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________________________________________________________ 
 

Introduction 
________________________________________________________ 

 
Dear BTC Student 
 
Welcome to the Assignment Writing Handbook. This handbook is designed to aid students in 
understanding assignment writing which makes up a large component of studies at the 
Baptist Theological College. We realize that not every student is familiar with the 
conceptualisation, preparation, and writing of assignments, and for this reason we have 
decided to provide assistance and clarity in this matter, enabling you to learn how to present 
well-crafted assignments, and maximise the educational opportunities that your studies 
present you with. 
 
The Assignment Writing Handbook is intended to go hand-in-hand with another important 
document: the Quick Guide to Correct Assignment Writing Practice, which comprehensively 
details the prescribed style and form which should be used in your assignments.  
 
If you need any further assistance with regards to assignment writing, please contact your 
course lecturer or the BTC Resource Department (resources@btc.co.za).  
 
May the hours you spend studying and writing assignments be fruitful opportunities for 
growth and learning as you prepare for ministry.  
 
The BTC Resource Department 
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_________________________________________________________ 
 

The Purpose of Assignments 
_________________________________________________________ 

 
 
An assignment is: 
 

A cohesive paper which presents objective conclusions based on academic research. 
 
Because BTC is a tertiary level academic institution, assignments are a credit component of 
almost every course offered at BTC. Therefore, it is important to know how to do them 
correctly.  
 
The purpose of assignments is threefold: 
 
To Encourage  Research is a discipline which is essential to tertiary education. One 
Research   should not merely see research as a task to undertake, but rather as a 

skill which can be learnt. Assignments ensure that the student gets 
many opportunities to perform the task of research for themselves, 
simultaneously enabling dynamic learning. The precise details of the 
research task will be dealt with elsewhere in this handbook. 

 
To Develop   Contrary to popular misconception, assignments are more than just  
Independent   the accumulation and assimilation of quotations on a given topic. 
Critical Thought  Assignments allow students to draw conclusions based  

on the research they have done. This requires students to think both 
independently and critically about their research findings. 

 
To Teach Effective  The culmination of good research and thorough investigation 
Communication of a particular topic is the communication of these findings, most often  

in written form. This paper, the assignment, is a student’s way of 
expressing their personal understanding as well as the objective 
knowledge that they have gained in this process. Assignments require 
students to articulate themselves through the words that they write, 
giving them the opportunity to clearly and logically put together 
thoughts and information which any reader should be able to 
understand.  

 
These three aspects are important factors which contribute to a student’s academic 
development and overall growth. For this reason, students should put in maximum effort 
when doing assignments, so that they may achieve their full potential. 
 
 
 
 
 



6 
 

 
________________________________________________________ 

 

Types of Assignments  
_________________________________________________________ 

 
‘Assignments’ is a broad term used to collectively refer to a vast array of various written 
tasks. Assignments can take a number of shapes and forms, and each of these types of 
assignments have particular aspects and characteristics which define them. It is important to 
know the characteristic features of each assignment type in order to properly fulfil the 
requirements of the task at hand.  
 
The different types of assignments that you will be required to do as part of your studies at 
BTC include: 
 
Essays Typically medium length papers which require investigation into a 

particular topic based on a specified question. This is the most 
common type of assignment. Essays are factual and present research 
findings in a concise way. This is what BTC would call a standard 
assignment. 

 

Book Review A critical review of a prescribed book. The book is to be read 
thoroughly, following which the student should identify the key ideas 
presented by the author, and critically comment on them.    

 

Exegesis Paper A specialised paper in which a student exegetes a given scriptural 
text, providing context, commentary, interpretation, application, and 
theological reflection on the passage at hand.  

 

Practical Report Written upon the completion of a practical task. A practical report often 
details the activities and experiences of a student during a given task, 
thereby verifying that the task was adequately completed. Debriefing 
and reflection are often key components. 

 

Research Proposal  A paper presented to a research supervisor before undertaking work 
on a dissertation or thesis. This paper details the student’s intention of 
what they will research, including their proposed sources. 

 

Case Study The student is presented with a situation. He/she must then apply 
what has been learnt in the particular field and give recommendations 
of what to do.  

 
Dissertation A specialised research paper that is part of either an Honours level or 

Masters degree. Dissertations are typically much longer papers 
dealing with a specific topic. A research proposal precedes a 
dissertation, with the actual research paper only commencing upon 
the research supervisor’s approval.  

 

Thesis Similar to a dissertation, however, a thesis is written for a Doctoral 
degree.  

 

Specific guidelines on what to include in each of these assignment types will be given to you  
by the relevant course lecturer. 
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_________________________________________________________ 
 

Understanding the Task 
_________________________________________________________ 
 
It is essential that students understand the task that is given to them before attempting it. 
Each task is clearly stated in the relevant course tutorial letter, and the prompts and 
instructions of the task should be taken into careful consideration and followed as necessary.  
 
In an attempt to understand the task at hand, the following aspects should be identified:  
 

1. Type of Assignment 
2. Field of Study 
3. Focused Topic 
4. Preceding Preparation 
5. Specific Considerations and Elements 
6. Permissible Word Count 
7. Bibliography Requirement 
8. Due Date 

 
Take note of the following example: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: Not all assignment tasks found in the tutorial letter will be this detailed, however, the 
student should eventually be able to identify these aspects by deducing it from the relevant 
course tutorial letter and course notes. Remember, the lecturer is also always approachable 
for clarification. 
 
*If the task merely states “assignment” assume that it is an essay type assignment. 

Assignment 2: Minor Prophets Theological / Ethical 
assignment 
Based on a thorough consideration of the Minor Prophets, 
the learner is to present an essay that examines the theme 
of social justice in the Minor Prophets. 
 
In completion of this assignment, the learner will be 
expected to reference the biblical text meaningfully; 
remembering that this is a Biblical Studies assignment and 
must be built on the biblical text. The foundations and 
symbols of justice and of restoration should be considered 
here. The assignment should conclude with a 500-600 word 
reflection on the contemporary application of the theme. 
 
It is recommended that the learner commence their 
preparation for this assignment by thoroughly reading the 
complete text of the Minor Prophets in one sitting. The 
topics of social justice will become apparent in your reading 
of the text. 
 
Length: 1800 words 
Bibliography: no less than 10 meaningful references 
Due date: Monday 24 August 2025 
 

1. Type of 
Assignment* 

2. Field of Study 3. Focused 
Topic 

4. Preceding 
Preparation 

5. Specific 
Considerations 
and Elements 

7. Bibliography 
Requirement 

6. Permissible 
Word Count 

8. Due Date 
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_________________________________________________________ 
 

Developing the Topic  
_________________________________________________________ 

 
Once the assignment task has been understood, the student should develop the topic of the 
paper that they will write. This is done by asking the question: “What do I need to write 
about? And therefore what should I research?”  
 
The prompts given in the task description (found in the relevant course tutorial letter), which 
were identified as “specific considerations and elements” when understanding the task, 
should be taken into account when developing the topic. In many cases, the topic of the 
paper needs to be focused or narrowed down by the student. 
 
[Note: In some cases the student may come up with their own topic. Likewise, often the 
student has the opportunity to select their preferential topic from a given list.]  
 
The following guidelines should be followed when developing a topic: 
 
Choose Select a topic (or the scope of a required topic) which interests you, yet which 

also allows you to be challenged as you undertake the assignment task. It is 
helpful to sometimes venture out of the walls of your own comfort and 
familiarity, as this is usually where the most dynamic learning and growth 
happens. Choose a topic which will allow you to grow in your knowledge of 
God – the true aim of theological studies.  

 
Begin Begin by considering the chosen topic in a broad sense. Some general 
Broad  preliminary reading on the topic will help give you a sense of the different 

elements and components that exist within the topic. Use theological 
dictionaries and encyclopaedias to guide you where necessary.  

 
Start to As you come to grips with what the topic entails, start limiting the topic down 
Limit to a more focused area that can be handled more specifically and in-depth. 

Ensure your focused topic complies with the particular assignment task 
requirements.  

 
Refine Refine your topic, setting the boundaries and parameters of your research. 

This will allow you to do proper justice to the focused topic, rather than a 
broad and general treatment of an unclear topic.  

 
Once you have adequately developed your topic, the actual research process can 
commence.  
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_________________________________________________________ 
 

Research  
_________________________________________________________ 

 
The collection, organization, evaluation and presentation of data or information is called 
research. Research is one of the foundational tasks of any assignment. For this reason, the 
development of proper research skills needs to be every student’s priority.  
 
Research is a systematic search for adequate information to reach objective knowledge of a 

specific topic. 
 

Systematic Search Theological study potentially gives one privileged exposure to many 
varied theological stances and insights. However, it will be up to the student to take 
full advantage of this opportunity. Reading will be your primary activity during your 
studies. When done properly, research requires time and effort in order to reap 
worthwhile results. Often this involves reading through many different books and 
articles in order to find the information needed to write the paper. Sometimes this 
information is not available in obvious places, and finding quality sources may take 
some lateral thinking. The effort put into research is always evident in the final 
assignment product. This is one task it is essential to invest time in.  

 
Selecting Your Sources   Different sources serve different purposes. Knowing each 

source’s purpose and function will greatly assist you in enabling effective research. 
Remember, including a variety of sources in your paper is evidence of a committed 
and diligent student. Here are some of the sources that you will come across when 
researching, and a few notes regarding their respective functions: 

 
 

Books  Offering both broad and in-depth information about particular topics, 
books give you the opportunity to get to grips with the topic at hand and 
familiarize yourself with the topic as a whole while at the same time 
considering their more intricate parts. [For more information regarding 
books encountered in theological studies, see Appendix A.] 

 
Journal Articles found in journals give you information in a concise way, offering a  
Articles  look at a more specific topic. Because journals are published on a more 

regular basis (usually monthly or quarterly), they tend to present more 
current scholarly thought and discussion. 

 
Dissertations    These are research papers submitted for postgraduate level studies. 
And Theses   They are often helpful when looking for an expanded study on a topic and 

contain valuable insight and reflection from students who have gone 
before you. However, because they are not published, they do not always 
have the same academic approval as books or journal articles. 

 
 
Places of Research   For BTC students, the following are available for research purposes:  
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Library Withstanding the test of time, libraries remain the golden storehouses of 

information. The library should be your go-to place for research, as it 
includes many different resources. The BTC library staff have carefully 
chosen each of the works within the library, deeming them valuable for 
your studies at the college. [See the Library Handbook for more 
information regarding the offerings of the BTC library – available on the 
BTC website.]  
Of course, if you cannot access the library yourself, consider investing in 
developing your own library. A good place to start is to purchase the 
prescribed course texts, and then to move onto the additional suggested 
reading material listed in the course notes.  
 

 

EBSCOhost Recognized as one of the premier resource databases, the ATLA 
Religion Database with ATLA Serials provides students with a great 
abundance of articles and reviews which could prove to be extremely 
helpful in their research of various assignment topics. This database is 
compiled by the American Theological Library Association (ATLA) and it 
contains over 1.8 million records from almost 1800 journal titles, which 
can easily be searched and filtered using the EBSCO Host platform. 
Articles can be read online or saved into PDF format for offline reading. 
This database can be accessed on or off of the BTC main campus, with 
access being granted to both resident and distance students. You can 
find details of how to access this platform in the Library Handbook.] 

 
 

Internet The internet is to be used for sourcing credible peer-reviewed material 
only. You may be able to source specific works via the internet. There are 
a number of worthwhile sites to visit, some of which offer excerpts or 
even full copies of downloadable books, either for purchase (modern 
titles) or free (many titles which have been placed in the public domain 
and are no longer under copyright). However, caution should be taken 
when using the internet for research as many of the sites that you may 
stumble upon are not worthy of being academic sources used in your 
assignments.  

 
 

Remember that the quality of your paper will only be as good as the resources used within it. 
 
 
Adequate Research seeks precise answers to particular questions. In order for  
Information information to be worthwhile for use in an assignment, it should be from 

authoritative and academic sources (appearing in peer-reviewed or published 
works), and speak directly to the topic at hand. Once sources have been selected, 
look through them and read through relevant chapters in order to obtain useful 
information. Remember, most books contain indexes which will list key topics 
covered within the work. This will assist you in knowing whether the book will be 
relevant to your research needs.  
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Objective Research should be done with the head and not the heart. While your 
Knowledge personal interpretation and perspective should be clearly evident in each 

assignment which you complete, these should be grounded on objective factual 
evidence uncovered during research of the topic. Interpretation and perspective 
should not be based on subjective opinion due to preconceived ideas and 
suppositions, but on true research. 

 
Reading  As has been mentioned, reading is the groundwork of research. It should be a  
Critically   regular task which has a place of priority in every student’s schedule. Reading 

exposes you to the information that is out there. Here are a few tips on how to 
read more effectively: 

1. Read in an appropriate place, which is quiet and free of distractions or 
interruptions.  

2. Read at a time when you are most awake and alert. 
3. Take regular breaks to ensure that you maintain concentration when you 

are reading. 
4. Take notes of what you read.  
5. Make reading regularly a habit which you stick to. 

When you read, ensure that you keep an open objective mind. Read – i.e. 
evaluate what you read as you go, becoming aware of the author’s arguments and 
the development of their topic. 

 
Evaluating     Evaluate your sources to ensure their suitability for your specific  
Your Sources   assignment. Not every source that you find is worthy of inclusion in your 

paper. Sources should be of academic quality and from credible authors (for this 
reason anonymous sources should be avoided). The publisher of the source also 
indicates the stance and value of a publication (see Appendix B for a look at the 
positions of major publishers in our field of study). The publication date should 
also be taken into consideration. Modern scholarly research is reflected in recent 
dated publications, yet this does not mean that classic works should be neglected 
– balance in this regard should be sought.  
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________________________________________________________ 
 

Planning an Assignment 
________________________________________________________ 

 
As the old adage goes, “if you fail to plan, you plan to fail”. Planning is one of the most 
important aspects of the assignment process, as it sets the foundation for everything that 
shall follow.  
 
Time Assignments take a fair amount of time to do properly. They are also an integral 

part of your studies at BTC, and for this reason, enough time should be devoted to 
them in order to maximise the learning opportunity presented by them. Students 
who fail to dedicate enough time to their assignments submit papers which are 
rushed, unclear, and often fail to meet the course requirements and expectation of 
what a tertiary education task would look like.  

 
A standard 1500 word assignment should be started at least 2 weeks before the 
due date, giving 1 week for research and 1 week for collation into your final written 
paper.  

 
 
The following matters should be dealt with in the planning process: 
 

 
Preparation The planning process begins with preparation of the basic structure of the 

assignment paper, as well as sorting the research findings into logical sections 
which can be presented to form a cohesive argument.  

 
Assignment  The assignment outline forms the structure of your paper. This appears at the 
Outline         beginning of the assignment, as part of the table of contents. Every new 

section should be presented as a new heading, with each defined component 
relating to that section being presented as a sub-heading. Headings should not 
extend beyond fourth-level headings. A good assignment outline provides you with 
direction to follow when writing your paper. Although it may seem tedious to do at 
the start, you will soon realize that the outline is helpful in showing what your 
paper will contain and the topics to be covered, but at the same time it also helps 
you see what needs to be researched, saving you valuable time. Your assignment 
outline will be presented to the reader in the form of a table of contents (See the 
Quick Guide to Correct Assignment Writing Practice for more information on this).  

 
Organizing  This process goes together with the formation of the assignment outline. 
Your  Research should be organized into logical sections and sub-sections. Each of 
Research  these should be adequately dealt with, according to the requirements of the 

topic. Only information which contributes to the argument and conclusions of the 
paper should be included in the final presentation. 

 
 
At the end of this planning process, ask yourself: 
 “Have I answered the question or task presented to me?” 
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_________________________________________________________ 
 

Writing an Assignment 
_________________________________________________________ 

 
Knowing how to write a good assignment is directly connected to the skill of effective 
communication – a key part of any meaningful ministry for the Gospel. Learning how to write 
quality assignments and regularly engaging in this practice is preparation for the other tasks 
that you will be required to do in ministry. 
 
Structure        Your paper should be well structured in order to present your argument 

convincingly, while at the same time allowing the reader of the paper to follow your 
thoughts and the development of your topic in a logical way. There are three key 
components of each assignment: the introduction, body, and conclusion. The 
structure of your paper is to follow your assignment outline, with the headings 
shown in the paper matching those in the assignment outline.  

   
Introduction Here the purpose of your paper should be clearly and 

concisely stated, and everything in your paper should somehow relate to it 
and support it. The statement made in the introduction should introduce the 
topic that you are going to write about, and give some indication of the 
comment you are going to make about that topic. It can also detail the 
problem(s) that you hope to solve in your paper.  
Although no specific length is required, it is usually a paragraph or two long.  

 
Body This is where the bulk of your paper lies, and where you develop your 

argument and present your research findings. The body of the paper should 
be logically divided into sections and subsequent subsections, with each 
section being a self-contained unit in which one particular thought or aspect 
of the topic is dealt with.  

 
Conclusion This part of the paper summarises the findings and draws final 

conclusions. The conclusion should directly correlate to the introduction, 
demonstrating that the purpose of the paper has been fulfilled. Both the 
introduction and conclusion should be relatively brief, yet at the same time 
they should concisely provide the reader with a snapshot of the whole paper. 

 
 
Transitions In order to ensure a logical and readable flow throughout the paper, you 

should use transitional statements. [Examples of these can be found in Appendix 
C.] 

 

 
 
Formatting Be careful to follow the formatting guidelines stated in the Quick Guide to 

Correct Assignment Writing Practice. Correct formatting allows for the quality 
presentation of your paper, and deviations from the prescribed formatting rules will 
be penalised according to the discretion of the relevant course lecturer.  
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Using Your  Your paper should provide evidence that you have meaningfully engaged 
Sources          and interacted with the sources listed in your bibliography. 
 
This can be done in two ways within your paper: 

 
 

 
Quotes Quoting sources is a valuable way of expressing good ideas that have 

been uncovered during research. However, direct quotations should not be 
overused. It is far better to summarise a discussion than to quote it at 
length in your paper. Quotes should only be made when: 

1. You do not want to misrepresent the author. 
2. You want to make a psychological impact (using the author’s 

name with specific words attributed to them). 
3. The original author says something better than you ever could. 

When quoting a concept or idea, it must be directly attributed to the author. 
Quotations should be clearly indicated by the use of double quotation 
marks (“”), as well as a citation reference (e.g. (Smith 2010:121)). 

 
Paraphrase It is better practice to employ the use of paraphrase – summarising or 

restating the idea or information found during research in your own words. 
By doing this, you show that you have understood the original author’s 
thought and are able to express it in your own terms. It is important to 
remember that in both quotations and paraphrasing, recognition is given to 
the original author by means of in-text citations, and reference to their work 
in the bibliography. Paraphrase should not contain identical expressions 
from the original quote. 

 
For examples of how to use quotations and paraphrases in your assignment, 
refer to the Quick Guide to Correct Assignment Writing Practice.  

 
 
Original        Although it is primarily based on research, your paper should show clear  
Thought      signs of original and independent thinking. While you indeed will have to use 

sources as objects of research, it is down to you as the author to demonstrate that 
you have shaped the information that you have gathered, interacted with it, and 
made it your own. An assignment is more than a long string of quotations and 
ideas from other authors. Consult many sources, but show that you have 
understood what the sources are saying by explaining concepts in your own words 
and building your own arguments based on your research findings.  

 
Word Count The word count stipulated in the relevant course tutorial letter should be kept 

in mind when writing the assignment, guiding you in terms of assignment length 
and therefore allowing you to assess how long each section of your paper should 
be.  
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________________________________________________________ 

 

Referencing 
________________________________________________________ 

 
We have established that academic study involves continual interaction with the works and 
findings of other scholars in the field of study. It is for this reason that reading (and reading 
widely and well) is an important aspect of research. Yet, it is imperative that as we read, 
learn, and glean from other people, we give credit where credit is due, and do not portray or 
present another person’s words or ideas as our own. This gives rise to the need for accurate 
referencing.  
 
 
Purpose By referencing, a student acknowledges another’s work or ideas which have been 

used in the formulation of the argument and findings presented in the assignment 
task. Failure to reference results in plagiarism, a grave act of ethical misconduct. 
Referencing also allows others the opportunity to verify the student’s interpretation 
of the information that they have used; and to do further research of their own 
based on the points raised. Referencing properly shows the breadth of reading 
and research performed in preparation of the assignment, adding to the credibility 
of the work. 

 
 
Citing Sources References are recorded through the citing of sources. Citing is a 

twofold process: by putting a brief entry within your text where you have used the 
source (in-text citations), and then by listing all sources in full at the end of the 
assignment (a bibliography).  

 
 
In-Text Citation These appear within the body of the assignment text. Here three 

things are recorded: the author’s surname, the year of the work’s publication, and 
the page number (or numbers) on which the information or idea which is being 
referenced appears. In-text citations take the form (Surname Year:Page) [e.g 
(Brown 1976:23)].  

 
 
Bibliography The bibliography is the full and detailed list of the sources that have been 

cited in the assignment. It is important that the bibliography is presented correctly 
in alphabetical order according to the authors’ surnames to aid the reader in 
locating the sources that were used if need be. The bibliography also ensures that 
due credit is given to the original source of the ideas and information used in the 
assignment, thus avoiding the ethical pitfall of plagiarism. The format of the 
bibliography should be in precise compliance with the format set out in the Quick 
Guide to Correct Assignment Writing Practice.  

 
When to Reference Full references should be given when you have:  

- quoted (using the exact words which appear in a source) 
- paraphrased (used the idea or information of someone else but changed 

it into your own words) 
- summarised (extracted the key thoughts or points of a source work) 
- copied (inserted exact replicas of images, figures, data, or tables) 

 
It is not necessary to reference information that is considered to be obvious or common 
knowledge.  
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Here is a quick guide giving the rule of thumb when it comes to referencing: 
 
 
 
 Did you think 

of it? 
Yes 

*Examples of common knowledge: 
 

- Jesus was born in Bethlehem 
- John wrote Revelation 
- Augustine was bishop of Hippo 
- The Old Testament was written in Hebrew 

 
 
[See Appendix D for helpful words when using the ‘author prominent’ referencing 
method.] 
 

No 

Is it common 
knowledge?* 

 

Cite it. 

No 
Yes 

 

Do not cite it. 
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_________________________________________________________ 
 

Plagiarism and Collusion 
_________________________________________________________ 

 
Plagiarism Recognised universally as a serious academic offence, plagiarism carries 

heavy penalties and is not tolerated at BTC. Plagiarism is: 
- giving the impression that you have written something original which in fact 

has been borrowed from another author without giving them sufficient 
recognition or acknowledgement 

- copying another student’s work  
- submitting the same material for credit in more than one course 
- the impersonation of another student (work written by one student for the 

submission and credit of another)  
All quotations and paraphrased thoughts should be referenced within 
assignments. 

 
Intellectual  The eighth and ninth commandments (Ex 20:15-16) forbid theft of that which 
Honesty  belongs to another, as well as lying. Plagiarism is a violation of both of these 

commandments – a moral offense which is totally inappropriate for a Christian 
student. Honesty in this regard often requires us to be humble enough to admit 
that we do not know everything, and that in fact often others have better answers 
than we may have. This admission is made through the use of appropriate 
citations – acknowledging others for their ideas and thoughts. The practice of 
referencing and citation is one which shows maturity, and is applauded as good 
research within the academic world.  

 
Collusion Written academic work should be done independently and individually. 

Students are allowed to discuss topics and ideas, and share research sources. 
However, when it comes to writing the assignment, formulating arguments, and 
interpreting sources, students are to work by themselves. If the content of 
assignment papers match and are identified to be copied or works of 
collaboration, these will be treated as works of plagiarism and appropriate 
measures will be taken.  
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________________________________________________________ 
 

Presenting a Quality Assignment 
________________________________________________________ 

 
Language  Formal English should be used in every assignment. This means that 

colloquial and slang terms should be avoided. Sermonic or “preachy” language 
should also be avoided (unless of course a sermon is being written). Remember 
that you are writing an academic paper for a tertiary education institution. 
Contractions (such as can’t and don’t) are to be avoided, and should rather be 
written in full (as cannot and do not). Abbreviations (such as e.g.) are also not 
acceptable within the body of the main text, and should rather be spelled out in full 
(rather as ‘for example’). If English is not the student’s first language, it is advisable 
that they seek the assistance of someone who has a good command of the English 
language.   

 
 
Spelling and Careful attention should be paid to ensuring that correct spelling 
Grammar and grammar are used in each assignment. It is vital that a spell check is 

done; however, this function does not always pick up every mistake made. Spelling 
and grammar contribute to the professional presentation of the assignment, and 
allow for easy and natural reading. Concord (verb-noun agreement) should always 
be maintained, with singular verbs being connected to singular nouns. (See the 
Spelling and Capitalization Checklist in the Quick Guide to Correct Assignment 
Writing Practice).  

 
  
Punctuation The correct usage of punctuation marks also contributes to the presentation 

of your paper, allowing for easy reading and professional appearance. Ensure full 
stops come at the end of a sentence (i.e. after the citation and not before). Avoid 
exclamation marks. 

 
 
Proofreading   Your paper should be proof-read carefully in order to check spelling, 

grammar, punctuation, editorial style, as well as for inconsistencies in your 
arguments, and logical, to ensure clear presentation of thought. You should be 
proud of the paper that you hand in (deeming it worthy of publication) and strive to 
maintain a standard of excellence.  

 
 
Editing        Make the necessary changes identified in the proofreading process to ensure 

that you present the best quality paper possible.  
 
Recommended reading for those struggling with the intricacies of English language and 
other matters discussed in this section: 
 
Lutrin, Beryl & Pincus, Marcelle. 2009. English Handbook and Study Guide: A 

Comprehensive English Reference Book. Birnam Park: Burlut Books.  
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________________________________________________________ 
 

APPENDIX A 
Types of Theological Books 

________________________________________________________ 
 

The following are a few of the types of theological books that you will encounter during your 
studies. Knowing what each kind of book’s function is, is of great help in assessing its 
usability and appropriateness for your research.  
 
 
Introduction These books give an overview of a particular subject; therefore they give a 

broad scope of the topic at hand. Often introductions are written for use on 
either the Old or New Testaments. An Old Testament introduction for 
example would contain both background information such as the date, 
authorship, and literary genre of each book, while at the same time 
considering key themes and providing brief commentary. 

 
 
Commentary Written to give verse by verse comment and explanation on scriptural text, 

these books also deal with matters such as the textual structure and 
historical context.  

 
 
Biblical  These provide the examination of biblical theological themes (often by  
Theology  book of the Bible), whereby the scope of each topic is given in biblical 

context and progression. 
 
 
Systematic  Taking a different approach to that of biblical theology, a systematic  
Theology  theology book gives an examination of a theological theme throughout 

Scripture, considering also the topic’s historical development throughout 
church history as well as presenting various theological perspectives. 

   
 
Dictionary This will give definitions of a word or phrase or concept. These are most 

helpful during the initial stages of research in order to familiarise oneself 
with a subject or concept. 

 
 
Encyclopaedia   In these books a topic is explained in concise detail, giving a brief 

overview, and explaining key facts and elements.   
 
 
Biography Biographies are written to tell the story of someone’s life, detailing their 

background, achievements, and impact on others around them or on their 
field of expertise. 

  
 
While there is nothing wrong with study Bibles, devotional books, or magazine articles for 
personal study, they are not appropriate resources for academic research papers. 
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________________________________________________________ 
 

APPENDIX B 
Theological Publishers 

________________________________________________________ 
 
Some of the major publishers of religious books, with their general theological slants are as 
follows: 
 

Publisher Stance 
Baker Conservative evangelical; more recent materials are more 

academically credible 
Zondervan/Harper Collins Conservative evangelical; have a good cross-section of 

academic materials 
Eerdmans A solid evangelical and academic publisher; has been 

publishing more broadly in recent years 
InterVarsity Press Evangelical publisher; some good academic works, 

sometimes focuses more on popular works for the thinking 
student and layperson 

Augsburg/Fortress Press Good mainline publisher of theologically sensitive works 
Broadman Southern Baptist 
Westminster John Knox Good mainline publisher of theologically sensitive works 
Doubleday Good mainline publisher of more academic works 
T&T Clark Good academic publisher from the UK 

 
[Note: You are by no means required to only consider works from these publishing houses.]  
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________________________________________________________ 
 

APPENDIX C 
Helpful Transitional Statements 

________________________________________________________ 
 
The following is a list of transitional words and phrases that may be useful in relating sentences 
and ideas to one another. Using these words can further improve your research writing style. 
 
accordingly finally likewise 
again in contrast meanwhile 
also further moreover 
thus and hence 
next so at the same time 
however nor besides 
in like manner but in addition 
on the whole too consequently 
last or on the other hand 
then to sum up to conclude 
first, second, third therefore similarly 

 
 
 
 
 
 
 
 
 
 
 
 
________________________________________________________ 

 

APPENDIX D 
Verbs that Help with Author Prominent Referencing 
________________________________________________________ 

 
The following is a list of verbs that may be useful when introducing quotations using the ‘author 
prominent’ referencing method. Using these words can further improve your research writing 
style. 
 
adds describes points out 
affirms disagrees predicts 
agrees disputes questions 
asserts finds reasons 
claims highlights remarks 
clarifies implies shows 
confirms justifies suggests 
contends maintains  states 
contests offers theorises 
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