote.

2.3

Some general guidelines for essay writing

Some additional things to remember:
• Always use full sentences and paragraphs to build your argument. In general, you should try to
avoid bullet points or numbered points in ALL essays.
• Remember, essays are formal pieces of writing so, as much as possible, you need to avoid the use
of colloquial (conversational) language and slang.
• Again, because essays are formal pieces of writing, you also need to avoid figures of speech which
are acceptable in conversations and novels but not acceptable in formal writing. For example,
phrases like “actions speak louder than words,” “all things come to those who wait,” “it’s better to
be safe than sorry” etc., are cliché and need to be avoided in essays unless they are used as part
of the ‘hook’ in your introduction.
• You should avoid abbreviations in the body of your essay, especially non-standard abbreviations.
Sometimes students like to devise their own abbreviations if they have a phrase they are often
repeating in their essay so they can cut down on their word count (e.g., AL for “apocalyptic
literature” or GW for “gospel writers”). However, essays need to be written in full sentences and so
need to read properly without any abbreviations. Abbreviations are acceptable in footnotes and
Bible references (see appendix 4 for a list of standard abbreviations).
o

When you are just citing a biblical reference in brackets in your footnotes, it is acceptable to
use an abbreviation, for example, (Gen. 1:1). However, if you are referring to a verse or
passage in a sentence, you must write the name of the book out in full. For example: “In
Genesis 1:1, we learn that God created the heavens and the earth.”

• Avoid the use of personal pronouns in your essays unless you are specifically asked for your own
opinion/reflections. It is better to use more objective language. Rather than saying “In this essay, I
will…,” instead say, “This essay will…” – it is more concise and more objective.
• Unless you are specifically asked for your own opinions or reflections, essays are not a space to
share your own personal opinions. Essays are formal, objective pieces of work based on research.
Even in persuasive essays which require you to argue for a particular position, you still need your
essay to be a well-researched, well-argued piece of writing rather than your own personal views.
However, there will be times you will be given assignments that do require you to reflect on a certain
topic from a personal perspective. If you are unsure about whether an assignment requires a
personal reflection, please speak with your lecturer.

2.4

What do we mean by ‘Argument’ in relation to essays?

Often when your lecturers set marking criteria for your essays or give feedback on assignments, we
will refer to how well a student makes his or her argument in their essay. Some students are confused
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by the word argument believing it to have a negative connotation. We often think of the word
argument as only referring to a kind of disagreement, for example, “we had an argument over whose
turn it was to take out the rubbish!”
However, in an academic context, the word argument has a different meaning. In this instance, the
word argument refers to your ability to be able to defend a stance on a particular issue and prove
your position has validity over opposing views. An argument then is usually the main idea of an essay
backed with evidence to support this argument. A good argument is what differentiates a well-written
essay from simply a list of facts and information.

2.5

What is ‘Engagement with Sources’?

Another phrase that often confuses students is ‘engagement with sources.’ Often our assignment
marking criteria will state that part of a student’s marks for an essay are given for the student’s ability
to ‘engage with sources.’ But what exactly does this mean?
Firstly, what do we mean by sources?
A source is anything that you use as part of your research for an assignment. A source can be a book,
journal article, sermon, academic presentation, newspaper article, brochure, blog-post, documentary,
lecture recording, lecture notes, personal interview, etc. We distinguish sources into two main
categories:
Primary sources – are first-hand accounts and are created at the time of an event, or soon after, and
give the perspective of those present at the time. For example, the Bible, Josephus’ The Antiquities of
the Jews, Martin Luther’s 95 Theses, John Calvin’s Institutes, or even modern newspaper stories, etc.
Secondary sources – are commentaries or interpretations of primary sources. Secondary sources
include Bible commentaries, Bible dictionaries and encyclopedias, etc.
Academic versus popular sources – in general, your research needs to rely on academic rather than
popular sources. For more information on the difference between academic and popular sources see
section 2.2.3 on pages 14-15 of this handbook.
Using sources in your essays
Often students rely on their sources only for a few direct quotes scattered throughout their essay. They
take the exact words of another author and strategically place the quote in the midst of their own
writing. So long as a direct quote has quotation marks and a footnote, there is nothing technically
wrong with doing this. However, students often use direct quotes as proof-texts to support a particular
point they are trying to make but without really understanding the broader argument a scholar might
be trying to make. Engagement with sources is less about filling your essays with direct quotes but
instead about acknowledging the broader ideas of the scholars you are researching. For the most part,
engagement with sources is done by summarising and paraphrasing the work of other scholars. This is
why it is particularly important that when you are making notes in the research stage that you
summarise the content of the work you are reading rather than copying down copious sentences wordfor-word.
Consider the following examples:
Each of the gospel writers has their own unique way of recording the narratives of Jesus. But, “the
writers of the narratives of the New Testament tell their story of Jesus as a continuation of God’s story
of his people Israel recorded in the Hebrew Scriptures.” 1
While the quote in the above example has been cited correctly in the accompanying footnote, there is
no clear link between the first sentence and the second. A stronger link needs to be made here plus the
relevance of the quote needs to be explained.
Compare the first example to this:
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Each of the gospel writers has their own unique way of recording the narratives of Jesus. But despite
the contrasts that exist between each of the gospels, each gospel also contributes something significant
to the overall story of God’s dealings with humanity which is a story expanded and developed across
the whole of scripture. Thus, Paul Barnett, in his Jesus and the Rise of Early Christianity contends that the
gospels are an important continuation of the story of God’s dealings with the Israelite people which
begin in the Hebrew Bible. 1
Rather than a direct quote, this example has paraphrased the broader argument being made by
Barnett. Not only this, by stating the title of the book in the essay, a connection is given between the
theme of the essay and the book selected for research. The information of Barnett is relevant to an
essay on the gospels because he has written a book about Jesus and the development of early
Christianity.
Engagement with sources is also about making sure when you do use a direct quote that it makes sense
within the sentence you are writing AND there is some kind of connection or integration between the
student’s own writing and the direct quote she/he is incorporating.
Consider the following examples:
Today, we are too self-centered. “We are consumers-on-the-run…the very notion of the family meal
as a sit-down occasion is vanishing. Adults and children alike eat…on the way to their next activity.” 1
Everything is about what we want.
While this example has cited the quote correctly from its source and included the relevant
bibliographical information in the accompanying footnote, the quotation is not integrated into the
student’s writing. The student has not made a clear connection between her/his own claims, e.g.,
“Everything is about what we want,” and the quotation she/he has included. The student has not
discussed the quotation’s significance which makes it difficult for the reader to see the relationship
between the student’s claim and the evidence being used. It is also difficult to determine how much the
student actually understands the work of the author they have cited from.
Compare the first example to this:
Today, Americans are too self-centered. Even our families don’t matter as much anymore as they once
did. Other people and activities take precedence, as James Gleick says in his book, Faster, “We are
consumers-on-the-run…the very notion of the family meal as a sit-down occasion is vanishing. Adults
and children alike eat…on the way to their next activity.”1 Sit-down meals are a time to share and
connect with others; however, that connection has become less valued as families begin to prize
individual activities over shared time, promoting self-centeredness over group identity.
This second example is more effective because it introduces the author as well as the work being cited
(Faster) before introducing the direct quote. This introductory phrase (“as James Gleick…”) also helps
to integrate the quote with the student’s own writing in the essay. Also, notice that the student discusses
and comments upon the quotation immediately afterward, which allows the reader to see a clear
connection between the quote and the writer’s point.1
Some examples of the way you can connect an author’s work with your own writing are as follows:
“As noted by Hector Avalos,…”
“This view is represented in the work of Graeme Goldsworthy who contends…”
“For example, John Dickson argues…”
“For instance, Paul Barnett considers the Book of Acts…”
“Given this position, Margaret Wesley has proposed…”
Essay samples are from Indiana University, “Incorporating Evidence into Your Essay.” 11 August 2011. [Cited 25 January
2021]. http://wts.indiana.edu/pamphlets/using_evidence.pdf, 1-2.
1
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“While Amos Yong has argued…in contrast, John Swinton considers…”
Alfred Rosa and Paul Eschholz, authors of The Writer’s Pocket Handbook, make the following
suggestions:
“When you are considering using a quotation, ask yourself three questions.”
1. How well does the quotation illustrate or support my analysis?
2. Is this quotation the best evidence of the point I am making?
3. Why am I quoting the text instead of paraphrasing or summarising it?”2

2.6

Footnotes

Footnotes comprise an important part of an essay and it is assumed that all your essays will include
footnotes.
Footnotes are used for a number of different reasons. Firstly, they are most regularly used simply to
reference the books or journal articles you have cited in your essay. However, footnotes can also be
used to explain a point further or to offer additional information which is helpful but not essential to
the main argument of your essay.
While footnotes do not count as part of your word count, you still need to be selective about what
and how much you include in your footnotes. For this reason, there are some restrictions about how
much information you can include in your footnotes. You can use footnotes for your citations without any
restrictions, however, if you use your footnotes for including additional information or discussion, this
information the footnotes cannot exceed 25% of the prescribed essay length. For example, for a 1000
word essay, you cannot have more than 250 words of additional discussion/argument in your
footnotes. If your footnote discussions exceed 25% of the prescribed essay length, a 10% penalty will
apply.
2.6.1

When to Footnote

Direct Quotes
If you are quoting directly from another author’s work in your essay, you need to place the quote in
quotation marks and insert the footnote number at the end of the quote after the punctuation mark.
For example:
“The practice of compassion was not to be limited by the expectation of reciprocity: do good even to
those who abuse you, lend without expectation of return.”1
Because direct quotes are counted as part of your word count and can only make up a maximum of
10% of your essay, it is profitable to quote the least amount possible from a source: just take a key
phrase or clause and work it into your own sentence. In this instance, you can either place the footnote
number directly after the quote or, if the whole sentence is elaborating on a point made by another
author such as in the example below, then you can place the footnote at the end of the sentence.
For example:
According to Selvidge, the Levitical purity regulations “restricted a woman's movement in cult, society,
and the home” and ultimately resulted in the marginalisation and ostracism of Jewish women. 2
Reference to an Author’s argument or discussion without a direct quote
2

A. Rosa and P. Eschholz, The Writer’s Pocket Handbook (2nd ed.; Boston: Allyn and Bacon, 2000), 169.
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If you refer to the work of a scholar even though you might not be quoting from them, you still need to
include a footnote to reference where the ideas originated. You do not need to include quotation
marks here.
For example:
Mary Rose D’Angelo, for example, has been critical of Selvidge’s interpretation of Mark 5, suggesting
that her approach is problematic in numerous ways. 3
Remember to place the footnote number AFTER punctuation and quotation marks.
In respect to Bible citations, while it is acceptable to cite Bible references in the body of your essay, for
example, (Gen. 1:1), it is better to cite the Bible in your footnotes because this way the citations do not
get counted as part of your word count. Whether you use in-text referencing or footnotes to cite the
Bible, make sure you separate citations use semicolons, e.g., Rom. 12:1-5; 1 Cor. 12:1-12 etc.
For information on how to set out your references in footnotes, see appendix 2 of this handbook

3.6

Bibliography

Every assignment should include a bibliography containing all of the sources you quoted in your essay
as well as any works that you read that were helpful in developing your ideas. The bibliography has
to include all books, journal articles, websites, online articles, personal interviews, sermons, movies,
songs, or anything else that has been written and/or created by another person that you have used in
the process of researching/writing your essay. You do not need to include the Bible in your
bibliography.
Your bibliography should be the last thing at the end of your assignment. Start your bibliography on a
new page and ensure it has the title Bibliography.
List all items in your bibliography in alphabetical order by the author’s surname and make sure you
include all relevant bibliographical material.
For information on how to set out your references in your bibliography, see appendix 2 of this
handbook.

3.7

Non-Discriminatory Language Policy

It is standard policy in all tertiary institutions to use gender inclusive language where possible. This is
also a recommendation of the ACT for all ACT-affiliated colleges. The ACT Coursework Handbook
suggests that “male-specific” language – such as “mankind” or “man” to refer to humanity – should be
avoided. This should also be the case with “male-identified” language such as “spokesman” or
“policeman.” In all cases, gender neutral terminology should be employed. However, we are aware
that in quoting other sources and the Bible, there are times when gender-inclusive language has not
been used. The 1984 NIV states in 2 Timothy 3:17 “…so that the man of God may be thoroughly
equipped for every good work.” In these cases, you can use the wording in the original quotes.
However, it is helpful to recognise that even Bible translators are making moves towards using more
gender inclusive language. This same verse, for example, in the 2011 version of the NIV now says
“…so that the servant of God may be thoroughly equipped for every good work.”
Non-Discriminatory language should also be employed in relation to issues of race and ethnicity,
disability, people of certain age groups, socio-economic status, etc.

3.8

Editing
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Often students are rushing to finish assignments at the last minute and don’t give themselves enough
time to edit their work prior to submission. The problem with this approach is illustrated in the following
picture.

What seems clear and logical at 2am doesn’t necessarily stand up to scrutiny when you are reading it
over in the light of day! When writing essays, you need to ensure you give yourself enough time to edit
your work thoroughly before you hand it in.
So here are some editing tips for you:
1. Edit! Edit! Edit!
2. Give yourself enough time to finish your essay and be able to put it aside for at least 24 hours
and then read it over again with fresh eyes. It is amazing how many errors you find if you have
the chance to do this.
3. ALWAYS use your computer’s inbuilt spell-checker. It will never pick up every mistake, but it
certainly helps to cut down on some of the obvious ones.
4. Enlist a second set of eyes as a proof-reader. Even if someone else has no expertise in your area
of study, they might still be able to help with sentence structure, the flow of your argument,
spelling, etc. Find a friend, family member, or someone at your church who might like to assist
you with this.
5. PRINT IT OUT! It is well documented that you will find more mistakes by printing out your essay
and reading it on paper rather than just reading it on your computer screen. This can also help
you detect formatting errors, changes in font, font size, and/or colour that can occur when you
cut and paste text from another document or a website which isn’t always apparent on the screen.
6. When you read the printed version of your essay, place a ruler underneath each line as you
read it. One of the problems with trying to edit your own work is your own familiarity with it.
Because of this, your eyes want to jump ahead to the next word or line. You can limit the risk of
this by reading your essay with a ruler placed directly underneath the line you are reading to
help you focus.
7. Read it aloud. Reading your work out loud forces you to concentrate on each word, again limiting
the chances of your eyes skipping ahead.
8. Once you have done all this, fix up the mistakes and make any changes you need to and then
repeat the whole editing process over and over again until you finally end up with the final copy
you are happy to submit!

3.9 Plagiarism
According to the Australian College of Theology’s Academic Integrity Policy for Coursework (Version 6
April 2021):
“Plagiarism is understood to be the presentation of another person’s words or thoughts either as one’s
own or without appropriate acknowledgement. Students are required to acknowledge by use of
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footnotes the origin of extracts, quotes and paraphrases contained in their work. Quoted material shall
be identified by relevant conventions.” (Ref. 5.4)
So, what constitutes plagiarism?
• A direct quotation from any source but which does not contain quotation marks is considered
plagiarism.
• A direct quotation from any source which has a footnote but does not contain quotation marks is also
plagiarism. In this instance, if a student has a reference in a footnote but none of the text is in quotation
marks, the implication is that the ideas might belong to someone else, but the wording belongs to the
student. However, this still constitutes plagiarism.
o

For example, consider the following text:

Halvor Moxnes proposes that the body is not just another topic in addition to a list of topics, but
rather, ideals regarding the body are woven into the fabric of individuals and societies. 1
As it stands, this sentence appears as though the student is paraphrasing the ideas of Moxnes and
putting Moxnes’ ideas into her/his own words, when in reality, part of this sentence is a direct quote but
is missing quotation marks. For this reason, quotes need quotation marks AND a footnote with the
correct bibliographical information.
• A direct quotation from any source with quotation marks but without footnotes also constitutes
plagiarism.
o

For example, consider the following text:

The narrative of the woman with a hemorrhage in Mark 5 is an interesting account as it recalls the
woman “literally sneaking into another story” and then “tries to steal a healing from Jesus by
touching the fringe of his clothing.”
While this sentence clearly has quotation marks, without a footnote stating the origin of the quote, this
still constitutes plagiarism.
• Borrowing ideas from another author, even if they are not in the other author’s words, without
acknowledgment is also constituted as plagiarism.
• Submitting another student’s work as your own.
• The ACT’s Academic Integrity Policy for Coursework also states that, “Material submitted for assessment
by a student in a unit for which the student has already gained (or expects to gain) academic credit
may not be submitted for assessment by the student in any other unit.” (Ref. 5.6)
This means that you cannot submit the same essay, or even part of the same essay, again for another
assignment even if it is for a different unit. This is called self-plagiarism.
When is it acceptable to use work from another without citing?
• In the instance of information being general knowledge or widely attested.
o

o

For example, it is general knowledge that the city of Jerusalem was destroyed in the year 70
AD and therefore this does not need to be referenced. However, if a scholar was
hypothesizing about what the long-term impact of the fall of Jerusalem was on the Jewish
people, this would need a citation in footnotes.
For example, throughout the gospels, Jesus is described as ministering to people, healing the
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sick and teaching in parables. This is both general knowledge and widely attested. While it
might be helpful to include some Bible references for this in an essay, it would not be necessary
to say N.T. Wright says that Jesus healed people when we are able to verify that information
ourselves with the biblical text.
The consequences of plagiarism are serious. Where a marker suspects intentional or inadvertent
academic misconduct, the marker is to consult the Academic Dean of Mary Andrews College who will
make a determination regarding the nature of the student’s intentions (Ref. 5.7).
In the case of inadvertent academic dishonesty resulting from misunderstanding of academic
conventions rather than deliberate deception, students are to be granted an opportunity to resubmit a
corrected assessment, the marker shall deduct marks from the assessment and the Academic Dean is to
counsel the student concerning the academic conventions prevailing in the ACT (Ref. 5.8).
If the lecturer and Academic Dean consider the plagiarism to be deliberate, the ramifications are
greater (Ref. 5.14):
a) First offence of plagiarism:
For a single occurrence in a first offence, a student will be subject to academic counselling, with the
maximum penalty being to fail the assessment item with no marks awarded. Where deemed
appropriate, the minimum penalty available will be that a student may be granted an opportunity to
resubmit the assessment with a maximum of 50% for the assessment.
If multiple concurrent occurrences are detected, a student will be subject to the same potential
penalties as for a single first offence and will also be placed on conditional enrolment as set out in the
Progression and Intervention Policy.
b) Second offence of plagiarism:
For a second offence a student will fail the unit, with no remedial opportunity.
If multiple concurrent occurrences are detected, the student will be deemed to have committed a third
offence and the potential penalties for a third offence will apply.
c) Third or major offence of plagiarism:
For a third or major offence, whether single or multiple concurrent occurrences, a student may be
excluded from any ACT award, or excluded from the enrolled ACT award for up to two years, or any
other outcome appropriate to the case but with an impact less serious than exclusion.
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3. Formatting Your Assignments
The guidelines below are vital for you to follow in the presentation of your assignments.
4.1

Assignment Title Pages

• All assignments should:
o

Include an assignment cover sheet which is just a typed page at the beginning of your
assignment that includes the following information:
Your student number
Unit name
Lecturer’s name
Assignment name/number
Due date
Date of submission
Required word count
Actual word count

An example is included below:

MAC Student Number: 2021******
Unit name: New Testament Overview
Lecturer’s Name: Louise Gosbell
Assignment Name/Number: Assignment 1, Presentation
Due Date: 23rd September 2021
Submission Date: 23rd September 2021
Required word count: 2000 words
Actual word count: 2051 words
4.2

Presentation of Assignments

o

Be typed (not hand-written) and use 1.5 spacing or double-spacing;

o

Contain consecutively numbered pages;

o

Contain at least a 3cm margin on the left-hand side of the page for lecturer comments;

o
o

Contain footnotes and a bibliography;
Be as close as possible to the required word limit. While it is acceptable to have assignments
that are 10% under or over the required word limit, you should not aim for the 10%
under/over but the actual word limit given by your lecturer.
Please note that assignments that are more than 10% over the required word limit
will attract a penalty of 10% off the final mark for every 10% they are over the
word limit.

•

Be submitted on or before the due date;

•

Be submitted through Turnitin in eFormation (see for further instructions on this in the Student Resoures
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section of eFormation).
•

When you submit your assignment to eFormation, you have the option to name the file. Please use the
following guidelines in order to name your file:
Please save your documents using your student number, unit number, and assignment number. For
example, if your student number is 2010316251, you are enrolled in NT003-512, and it is
assignment 1, you would save your assignment as:
“2010316251 NT003 Assignment 1”
o

Occasionally, assignments with confidential personal information may be required to be
submitted in hard copy. In this case, the hard copy can be given to your lecturer, submitted to
the MAC administrative staff, or if you are unable to make it to college on or before the
submission date, assignments can be sent to MAC by mail so long as they reach the college on
or before the due date.

• Students should keep a copy of all their assignments.
• All assignments longer than 1,500 words require a synopsis (see the above section 3.1.4 on what
information needs to be included in a synopsis).
Sometimes, situations might arise that might prevent you from being able to submit an assignment on
time. In some circumstances, it is possible to apply for an extension. An extension will only be granted in
the case of special circumstances, and in proportion to the period of time and the impact that the special
circumstances have had. Applications for an extension must be emailed to the Academic Dean, at
academicdean@mac.edu.au. For further information on the granting of extensions, see the 2021 Student
Handbook.
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4. Your Graded Assignments
Lecturers will generally mark your assignment and return them to you within a two week timeframe.
Each lecturer will give you an overall grade for your assignment as well as giving you more specific
feedback on clarity, structure, strength of argument, use of secondary sources, and/or any other
elements that were outlined in your assignment marking criteria.
Colleges affiliated with the Australian College of Theology mark assignments according to the
following grade scale:
Grade

Mark

Description

Fail
Pass-Pass+

0-49%
50-64%

Credit

65-74%

Distinction

75-84%

High Distinction

85%+

A fail indicates that a student has little or no understanding of the question.
The student evidences a basic understanding of the foundational and
introductory features of the discipline that intersects with the topic or unit.
The student attempts to engage primary sources (if these are relevant to the
unit) and is aware of their significance for the discipline.
The student shows emerging skills in engaging primary sources and is
aware of their significance for the discipline. The student evidences a basis
understanding of the foundational features of the discipline. The student
shows an awareness of relevant scholarly viewpoints without necessarily
engaging these in depth.
The student demonstrates an engagement with primary sources. The student
has begun to grasp the foundational features of the discipline. The student is
beginning to engage with a range of scholarly viewpoints.
The student demonstrates ability in engaging primary sources and is
beginning to understand their setting and historical context. The student
evidences a grasp of the foundational features of the discipline. The
student shows emerging skills in the task of critically evaluating a range of
scholarly viewpoints.

Please note that some results for Diploma assignments are subject to moderation of student results by
the Australian College of Theology. Marks awarded are not finalised until approved by the
Australian College of Theology’s Academic Quality Committee.
If you have any questions or comments on your assignment feedback, your first port of call should be
your lecturer.
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Appendix 1: Copyright for Research and
Study
The following information serves as a guideline only and does not in any way constitute legal advice.
Copyright is covered by the Copyright Act 1968. There have also been recent amendments to protect
digital material in the Copyright Amendment (Digital Agenda) Act 2000.
What is covered by copyright?
Material covered by copyright includes written material, whether in English or another language,
paintings, musical works, databases, digital documents, computer programs, television programs,
websites, and sound recordings such as recorded lectures. Copyright protection is automatic from the
time a work is created. It does not have to be published to be protected by copyright. The purpose
of copyright is to protect the copyright owner.
What can you copy?
You infringe copyright if you copy without the copyright owner’s permission. Copying includes
photocopying, scanning hard copies, copying videos or CDs, digitising print material, downloading
from the internet or in any other way communicating digital material.
However, for the purposes of research and study, there are provisions for copying in the Copyright
Act, provided your copying is fair.
What is ‘fair’?
Reproducing text material – 10% of the number of pages or 1 chapter if the work is divided into
chapters.
Reproducing digital material – 1 chapter or 10% of the number of words.
Reproducing journal or magazine articles – one article per issue, or a maximum of two if they are on
the same topic.
If the book is out of print, out of stock and not being republished – 100% of the text may be
copied.
Some things you cannot do
You cannot copy more than what is deemed fair under the Copyright Act. You can only make one
copy for yourself. You cannot copy for another person. Generally, you cannot copy to another person,
such as in an email attachment, material that you have downloaded from the internet.
Further information is available from: www.copyright.org.au
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Appendix 2: Citing your Sources –
Footnotes and Bibliography
This section of the Assignment Handbook will assist you with citing all of your sources in your footnotes
and in your bibliography. In each of the examples given below, the first example given is how an item
should be cited in a footnote while the second example is how you need to cite an item in your
bibliography.
MAC follows the Society of Biblical Literature (SBL) referencing system commonly used in theological
academia. The SBL system is closely connected to the Turabian Referencing System. This system is
based on footnotes rather than on the author-date in-text citation methods used in other fields of
tertiary study. For more information on the Turabian Referencing System, see:
K. L. Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations. 7th edition.
University of Chicago Press: Chicago, 2007.
The SBL Handbook of Style for Ancient Near Eastern, Biblical, and Early Christian Studies. 2 nd
edition. Atlanta: SBL Press, 2014.
Some preliminary information about the layout of citations in Turabian:
-

In your footnotes, you write an author’s name in the correct word order, for example, N.T.
Wright, Jesus and the Victory of God, etc.

-

In your bibliography, you need to sort all of your sources alphabetically by the author’s
surname, so in this instance, a citation would read: Wright, N.T. Jesus and the Victory of God
etc.

-

In your footnotes, you need to cite the exact pages of the book or article that you are
referring to in your essay. In the bibliography, you do not need to cite page numbers unless it
is a journal article, encyclopedia or dictionary entry or book chapter in which case you cite all
the pages for that particular article/chapter. In all other cases, you just write the whole book.

-

Information in your footnotes should be single-spaced and in 10 point font size.

-

If you are unable to find an example below that correlates to a source you are using, try using
the Cite This For Me website which allows you to select the Turabian referencing and put in
your relevant information to create the citation in the right format:
https://www.citethisforme.com/
To save yourself some time with footnoting, remember you can cut and paste the relevant
information from your unit outline or from the copyright pages on the front of the documents in
the eLibrary.

-

Example of footnoting:
1
2
3
4
5
6

D. Watson, I Believe in the Church (London: Hodder and Stoughton, 1982), 13.
Watson, I Believe in the Church, 126.
J. M. Robinson and H. Koester, Trajectories through Early Christianity (Philadelphia: Fortress Press, 1971), 237.
K. Stendahl, “Biblical Theology, Contemporary” in The Interpreter’s Dictionary of the Bible (ed. G. A. Buttrick; 4
vols. Nashville: Abingdon Press, 1962), 420.
Robinson and Koester, Trajectories, 240.
Stendahl, “Biblical Theology,” 424.
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7
8
9
10

B. Leyerle, “John Chrysostom on the Gaze,” Journal of Early Christian Studies 1 (1993): 163.
Leyerle, “John Chrysostom,” 165.
Watson, I Believe in the Church, 129.
Iain M. Duguid. Ezekiel. Grand Rapids: Zondervan, 2011. [eBook] Available:
https://www.perlego.com/book/559675/ezekiel-pdf.

Sample bibliography:
Attridge, H. W. “Jewish Historiography.” Pages 311-343 in Early Judaism and its Modern Interpreters.
Edited by R. A. Kraft and G. W. E. Nickelsburg. Philadelphia: Fortress Press, 1986.
Farrell, M. T. “History of the Discovery of Thomas and Comments on the Text.” No pages. Cited 5 May
1997. Online: http://www.miseri.edu/davies/ thomas/farrell.htm
Keller, T. The Reason for God: Belief in an Age of Skepticism. New York: Riverhead Books, 2008. Kindle
edition.
Leyerle, B. “John Chrysostom on the Gaze.” Journal of Early Christian Studies 1 (1993): 159-174.
Mackie, Tim, and Jon Collins (hosts). “Apocalyptic Literature Part 1: Apocalypse Please.” Bible Project
(podcast).
April
27,
2020.
Accessed
January
21,
2021. https://bibleproject.com/podcast/apocalypse-please
Robinson, J. M., and H. Koester. Trajectories through Early Christianity. Philadelphia: Fortress Press, 1971.
Smith, M. “A Gross Misrepresentation of History?” Centre for Public Christianity. April 2, 2010. No pages.
Cited 17 January 2021. Online: https://publicchristianity.org/library/a-gross-misrepresentationof-history
Stendahl, K. “Biblical Theology, Contemporary.” Pages 418-432 in vol. 1 of The Interpreter’s Dictionary
of the Bible. Edited by G. A. Buttrick. 4 vols. Nashville: Abingdon Press, 1962.
Watson, D. I Believe in the Church. London: Hodder and Stoughton, 1982.
Watson, D. F. “False Apostles.” The Anchor Bible Dictionary on CD-ROM. Logos Library System Version
2.0c. 1995, 1996. Printed.: D. N. Freedman, ed. Anchor Bible Dictionary. 6 vols. New York:
Doubleday, 1992.
Additional examples by category:
How to cite a book by one author
Footnote:
D. Watson, I Believe in the Church (London: Hodder and Stoughton, 1982), 13.
If you cite this same book again in your assignment, you only need to use an abbreviated version of
the information in subsequent footnotes:
Watson, I Believe in the Church, 126.
Bibliography:
Watson, D. I Believe in the Church. London: Hodder and Stoughton, 1982.
How to cite a book by two or more authors
Footnote:
J. M. Robinson and H. Koester, Trajectories through Early Christianity (Philadelphia: Fortress Press,
1971), 237.
Abbreviated version:
Robinson and Koester, Trajectories, 240.
Bibliography:
Robinson, J. M., and H. Koester. Trajectories through Early Christianity. Philadelphia: Fortress
Press, 1971.
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How to cite a chapter in an edited book
Footnote:
H. W. Attridge, “Jewish Historiography,” in Early Judaism and its Modern Interpreters (ed. R. A.
Kraft and G. W. E. Nickelsburg; Philadelphia: Fortress Press, 1986), 311.
Abbreviated version:
Attridge, “Jewish Historiography,” 315.
Bibliography:
Attridge, H. W. “Jewish Historiography.” Pages 311-343 in Early Judaism and its Modern
Interpreters. Edited by R. A. Kraft and G. W. E. Nickelsburg. Philadelphia: Fortress Press, 1986.

How to cite an article in an encyclopedia or dictionary
Please note: As stated above in the handbook (pages 14-16), if you are using a section from an
encyclopedia or a dictionary, each of the different sections or articles are written by different authors.
You need to ensure you check the author’s name at the end of the article. This is the author of this
particular section which is different to the editor/s that whose name/s appear on the front of the book.
Please note: In your footnotes, you only need to cite the page/s you refer to in your essay. However, in
your bibliography, you need to include all the pages of the dictionary article.
Footnote:
K. Stendahl, “Biblical Theology, Contemporary” in The Interpreter’s Dictionary of the Bible (ed. G.
A. Buttrick; 4 vols. Nashville: Abingdon Press, 1962), 420.
Abbreviated version:
Stendahl, “Biblical Theology,” 424.
Bibliography:
Stendahl, K. “Biblical Theology, Contemporary.” Pages 418-432 in vol. 1 of The Interpreter’s
Dictionary of the Bible. Edited by G. A. Buttrick. 4 vols. Nashville: Abingdon Press, 1962.
How to cite a journal article
Please note: When you cite a journal article in your footnotes, you only need to cite the page/s you
refer to in your essay. However, in your bibliography, you need to include all the pages of the journal
article.
Footnote:
B. Leyerle, “John Chrysostom on the Gaze,” Journal of Early Christian Studies 1 (1993): 163.
Abbreviated version:
Leyerle, “John Chrysostom,” 165.
Bibliography:
Leyerle, B. “John Chrysostom on the Gaze.” Journal of Early Christian Studies 1 (1993): 159-174.
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How to cite an internet publication without a print counterpart
Please note: This is for articles or publications you might find online but do not appear anywhere else,
e.g., in a journal or magazine, etc.
Please note: You must include in your citation that date that you found this article online.
Footnote:
M. T. Farrell, “History of the Discovery of Thomas and Comments on the Text,” n.p. [cited 5 May
1997]. Online: http://www.miseri.edu/davies/thomas/farrell.htm
Abbreviated version:
Farrell, “History of the Discover,” n.p.
Bibliography:
Farrell, M. T. “History of the Discovery of Thomas and Comments on the Text.” No pages. Cited
5 May 1997. Online: http://www.miseri.edu/davies/thomas/farrell.htm
How to cite information on a website
Please note: you must include in your citation the date that YOU found this article online.
Footnote:
M. Smith. “A Gross Misrepresentation of History?” Centre for Public Christianity. April 2, 2010,
n.p. [Cited 17 January 2021]. Online: https://publicchristianity.org/library/a-grossmisrepresentation-of-history
Abbreviated version:
Smith, “A Gross Misrepresentation,” n.p.
Bibliography:
Smith, M. “A Gross Misrepresentation of History?” Centre for Public Christianity. April 2, 2010.
No pages. Cited 17 January 2021. Online: https://publicchristianity.org/library/a-grossmisrepresentation-of-history
How to cite an e-book publication (e.g. Kindle)
Footnote:
T. Keller, The Reason for God: Belief in an Age of Skepticism (New York: Riverhead Books, 2008),
chap. 2, Kindle.
Alternatively, some e-books give a location instead of page numbers. In this case, you would cite:
T. Keller, The Reason for God: Belief in an Age of Skepticism (New York: Riverhead Books, 2008),
loc. 25, Kindle.
Abbreviated version:
Keller, “Reason for God,” chap. 2.
Bibliography:
Keller, T. The Reason for God: Belief in an Age of Skepticism. New York: Riverhead Books, 2008.
Kindle edition.
How to cite a Perlego eBook
Footnote:

36

Iain M. Duguid. Ezekiel. Grand Rapids: Zondervan, 2011. [eBook] Available:
https://www.perlego.com/book/559675/ezekiel-pdf.
Abbreviated version:
Duguid, Ezekiel, [eBook]
Bibliography:
Duguid, Iain M., Ezekiel. Grand Rapids: Zondervan, 2011. [eBook] Available:
https://www.perlego.com/book/559675/ezekiel-pdf.
Multiple authors and the use of chapters from edited monographs follow the same conventions but with
the eBook ending as per the above convention.
How to cite a podcast
Footnote:
Tim Mackie and Jon Collins (hosts), “Apocalyptic Literature Part 1: Apocalypse Please.” Bible
Project (podcast). April 27, 2020. Accessed January 21,
2021. https://bibleproject.com/podcast/apocalypse-please
Abbreviated version:
Mackie and Collins, “Apocalyptic Literature Part 1: Apocalypse
Please.” https://bibleproject.com/podcast/apocalypse-please
Bibliography:
Mackie, Tim, and Jon Collins (hosts). “Apocalyptic Literature Part 1: Apocalypse Please.” Bible
Project (podcast). April 27, 2020. Accessed January 21,
2021. https://bibleproject.com/podcast/apocalypse-please

How to cite an online video (e.g., Bible Project, YouTube clip, etc)
Bible Project
Footnote:
Bible Project, “The Story of the Bible.” Accessed January 21, 2021.
https://bibleproject.com/explore/video/the-story-of-the-bible/
Abbreviated version:
Bible Project, “The Story of the Bible.”
Bibliography:
Bible Project. “The Story of the Bible.” Accessed January 21, 2021.
https://bibleproject.com/explore/video/the-story-of-the-bible/
YouTube Clip
Footnote:
Wipf and Stock Publishers, “Trauma-Sensitive Theology: Interview with Jennifer Baldwin.”
Accessed January 21, 2021. https://www.youtube.com/watch?v=z8RAGfBz9gk
Abbreviated version:
Wipf and Stock Publishers, “Trauma-Sensitive Theology.”
Bibliography:
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Wipf and Stock Publishers. “Trauma-Sensitive Theology: Interview with Jennifer Baldwin.”
Accessed January 21, 2021. https://www.youtube.com/watch?v=z8RAGfBz9gk
How to cite unpublished material such as MAC lecture notes
Footnote:
J. Stoneman, “The Spiritual Fight.” Unpublished lecture notes (Mary Andrews College, 1998), 3.
Abbreviated version:
Stoneman, “Spiritual Fight,” 4.
Bibliography:
Stoneman, J. “The Spiritual Fight.” Unpublished lecture notes. Mary Andrews College, 1998.
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Appendix 3:

Managing Your Sources

Endnote is a reference management program that helps you with your citations and bibliographies for
essays. Although it is most effective when you are using a lot of different books and sources, some
students find it helpful to use for general use. By entering all your sources for your assignments into
Endnote and setting the citation guide to Turabian, Endnote will insert the bibliographical information in
the correct order into your footnotes and bibliography.
The benefit of using a program like Endnote is that it ends up being a repository of all the sources you
use in all your assignments. This means, if you use a book in one assignment and upload the
bibliographical information to Endnote, this information will stay in Endnote and you can automatically
insert it into future assignments if you use the same book in your research.
As a student of the ACT, you are entitled to get Endnote for free. For more about Endnote, you can go
to www.endnote.com. To get Endnote for free, follow the guidelines on the ACT website at
www.actheology.edu.au/endnote/.

Alternatively, a range of other similar free products are available such as Zotero and Mendeley which
you can find online.
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Appendix 4:

Standard Abbreviations

The following abbreviations can be used for biblical books in your essay but only in the footnotes and
in biblical citations. For example,
The Apostle Paul writes in the book of Romans that “now apart from the law the righteousness of God
has been made known, to which the Law and the Prophets testify” (Rom. 3:21).
Notice in this example that when you use the title Romans in a sentence in the body of your essay, you
must write the word out in full. It is only in the biblical citation used at the end of the sentence that the
abbreviated form can be used.
Old Testament (OT)
Gen.
Exod.
Lev.
Num.
Deut.
Josh.
Judg.
Ruth.

1 Sam.
2 Sam.
1 Kgs.
2 Kgs.
1 Chr.
2 Chr.
Ezra
Neh.

Esth.
Job.
Ps.
Prov.
Eccl.
SoS.
Isa.
Jer.

Lam.
Ezek.
Dan
Hos.
Joel.
Amos.
Obad.
Jonah.

Mic.
Nah.
Zeph.
Hag.
Zech.
Mal.

1 Cor.
2 Cor.
Gal.
Eph.
Phil.
Col.

1 Thes.
2 Thes.
1 Tim.
2 Tim.
Tit.
Phlm.

Heb.
Jas.
1 Pet.
2 Pet.
1 Jn.
2 Jn.

2 Jn.
Jude.
Rev.

New Testament (NT)
Matt.
Mk.
Lk.
Jn.
Acts.
Rom.

Other Abbreviations
Periods of Time
A.D.
B.C.

Anno Domini (relating to the time from Jesus’ birth
onwards)
Before Christ (relating to the time before Jesus)

B.C.E.
C.E.

Alternatively, periods of time are also described by the
following:
“Before the Common Era” (which is equivalent to B.C.)
“Common Era” (which is equivalent to A.D.)

Bible Translations
CEV
GNB
HCSB
KJV
MSG
NASB
NIV
NKJV
NLT

Contemporary English Version
Good News Bible
Holman Christian Standard Bible
King James Version
The Message
New American Standard Bible
New International Version
New King James Version
New Living Translation
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NRSV

New Revised Standard Version

Other Standard Abbreviations
c.

Circa – used to indicate approximate date
e.g., “Jesus’ birth took place c. 4 B.C.”

cf.

Compare – used to compare one text to another. To be
used in footnotes only.
e.g., Rom. 3:21 cf. Rom. 8:1.
E.g., this can also be used to compare the writings of
scholars in a footnote: “Wright, Jesus and the Victory of
God, 25 cf. Crossan, Who is Jesus? 78).”

Chap.

Chapters – only to be used in footnotes.
E.g., if you want to refer to a whole chapter in a book:
“This view is argued by Crossan, Who is Jesus? 21-47,
also chap. 2.

v.
vv.

Verse
Verses
E.g., “Chapter 3 of Roman focuses in particular on the
righteousness of God which Paul considers to be
available to all people apart from the law (v. 27) and
is, therefore, available to Jews and Gentiles alike (vv.
22-24).
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