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1 │ STUDY SKILLS 

1.1 │ TIME MANAGEMENT 

NANCY WAHL , MD IV  

Welcome to a new year at Heritage! Now is the time to implement your strategy for academic 

success. By following these steps, you can ensure your time here is both profitable and 

beneficial. 

1.1.1 │ STEP 1: ESSENTIAL TIME MANAGEMENT STRATEGIES  

1. Once you have received each course syllabus, take the time to organize your term by 

plotting the following on a monthly calendar. Post over your desk so you can refer to 

it at a glance:  

a. Due dates for all assignments, midterms and exams.  

b. Activities you intend to do on a regular basis during the term including 

classes, hours of work, extracurricular meetings and activities, intramural 

sports, visits home etc.  

c. Other important dates such as Reading Week, Spiritual Emphasis week and 

holidays etc.  

2. For each assignment, estimate the amount of time required to complete it (e.g. 3 

weeks for a large paper). Count back from the due date on your calendar and record 

an appropriate start date, keeping in mind other assignments that may also be due 

around the same time.  

3. Next, break down each assignment into smaller, more manageable steps. For 

example, plan time to find sources, do preliminary research, develop your 

thesis/outline, prepare a rough draft and a final draft etc. Record start dates for each 

of these steps on your schedule.  

4. Organize your time even further by also keeping and posting a weekly schedule. Be 

sure to include the following:  

a. Daily classes, chapels, dorm meetings, etc.  

b. Meals, bedtimes, waking times.  

c. Designated study blocks for reading, homework, assignments etc.  

d. Devotional time, social time, personal time etc.  

5. Keep a copy of your schedule with you – and stick to it!  

 

**If your schedule is not working, revise it! It is meant to work for you, not against you!** 
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1.1.2 │ STEP 2: BASIC STUDY HABITS  

1. Complete class homework on a weekly basis – you’ll be glad you established this 

routine now!  

2. Schedule reading on a daily basis, even if only for ½ to 1 hour at a time – don’t fall 

behind!  

3. Get to know yourself. When are you most productive – morning or evening? Do you 

need an atmosphere of silence or do you prefer listening to music? Do you work 

better in long blocks of time or short? Do you prefer the library or your own room? 

Plan your routine accordingly. 

4. Recognize your vulnerabilities – computer, friends, activities etc. – and learn to say 

NO; or better yet, LATER.  

5. Consider finding a study partner for mutual accountability and support. You are not 

alone! 

6. Remember to take breaks! Walk around, get a drink; but always come back and 

finish 

Monthly Schedule Template  

Sunday  Monday Tuesday Wednesday Thursday Friday Saturday 
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** Work with your strengths, not against them!** 

1.1.3 │ STEP 3: IMPORTANT SELF CARE STRATEGIES  

1. Watch your diet; ensure you are eating regularly and nutritiously.  

2. Get adequate rest; regulate your waking and sleeping routine.  

3. Plan time off for personal reflection, relaxation, and recreation – have some fun!  

**Don’t give up! If you are feeling overwhelmed, talk to the counselor – they’re there to help.** 

Weekly Schedule Template 

 Sun Mon Tue Wed Thu Fri Sat 

7 am 

:30 
       

8 am 

:30 

       

9 am 

:15 

:30 

:45 

       

10 am 

:15 

:30 

:45 

       

11 am 

:15 

:30 

:45 

       

12 pm 

:15 

:30 

:45 

       

1 pm 

:15 

:30 

:45 

       

2 pm 

:15 

:30 

:45 

       

3 pm 

:15 

:30 

:45 

       

4 pm 

:15 

:30 

:45 
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5 pm 

:15 

:30 

:45 

       

6 pm 

:15 

:30 

:45 

       

7 pm 

:30 

       

8 pm 

:30 
       

9 pm 

:30 
       

10 pm 

:30 
       

11 pm 

:30 
       

12 am 

:30 
       

1.2 │ HOW TO STUDY: P-Q-R-S-T 
 

PREVIEW • Review the instructions for the assignment before doing any 

reading or research. 

• If the text/reading includes questions at either the beginning or 

end of the assigned reading, familiarize yourself with these 

questions.  

• Familiarize yourself with the questions your professor may have 

assigned to you. 

• Review your class notes, previous quizzes, etc. Make note of topics 

that may need extra attention.  

• Read the assigned material.  

• Make notes. Pay attention to: the structure (or outline) and how 

the author presents their case as well as the content of what you 

are reading.  

 

QUESTION 

 

 

• Take time to answer any assigned questions, or the questions 

contained in the text.  

• Quiz yourself about the material you are studying.  
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QUESTION 

(CONT’D) 

 “Content-oriented” questions:  

o Who is the focus?  

o What is being said about this person, place, event or idea?  

o Where did this idea or event occur? originate? 

o When did this happen? 

o “Why” and “How” questions will help you understand the 

circumstances that may have contributed to the theory, event, 

or outcome.  

 

“Argumentation-oriented” questions seek to identify:  

o How does the author organize their material?  

o What values or purpose directs the author to organize their 

material in this manner? 

o Is author’s argument convincing?  

o Is the author’s argument balanced? Or, do they appear to focus 

on one area more than another?  

 

REVIEW • Reread the assigned material.  

• Review your notes. Compare your answers (to the above questions) 

with what the author has written. 

• Revise/correct any answers or conclusions that do not reflect the 

material you are studying. 

• Review any past quizzes, assignments and exams – especially the 

instructor’s notes 

SUMMARIZE • Attempt to summarize what you have read. Can you say it in one 

page? one paragraph? one sentence? 

• Imagine explaining this event, theory or idea to someone else? 

What would you tell them? How would you explain it?  

 

TEST • Test yourself and/or a classmate on the material being studied. 

• Explain what you have read to a friend, or family member, who is 

not familiar with this material. Can you explain this event, theory, 

or idea so that they can understand it? 
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2 │ FORM & STRUCTURE OF THE ESSAY 

KELV IN MUTTER, THD  & PAUL  WILS O N,  PHD  

An essay provides the student with an opportunity to do two things.  An essay, first 

of all, allows the student to present a clear summary of his/her research. In addition to this, 

however, an essay allows the professor to observe the student’s thought processes as he or 

she summarizes, interacts with, critiques, and develops the findings of his/her research.  

Students are strongly encouraged to obtain a copy of the following text and consult 

it when writing major papers: Kate L. Turabian, A Manual for Writers of Research Papers, 

Theses, and Dissertations: Chicago Style for Students and Researchers, 9th ed. (University of 

Chicago Press, 2018). 

 

A well-written essay will contain the following elements: 

1. Title Page (formatted according to the Heritage Manual of Style) 

 

2. Introduction (should be clearly identifiable through the use of a heading) 

• This is a brief introduction to the subject under discussion. A good introduction 

will not only summarize the direction, purpose and scope of the paper, it will 

also contain a clearly worded “Thesis Statement” describing what the student is 

intending to demonstrate or prove in the assignment.  

 

Basic Elements of an introduction: 

a. Context – One should place his/her subject in its context by providing the 

necessary background for the argument that will be developed in this paper. 

b. Thesis – This is the main argument or proposition of the paper. It should be 

an original idea that is developed through argumentation and proven with 

concrete evidence. 

c. Road Map – This tells the reader how one plans to develop the thesis in the 

body of the essay. 

 

3. Body of the Essay 

• The body of the essay serves as the forum in which the student presents the 

findings of his/her research. These findings should be grouped together topically 

in such a way that the student interacts with material from several sources 

under each topic heading. 
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a. Topic or Category One (Topics should be clearly identifiable through the use 

of headings): 

• The student’s treatment of each topic should include a review or 

summary of the literature or information gathered. In situations where a 

student has conducted primary research (i.e. a laboratory experiment, 

interviews, field observations, etc.) the student may group or summarize 

the findings of his/her primary research in a topical fashion. 

• An evaluation (by the student) of the student’s research findings. If the 

student’s evaluation of his/her research findings leads them to an 

hypothesis concerning the data that has been gathered this hypothesis 

needs to be stated and discussed in the light of the evidence that has been 

gathered. 

 

Basic Elements: 

• Main Point 1.  A main point is an idea that is relevant to the 

category and thesis. 

o Sub-Point 1.   A sub-point is an idea and evidence from the 

student’s research that supports the main point and helps 

prove the thesis. 

o Sub-Point 2.  There must be at least two sub-points to 

support every main point, or the sub-point must be 

included in the main point. 

• Main Point 2: 

o Sub-Point 1 

o Sub-Point 2 

 

Special Note re: Argumentation & Critical Thinking: 

“Critical thinking is that mode of thinking—about any subject, content, or 

problem—in which the thinker improves the quality of his or her thinking by 

skillfully taking charge of the structures inherent in thinking and imposing 

intellectual standards upon them.”1 

 

Paul and Elder note that “a well cultivated critical thinker: 

 
1 Richard Paul and Linda Elder, The Miniature Guide to Critical Thinking Concepts and Tools (n. p.:  The 
Foundation for Critical Thinking), 1. 
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• “raises vital questions and problems, formulating them clearly and 

precisely; 

• “gathers and accesses relevant information, using abstract ideas to 

interpret it effectively; 

• “comes to well-reasoned conclusions and solutions, testing them 

against relevant criteria and standards; 

• “thinks open-mindedly within alternative systems of thought, 

recognizing and assessing, as need be, his/her assumptions, 

implications and practical consequences; and 

• “communicates effectively with others in figuring out solutions to 

complex problems.”2 

 

“Argumentation” refers to the writer’s ability to present his/her evidence 

and effectively make his/her case. Papers written for a College or Seminary 

course are expected to give evidence of sound argumentation that reflects 

critical thinking skills. 

 

b. Topic or Category Two (etc.): Repeat the above process for each topic or point 

under discussion. 

 

4. Conclusion (should be clearly identifiable through the use of a heading) 

• In this section the student summarizes the data and/or conclusions presented in 

the paper in such a way as to demonstrate whether the original thesis has been 

proven to hold true. If, for whatever reason, the student’s research does not 

support his/her original thesis, the conclusion will acknowledge this fact and 

will offer some reflections as to how the student has arrived at this alternate 

conclusion. 

 

Basic Elements of the Conclusion: 

a. Restate the thesis 

b. Summarize findings 

c. Highlight the contribution of this study 

 

5. Footnotes 
  

 
2 Paul and Elder, Miniature Guide to Critical Thinking, 1. 
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• All statements and information drawn from or derived from other sources must 

be identified by means of either a footnote or an endnote (see: Plagiarism & 

Cheating). These notes should conform to Turabian format (see the Heritage 

Manual of Style). 

• Students who are unfamiliar with “Turabian Format” are strongly encouraged to 

obtain a copy of: Kate L. Turabian, A Manual for Writers of Research Papers, 

Theses, and Dissertations, 9th ed. (Chicago: University of Chicago Press, 2018). 

 

6. Bibliography 

• Every source used in the writing of the essay needs to be referenced in the 

bibliography. The form of the bibliography, like that of footnotes, should be 

Turabian format (see the Heritage Manual of Style). 

• Students who are unfamiliar with Turabian/Chicago format are strongly 

encouraged to obtain a copy of Kate L. Turabian, A Manual for Writers of 

Research Papers, Theses, and Dissertations, 9th ed. (Chicago: University of 

Chicago Press, 2018). 

2.1 │ TIPS FOR WRITING PAPERS (& GETTING A BETTER GRADE) 
 

Papers should feature sound grammar, originality and thoughtfulness. None of these are 

easily achieved; do not make the mistake of leaving written assignments to the last minute! 

 

1. Be familiar with the instructions for the assignment. 

2. Give yourself lots of time to complete the assignment.  

3. Do your research before you start writing and make notes on what you read. 

4. Begin with an outline of your paper. 

5. In covering your topic, go from general to specific information (same for writing 

paragraphs). 

6. Make sure you define all your terms (assume the reader knows very little about 

your topic). 

7. Make sure each sentence flows logically from the previous one and the same for 

paragraphs. 

8. It is better to cover less material completely rather than trying to cover too much. 

9. Don’t repeat material we go over in class or that is discussed in the text. 

10. Avoid all forms of plagiarism; do not “borrow” the work of others.  
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11. Do not fill your paper with quotes. Balance the ideas of others with your own ideas, 

questions, conclusions, etc.  

12. NB Essays and Critical Review papers must include footnotes and a bibliography.  

13. Avoid the use of the “first person” (i.e., I, my, we, our), unless the assignment 

requires you to provide a personal reflection on the topic.  

14. Proofread your work (have someone else read your paper, read your paper out loud 

to yourself). 

15. All papers (including Reading Logs) must be typed (using Times New Roman or 

equivalent).  

16. When handing in papers, keep copies of your drafts and rough work and hand in 

papers as instructed. Do not simply slide them under doors where they may well 

disappear!  

2.2 │ EXAMPLE OF MAJOR ESSAY CRITERIA & EVALUATION 

PAUL  WILSO N,  PHD  

2.2.1 │ QUALITY AND USE OF RESEARCH (20%) 

There are four major criteria used to assess research: 

1. Have the best available historical sources been consulted? 

2. Students must have cited (footnoted) a minimum of eight scholarly historical 

sources.  The maximum grade for meeting the minimum is a “C.” Depending on 

the quality and proper use of sources, students who exceed the minimum 

requirement may receive a grade that is in the “B” or “A” category. 

3. The evidence selected to support the thesis must provide clear and concrete 

historical proof for the thesis. Another related issue is the amount of evidence. Has 

enough evidence been provided to actually prove the thesis? This would mean that 

the main points in an essay are supported with at least two sub-points which 

contain evidence that proves the main point and ultimately the thesis.  

4. Material drawn from scholarly sources must be completely and properly 

documented. Failure to document ideas and quotations taken from a source 

constitutes plagiarism. 

For an explanation of the research process, plagiarism, and how to document properly see 

Form & Structure of the Essay and Plagiarism & Cheating in this document, as well as the 

relevant material in Kate L. Turabian’s A Manual for Writers of Research Papers, Theses and 

Dissertations and the Heritage Manual of Style. For guidance on the research process, one 

should also consult “The Library and Research Paper” in The Writer’s Brief Handbook. 
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2.2.2 │ PLAUSIBLITY OF THE THESIS (15%) 

There are four major criteria that should be used to assess the plausibility of an 

argumentative thesis: 

1. The claim made in the thesis statement must be clear. This means that the thesis 

statement should be grammatically correct and understandable to the average 

reader. 

2. The claim made in the thesis statement must be complete. This means that the 

needed chronological, thematic and persuasive content is given in the thesis 

statement. 

3. The claim made in the thesis statement is provable. There must be sufficient 

primary and secondary source material available to sustain the thesis. 

4. The claim made in the thesis is manageable in an essay of this length. The thesis 

should be specific enough to allow one to develop supporting argumentation and 

present supporting evidence that actually proves the thesis. A common mistake in 

thesis formulation is the creation of a claim that is either overly ambitious or too 

narrow and consequently inappropriate for an essay of 10-12 pages. 

2.2.3 │ QUALITY OF THE ARGUMENTATION & DEVELOPMENT (50%) 

There are four major criteria used to assess argumentation and development: 

1. The essay must provide suitable forms of argumentation and appeals that support 

the thesis. Illogical or tangential arguments undermine the coherence ( the unity 

and sequential development) of the essay. For definitions and examples of 

suitable forms of argumentation one should see Mary Lou Conlon’s, Patterns 

Plus which is available in the Heritage Library. 

2. This essay should be developed from a permanent outline that contains all of the 

basic components of an argumentative essay. For an explanation of the outline 

and its components see “Form and Structure of the Essay” in Survivor’s Secrets. 

3. This essay should demonstrate an ability to think critically about the relevant 

subject, content or problems associated with the essay. An essay at the “B” or “A” 

level will demonstrate a high level of internalization of the research material and an 

ability to refute counter-arguments to the thesis. For a succinct and helpful 

explanation of critical thinking see Richard Paul and Linda Elder’s, The Miniature 

Guide to Critical Thinking Concepts and Tools. This guide is available from the College 

Academic Assistant. See also the “Grading Criteria” contained in the Syllabus for the 

course. These criteria should also be used, at this point, as a guide for assessing the 

quality of an essay. 
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4. The essay must provide both persuasive arguments and convincing and sufficient 

concrete evidence to sustain the thesis. All evidence must be documented properly. 

For a further explanation and guidance see the “Grading Criteria” attached to the Syllabus. 

2.2.4 │ QUALITY OF THE WRITING: GRAMMAR, STYLE, & FORM (15%) 

Obviously, for any argumentative essay to reach its objectives effective written 

communication skills are essential. In this section proper grammar, syntax and 

documentation are assessed. For definitions and explanations of grammar and stylistic 

elements see Thom Sunega’s Know More English: From Sentences to Paragraphs. For proper 

documentation form see the Heritage Manual of Style and the relevant material in Kate L. 

Turabian’s A Manual for Writers of Research Papers, Theses and Dissertations. 

2.3 │ EXAMPLE OF THESIS PROPOSAL CRITERIA & EVALUATION 

PAUL  WILSO N ,  PHD  

2.3.1 │ TOPIC IS CLEARLY STATED (5%) 

As stated in the course Syllabus, students are required to select an essay topic from the list 

provided. A student may choose to narrow the focus and create an appropriate title for the 

essay. The selected topic must be clearly stated at the beginning of this assignment. 

2.3.2 │ PLAUSIBILITY OF THE THESIS (35%) 

There are four major criteria that should be used to assess the plausibility of an 

argumentative thesis: 

1. The claim made in the thesis statement must be clear. This means that the thesis 

statement should be grammatically correct and understandable to the average 

reader. 

2. The claim made in the thesis statement must be complete. This means that the 

needed chronological, thematic and persuasive content is given in the thesis 

statement. 

3. The claim made in the thesis statement is provable. There must be sufficient 

primary and secondary source material available to sustain the thesis. 

4. The claim made in the thesis is manageable in an essay of this length. The thesis 

should be specific enough to allow one to develop supporting argumentation and 

present supporting evidence that actually proves the thesis. A common mistake in 

thesis formulation is the creation of a claim that is either overly ambitious or to 

narrow and consequently inappropriate for an essay of 10–12 pages. 
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For further guidance on thesis formation see Form & Structure of the Essay in this 

document, as well as information in writing handbooks such as “Developing A Thesis” in 

The Writer’s Brief Handbook which is available in the Heritage Library. 

2.3.3 │ QUANTITY, QUALITY, & RELEVANCE OF THE SOURCES SELECTED (50%) 

There are five major criteria for assessing source materials: 

1. The sources selected must contain extensive material that provides evidence that 

can be used to support the thesis. 

2. Students are required to use a minimum of eight scholarly historical sources. 

Essays above the “C” level will exceed the minimum. 

3. Ideally, students are encouraged to consult the best scholarly sources available. 

This would exclude many biblical commentaries. For examples of acceptable biblical 

commentaries see the works of Ben Witherington III listed in the course 

bibliography. The course bibliography gives a number of first-class primary and 

secondary sources as well as websites that a student should use as a starting-point 

for research on an essay. Also, excellent sources are listed in the bibliography 

and/or footnotes of the course textbooks. 

4. The use of scholarly articles found in relevant journals should be included in any “A” 

or “B” level bibliography. 

5. Relevant online bibliographies and journal articles are very useful for students 

researching many topics. Students should be referred to such sources of 

information. 

2.3.4 │ PROPER BIBLIOGRAPHIC FORM USED (10%) 

Students are expected to follow proper bibliographic form as given in the Heritage 

Manual of Style and Kate L. Turabian’s A Manual for Writers of Term Papers, Theses 

and Dissertations. Marks should be deducted for failure to follow the correct form. This 

includes all punctuation and relevant publication information.  
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2.4 │ SAMPLE GRADING RUBRIC 

PAUL  WILSO N,  PHD  

1. INTRODUCTION = 20% 

a. Context = 5% 

b. Thesis = 10% 

c. Road Map = 5% 

 

2. BODY = 55% 

a. Categories, Main Points and Sub-Points = 40% 

b. Argumentation/Modes of Development = 15% 

 

3. CONCLUSION = 10% 

 

4. GRAMMAR, STYLE, COHERENCE, & OVERALL EFFECTIVENESS = 15%  
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3 │ RESEARCH USING ELECTRONIC RESOURCES 

 

Care and discretion needs to be exercised when using electronic resources for research 

papers. For example, as a general rule, Wikipedia should not be considered a trustworthy 

source. The best sources are electronic databases containing digital copies of academic 

texts and journals. One such provider is EBSCO which provides Heritage students and 

faculty access to the following databases: 

 

• ATLA Religion Database with ATLASerials which includes hundreds of thousands of 

articles from over 1,600 journals. 

• SocINDEX with Full Text which features more than 2 million records. 

• Christian Periodical Index (CPI) which indexes evangelical journals. 

 

Students and faculty can access the EBSCO databases via the library or remotely.  These 

databases have a flexible search feature that enables the student to readily locate articles of 

relevance. The following table outlines how to search the EBSCO databases. 

3.1 │ SEARCH FUNCTIONS IN EBSCO 
Search Field Options Function 

FIND Title search  Example: (Ti “ Luther”) provides a list of articles where Luther’s name occurs in 

the title. 

Author search  Example: (Au “Carson”) provides you a list of articles written by anyone whose 

last name is “Carson.” 

Subject search  Example: (Su “polygamy”) provides a list of articles dealing with the subject of 

polygamy. 

Boolean searches 

(use of “AND”, 

“OR”, and “NOT”)   

Example: (Su “polygamy”) provides a list of articles dealing with the subject of 

polygamy. 

• (au  “O’connor”) AND ( au “Meakes”) yields at of jointly authored articles,  

• (au “Carson”) OR (au “Longenecker”) yields a list of articles written by 

either individual.  

• (su “family”)  NOT (au “buchanan”) yields a list of articles on “family” NOT 

WRITTEN by anyone named Buchanan. Or,  (au “Wright”) AND (su 

“marriage”) yields articles on marriage written by anyone named “Wright.” 

Full Text If you select this box, your search will only turn up items for which the database will provide you 

with the full text of the article. 

Scholarly Peer 

Reviewed 

If you select this box, your search will only turn up items which have been peer-reviewed. 

Publication Date Allows you to limit your search to a specific time frame. 

Source Type Allows you to limit your search to a specific type of publication. 

Subject Allows you to refine your search to a specific subject area. 

Journal Title This allows you to limit your search to articles found in a specific journal. 

https://search.ebscohost.com/
https://search.ebscohost.com/
https://search.ebscohost.com/
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4│ PLAGIARISM & CHEATING3 

4.1 │ DEFINITIONS 
 

Plagiarism is the unacknowledged presentation of the work of others as one’s own. To 

represent such work as self-created is dishonest and academically worthless. 

 

Cheating is the using, giving or receiving (or attempting to use, give or receive) 

unauthorized information during an examination, or the presentation of the same work for 

credit in more than one course without the permission of the instructors involved. 

 

If a student is uncertain whether a course of action might constitute plagiarism or cheating, 

he/she should consult the instructors involved in advance. 

 

Penalties for cheating and plagiarism are levied in relation to the degree of infraction of 

academic dishonesty, and they may include requiring the student to redo the piece of work, 

may result in failure in the course, suspension from the college or seminary for a term or 

more, or even termination of the student’s status as a student at Heritage College & 

Seminary. 

4.2 │ CHEATING4 
 

Most academic misconduct falls under the definition of plagiarism (see below), but 

sometimes we refer to misconduct as cheating. The following is a list of several examples of 

cheating. 

 

  

 
3 Unless otherwise indicated the material in this section has been taken from a Memo sent to the Graduate 
Students of Wilfrid Laurier University by Dean McPherson, Dean of Graduate Studies Wilfrid Laurier 
University, dated September 1988. His work was in turn adapted from a book entitled Writing Research 
Papers by James D. Lester that explains the term "plagiarism" in detail. Students are advised to read carefully 
and abide by the guidelines set out below. c.f. James D. Lester Writing Research Papers (2nd ed.; Glenview, Ill.: 
Scott, Foresman and Co., 1971), 48–51. 
4 This section on “Cheating” is taken from the University of Washington, College of Engineering Policy on 
Academic Misconduct on the website http://www.engr.washington.edu/org/processes/miscpolicy.htm, 
2002. 

http://www.engr.washington.edu/org/processes/miscpolicy.htm
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Examples of Cheating: 

1. Allowing another to prepare an assignment for you or preparing an assignment for 

another.  

2. Having another take an examination for you or taking an examination for another.  

3. Obtaining information about an examination or assignment that is not authorized by 

the instructor.  

4. Altering an answer to an examination after it has been turned in, whether it has 

been graded or not.  

5. Looking at another’s paper during an examination or allowing another to look at 

your paper.  

6. Collaborating with another during examination or on an assignment where the work 

is to be done independently.  

7. Bringing materials or information to an examination that are not permitted by the 

instructor.  

4.3 │ PLAGIARISM 

 

“Fundamentally, plagiarism is the offering of the words or ideas of another person as one’s 

own. While the most blatant violation is the use of another student’s work, the more 

common error is carelessness with reference sources. Sometimes paraphrase never quite 

becomes paraphrase--too much of the original is left intact. The obvious form of plagiarism 

is to copy any direct quotation from a source without providing quotation marks and 

without crediting the source. The more subtle form, but equally improper, is to paraphrase 

material that is not properly documented.”5 

 

Other examples of plagiarism include: 

1. Copying phrases, sentences, sections, paragraphs, or graphics from a source and not 

giving credit by citing the source.  

2. Turning in a paper from a previous class.  

3. Having another person write an assignment (for pay or for free) and putting your 

name on it.  

4. Modifying or paraphrasing another’s ideas or writings and submitting them as your 

own.  

 
5 “An Explanation of Plagiarism,” in MLA Style Packet, 
http://www.cpcc.cc.nc.us/academic_learning/grammarHandouts/MLA.doc. 
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5. Having someone make substantial editorial changes to your paper and submitting 

the final version as your own.  

6. Turning in someone else’s solution to an exam or a question on an exam as your 

own.  

7. Sharing computer code in assignments for individual students; use of someone 

else’s computer code without acknowledgement; use of someone else’s computer 

code when it is prohibited by the instructor.6  

Examples that are not Plagiarism: 

1. Asking someone to read your assignment and suggest possible improvements, 

unless specifically forbidden by the instructor.  

2. Getting together with other students to discuss an assignment, unless specifically 

forbidden by the instructor.  

3. Asking your instructor for help with an assignment.  

4. Quoting extensively from another’s work but giving credit.  

5. Not citing sources for information that are in dictionaries or your course textbook.7 

 

“Remember that another author’s ideas, interpretations, and words are his or her property; 

they are protected by law and must be acknowledged whenever you borrow them. 

Consequently, your use of source materials requires that you conform to a few rules of 

conduct”: 

1. Acknowledge borrowed material within the text by introducing the quotation or 

paraphrase with the name of the authority from whom it was taken. 

2. Enclose within quotation marks all quoted materials. 

3. Make certain that paraphrased material is written in your own style and language. 

The simple rearrangement of sentence patterns in unacceptable. 

4. Provide a footnote or documentation for each borrowed item. 

5. Provide a bibliography entry for every source cited in the paper. 

6. Quotations obtained from oral sources, such as conversations, interviews, and 

speeches, should also be treated like prose quotations. You will need to obtain 

approval from the speaker for statements you use in your text unless the material 

was recorded with the speaker’s permission.8 

 
6 These examples of Plagiarism have been taken from the University of Washington, College of Engineering 
Policy on Academic Misconduct http://www.engr.washington.edu/org/processes/miscpolicy.htm, 2002.  
7 These examples have been taken from the University of Washington, College of Engineering Policy on 
Academic Misconduct http://www.engr.washington.edu/org/processes/miscpolicy.htm, 2002.  
8 Memo sent to the Graduate Students of Wilfrid Laurier University by Dean McPherson, Dean of Graduate 
Studies Wilfrid Laurier University, dated September 1988.  

http://www.engr.washington.edu/org/processes/miscpolicy.htm
http://www.engr.washington.edu/org/processes/miscpolicy.htm
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The examples provided should reveal the differences between genuine research writing 

and plagiarism. Please take the time to study these examples. The first example is the 

original reference material. This is followed by three student versions, only one of which 

would not be called plagiarism.  

 

ORIGINAL MATERIAL 

“I don’t think that black women can afford to be competitive with their men -- especially now. 

Competing with them for jobs would just add to the problem that already exists. Black women 

have been able to find work when their husbands couldn’t and have often been the head of the 

family not because they wanted to be but out of economic necessity. Some of those women’s lib 

girls are asking for jobs that black men haven’t been able to get (2).” 

—————— 

2. Marjorie Barnes as quoted by Renee Ferguson, Washington Post, 3 Oct. 1970; reported in Black 

Women in White America, ed. Gerda Lerner (New York: Pantheon, 1972), 589. 

STUDENT VERSION A 

(Unacceptable) 

STUDENT VERSION B 

(Unacceptable) 

STUDENT VERSION C 

(Acceptable) 

Black women have usually 

been less discriminated 

against than their male 

counterparts. For example, 

black women have been able 

to find work when their 

husbands couldn’t and have 

often been the head of the 

family not because they 

wanted to be but out of 

economic necessity. 

 

Black women have usually 

been less discriminated 

against than their male 

counterparts. For example, 

most black women have 

usually been able to find jobs 

when their husbands couldn’t. 

And they have sometimes 

been head of the household 

out of economic necessity, not 

because they wanted to be (7). 

 

 

 

 

———— 
7. Marjorie Barnes as quoted 

by Renee Ferguson, 

Washington Post, 3 Oct. 1970; 

reported in Black Women in 

White America, ed. Gerda 

Lerner (New York: Pantheon, 

1972), 589. 

Black women have usually 

been less discriminated 

against than their male 

counterparts. For example, 

Marjorie Barnes points out 

that black women often find 

employment while their 

husbands cannot. She adds 

that “economic necessity” has 

forced some of these women 

to be heads of households 

even though they did not seek 

the role (7). 

 

 

———— 

7. Marjorie Barnes as quoted 

by Renee Ferguson, 

Washington Post, 3 Oct. 1970; 

reported. in Black Women in 

White America, ed. Gerda 

Lerner (New York: Pantheon, 

1972), 589. 
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Comment: This piece of 

writing is plagiarism in a most 

deplorable form. The student 

has simply borrowed 

abundantly from the original 

source, even to the point of 

retaining the essential 

wording, and has provided no 

documentation whatever, 

which implies to the reader 

that these sentences are 

entirely his or her original 

creation. 

 

Comment: This student’s 

version is also plagiarism, 

even though the citation is 

carefully documented. He or 

she has obviously copied 

almost directly from the 

source, changing only a few 

words and phrases. The 

student also fails to introduce 

the borrowed materials; thus, 

the reader is uncertain about 

the footnote. Does it refer to 

the entire paragraph or only 

the final sentence or two? As a 

research writer, you may 

avoid these errors by 

introducing the material as 

direct quotation or, if you 

prefer, as a scholarly 

paraphrase that might include 

direct quotation of a few 

significant or well-worded 

phrases. 

Comment: This version 

represents a satisfactory 

handling of the source 

material. (...) The authority is 

acknowledged at the outset, 

and the substance of the 

commentary is well expressed 

in the student’s own language 

with one phrase directly 

quoted, so as to give full credit 

where the credit is due. The 

student has been wholly 

honest to the source material 

while effectively using that 

source for a particular 

purpose.” 
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5 │ WRITING A CRITICAL REVIEW 9 

DAVID  G .  BARKER,  PHD  (S EPT.  1995)  

5.1 │ THE PURPOSE OF A CRITICAL REVIEW 
 

The critical review of a book or article is an evaluation, not simply a report, 

summary, or a digest. The reviewer intends to express a judgment, and is evaluated on the 

basis of the validity of the arguments used and the evidence cited.  

A review should contain three major components: summary, analysis, and judgment. 

The summary should be brief It should identify the thesis and state the major thrust of the 

work It should answer the question, “What does the work set out to do?” 

The analysis answers the question, “How does the author go about doing it?” It 

deals with the method of presentation, and gives the reader an idea of how the material has 

been selected and shaped. 

The judgment indicates the reviewer’s appraisal of the work and should answer the 

questions, “How effective is the treatment, and how valid is/are the point(s) made?” 

Further, the judgment should develop the implications10 of the material presented. 

The judgment should function at two levels. The first is at the broad thesis level. The 

reviewer needs to interact with the major point of the work judge its validity, and speak to 

its implications. The second is at a more specific level in which various parts and points of 

the book or article are judged as to whether the point supports the thesis of the book or 

argument.  

It should be noted that these elements are the key factors in the composition of the 

review, not necessarily its structure. The review itself should be a carefully crafted essay. 

The review may be concluded with a brief final summary and recommendation of 

response for the reader. 

5.2 │ PREPARATION FOR WRITING A CRITICAL REVIEW 
 

 
9 This document is heavily based on an unpublished paper entitled "The Making of a Critical Review" 

by Gordon D. Fee. His work was in turn adapted from J. M. McCrimmon, Writing with a Purpose, Houghton 
Mifflin, 1966.  

10 Some of the domains of implications would include theological, hermeneutical, pastoral, 
philosophical, exegetical, logical, implications of the material under discussion. 
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Obviously the work under review needs to be carefully read. Notes should be taken, 

whether in the margins, the flyleaf, or on separate paper. These notes should highlight the 

points to be made in the review.  

In reading, special attention should be given to prefaces, introductions, and opening 

paragraphs. These usually indicate the purpose of the work, as well as the organizational 

structure. The table of contents is essential reading in order to gain an appreciation for the 

work’s structure. 

5.3 │ WRITING A CRITICAL REVIEW 
 

It is said that the first paragraph is the most difficult to write. The reviewer should 

not start immediately with judgment, but rather give the reader a “feel” for the work under 

review before engaging in judgment. Sometimes a key quote, a summary of a critical 

paragraph, or some general summarizing statements help get the review started. 

You need to assume that your reading audience is someone who has not read the 

book or article. While in most cases here at Heritage you will be writing for professors who 

have read the work part of the purpose of these assignments is to help you develop your 

skis in speaking to an audience that has not read the work. 

The review should be written in such a tone that the author of the book or article 

could also read your review and not sense that s/he is being unduly attacked (or flattered 

for that matter). An irenic spirit should pervade the review. 

Approximately 10% of the review should be summary, 30-40% analysis, and 40-50 % 

judgment. 

5.4 │ SOME COMMON WEAKNESSES IN CRITICAL REVIEWS 
 

• Spending too much of the review on summary or digest 

• Critiquing only a part of the work rather than the whole. Parts certainly are to be 

evaluated, but always in the context of the whole. 

• Digressing into your own views rather than staying with the work under critique. 

• Failure to provide adequate support and rationale for judgments made. 

• Conveying to the reader an overt sense of prejudice that makes the reader of the 

review believe that the evaluation is unfair. 
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5.5 │ FURTHER HELP IN WRITING A CRITICAL REVIEW 
 

Probably the best way to learn, other than by doing, is to read critical reviews. A magazine 

such as Christianity Today regularly has well written reviews. Journals such as The Journal 

of the Evangelical Theological Society, Trinity Journal, Bibliotheca Sacra, and the 

Westminster Journal have excellent and careful critical reviews. 
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6 │ WRITING A BOOK REPORT 

6.1 │ DIFFERENCE BETWEEN A BOOK REVIEW & REPORT11 
 

Book reports focus on summarizing the work you have read. You must show that 

you have read the book with care, and that you understand the contents well. Book reviews 

focus on analyzing the work you have read. You must identify the thesis and key 

arguments, as well as analyze how effective the arguments are in supporting the thesis of 

the book. 

Book reports are more subjective, asking you to identify the parts of the book you 

liked or didn’t like, and whether or not you agreed or disagreed with the author. Use of the 

pronoun “I” is acceptable in a book report. Book reviews are more objective, asking you to 

evaluate the degree to which an author was successful in arguing his or her thesis, even if 

you personally agree or disagree. A book review provides a reasoned argument as to the 

merits or problems in a book, supporting your argument with a detailed analysis of the 

factors that make the book successful or not. It focuses on the structure and arguments 

within the book itself, and not on your personal agreement or disagreement with the 

arguments made.  Use of the pronoun “I” is not acceptable in a book review. 

6.2 │ HOW TO WRITE A BOOK REPORT12 

6.2.1 │ BEFORE & AS YOU READ 

1. Identify the author, title, and genre of the book.  Have you read other books by this 

author or in this genre? Identify for yourself information you know about the author 

or genre, and challenges you might expect as you begin the book. 

2. As you read, identify any main characters, ideas, or quotes which capture the 

essence of the book. Make note of areas where you may agree or disagree with the 

author, where the author’s arguments appear particularly clear or unclear, or where 

you learned something significant. 

 
11 http://www.trentu.ca/history/workbook/bookreviews.php#b, accessed August 25, 2014. 
12 https://owl.english.purdue.edu/owl/resource/703/01/, accessed August 25, 2014. Used with permission. 

http://www.trentu.ca/history/workbook/bookreviews.php#b
https://owl.english.purdue.edu/owl/resource/703/01/
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6.2.2 │ WHEN YOU ARE READY TO WRITE 

1. Introduce the book. The introductory paragraph should contain the following 

information: 

a. The title and author of the book. 

b. A two-to-three line synopsis of the book’s thesis, perhaps by using an 

appropriate quotation. 

c. An explanation of the purpose and plan of your paper. 

 

2. Summarize the book. Be sure to identify the thesis and each of the main arguments 

of the book. While it is acceptable to use quotations in a book report, they must be 

contextualized and you must respond to them. They must never be used in lieu of 

careful summarization, and are better placed in the personal reflection sections of 

the paper. 

 

3. Write a personal reflection on the book. This is where a book report differs 

substantially from a book review. Identify areas where you agreed or disagreed with 

the author, giving reasons. Point out things you liked or didn’t like, and ideas which 

challenged you or taught you something new. Identify implications of the author’s 

arguments, and how they will impact your life and ministry. Contextualize and 

respond to significant quotations. 

 

4. Summarize your report. Review very briefly what the author has argued and 

identify whether or not you liked or didn’t like what was said. You may also indicate 

whether or not you would recommend this book to others, and to whom you would 

recommend it. 

6.2.3 │ AFTER WRITING 

1. Reread your summary. It should be clear enough to make sense to someone who has 

not read the book, without rehashing the entire book. 

2. Double-check that you have supported your opinions with reasons. Simply stating 

that you do not like what the author has said is insufficient; you must indicate why 

you did not like it. 

3. Proofread your work for spelling (especially the author’s name, key phrases in the 

book, the title of the book, and the names of characters in the book). 

4. Check your grammar and punctuation. 
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5. Double-check your citations. All significant arguments and all direct quotations 

should be cited. Parenthetical citations are appropriate because you are dealing 

with a single source; do not use footnotes. 

6. Double-check your use of quotations. Be sure they are contextualized and that you 

have responded to them appropriately and have not used quotations as a way of 

avoiding having to think for or summarize for yourself. 

6.3 │ ASSESSMENT OF BOOK REPORTS 
 

Some general areas in which your book report will be graded are: 

1. Summary: Is it accurate and concise? Does it demonstrate a sound understanding of 

the content of the book? Does it clearly identify the thesis and all significant 

arguments of the book? Is it logical and organized? Are quotes used appropriately? 

2. Reflection: Is it significant and meaningful? Does it demonstrate a considerable 

effort to personally interact with the contents of the book? Does it identify 

significant implications? Are opinions given with sound and specific reasons, 

avoiding generalizations? Are quotes used appropriately? 

3. Structure: Does the book report contain all necessary parts, including an 

introduction and conclusion? Does it us appropriate spelling, grammar, punctuation, 

and citations? 
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7 │ JOURNALING & REFLECTION PAPERS13 

 

Journaling is beneficial both for personal growth and as an aid to the learning 

process. Your journal reflects who you are, your thoughts, reactions, insights, etc. on the 

day you record your thoughts. When combined with the academic process, journaling can 

accomplish the following: 

 

• Clarification of your thoughts on a topic;  

• Processing of responses/reactions to the material you are studying;  

• Clarification of issues you may be struggling with;  

• Identification of issues and/or areas of your life that require further reflection or 

growth; and,  

• Facilitation of personal insight (i.e., see yourself better) with respect to your beliefs, 

values, thoughts, feelings, and prejudices.  

 

Journals should contain both the peaks and valleys of life, as well as your inner 

relationship to these events. Be sure to deal with both the cognitive (i.e., thoughts, beliefs, 

reasons) and the affective (i.e., emotional). Journaling will help you know yourself better so 

that you can be better equipped to help others. Your journal is a “workshop” for nourishing 

personal growth. Therefore, BE SPECIFIC. Even though you are “required” to keep your 

journal on a weekly basis, remember it is your servant. The goal is to learn from the 

process. It is not simply an exercise to get a better grade. Write for yourself, not an 

audience. Judge the value of your journal by its usefulness to you. In order to get the best 

value out of your journal consider using the following strategies. 

 

Set aside a regular time for doing your journal. Reflect on topics from class 

discussions that were particularly interesting (or disturbing) to you. Reflect on, or process, 

any reactions you may have to the case studies that will be discussed in class. Reflect on 

issues arising from your reading that are particularly interesting (or disturbing) to you.  

 

**HINT: Read until something catches your attention. Then stop and reflect on that 

topic/idea. Jot down a few ideas and continue reading. When you are finished reading, write 

your journal.**  

 
13 This material was provided by Ian Elliott, MDiv, director of Field Education at Heritage Baptist College. 
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Some dangers you will need to be on the alert for include being overly subjective 

and being too “fixed” in your opinions. Allow yourself the opportunity to explore new ideas. 

Other dangers include using the journal as a tool for self-justification and reflecting on 

“comfortable” topics instead of facing the issues that challenge you.  

 
It is a good practice to review your journal. This helps you to see patterns emerge 

and gives you a new perspective. It can also help you measure your own growth. 
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8 │ WRITING AN ANNOTATED BIBLIOGRAPHY 

KELV IN F .  MUTTER,  THD  

An annotated bibliography serves two different, but overlapping purposes or 

interests. On the one hand a researcher might create an annotated bibliography as a 

method of organizing and summarizing his/her research on a particular subject. A second 

use of annotated bibliographies is as a stepping-stone to research. In this situation a 

researcher might read another person’s annotated bibliography as a means of identifying 

the resources that may be relevant to his/her topic of study.  

 

Annotated bibliographies provide the reader with two important sets of 

information. First, as a Bibliography it is a listing of available resources. Second, the 

annotations provide the reader with a brief summary of the content of the resource.  

The process of writing an annotated bibliography is as follows: 

 

1. Identify the topic you will be researching. In order to avoid getting too much 

information it is usually very important to define the topic very tightly. Thus, “AIDS” 

is too broad a topic. “Families with AIDS” is better because it more clearly defines the 

topic under discussion. However, a clearer topic title would be, “The Impact of 

Caring for an HIV Positive Family Member on the Lives of Other Family Members”. 

 

2. Identify the subject areas, or “key words,” you will use to search for information. 

NOTE: This list will grow and change as you get to know your topic area better.  

Go to the library and do a search for books and periodicals that might have 

information related to your topic. For our topic area you would begin by searching 

for books in that library related to the topic. You would then extend your search by 

looking at all the periodicals that might contain articles relating to my subject. In 

this case I would look at journals on Family Life, Family Therapy, Pastoral Care, 

Health Care, and Counselling to see if any of these contained articles that may be 

helpful. I would then check the subject listings in a periodical index to determine 

whether there were any other articles I might find useful (NOTE: an index that 

contains “Abstracts” is very useful at this point). 
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3. Read the abstract for every article to see what the article says about your subject 

and make notes. For articles that are especially relevant, read the article. 

 

4. Familiarize yourself with every resource you can find to see what it has to say about 

your subject and make notes. 

 

5. Based on your research revise your topic list and repeat steps 3 to 5. 

 

6. Depending on the quantity and quality of information gathered in steps 3-6 it may 

be advisable to go to another library and repeat those steps. 

 

7. Collect your notes and write your bibliography. 

 

The form of an annotated bibliography is as follows (see Turabian §16.2.1) for a brief 

description): 

 

• You should have a title (see example). 

• A brief descriptive statement summarizing the content and significance of the book 

or article cited should follow each citation (see examples).  The length of the 

descriptive statement may be as brief as two sentences if the student is able to 

clearly and concisely summarize the focus of the text. In most cases students should 

plan on writing a paragraph of three to seven sentences.  

8.1 │ SAMPLE ANNOTATED BIBLIOGRAPHY: BRIEF NOTES 

KELV IN F .  MUTTER,  THD  

**NOTE: This example of an Annotated Bibliography demonstrates the use of brief notes. 

These notes are generally descriptive in nature with minimal evaluative comment.** 

 

Corey, Gerald F. Theory and Practice Of Group Counseling. 2nd ed. Monterey, CA: 

Brooks/Cole, 1986. 

A thorough introduction to group work describing the process of group counselling. 

Delineates how different ‘schools’ of psychotherapy approach the task of group 

work noting both the commonalities and distinctive differences between these 

different approaches. 
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Corey, Marianne Schneider, and Gerald F. Corey. Groups: Process & Practice. 4th ed. 

Monterey, CA: Brooks/Cole, 1992.  

A thorough discussion of the process and practice of group counselling. Of particular 

value is Part Three where the writers provide valuable introductory discussions 

relating to the specific needs and dynamics of working with children, adolescents, 

adults and the elderly.  

 

Corey, Gerald F., et. al. Group Techniques. 2nd ed. Monterey, CA: Brooks/Cole, 1992.  

This book is a supplement to Gerald Corey’s other books and focuses exclusively on 

the techniques (or methodology) of group work. Of particular value is the fact that 

the author relates the techniques discussed to the phases of group life. 

 

Yalom, Irvin D. The Theory and Practice of Group Psychotherapy. 3rd ed. New York: Basic 

Books, 1985. 

Based on his experience, and written from a psychodynamic perspective, this is one 

of the classic texts in group counselling theory. The text clearly describes the stages 

of group life and the process of doing group counselling. Among the strengths of this 

text are the five chapters Yalom devotes to discussing the role of the 

counsellor/therapist in the group process. Also of value is the chapter that discusses  

“Problem Patients.” 

8.2 │ SAMPLE ANNOTATED BIBLIOGRAPHY: EXTENDED NOTES 

KELV IN F .  MUTTER,  TH.D .   

**NOTE: This example of an Annotated Bibliography demonstrates the use of extended notes. 

These extended notes provide the writer with an opportunity to provide both a description of 

the text as well as a substantial evaluative comment.** 

 

Benner, David G. Strategic Pastoral Counseling. Grand Rapids, MI: Baker, 1992.  

This is the introductory book in a series of pastoral counseling texts written 

specifically for pastors and pastoral workers and provides the reader with an 

introduction to Benner’s five-session short-term model of pastoral counseling. By 

means of general discussion and a case study Benner demonstrates the relevance of 

the short-term model to the priorities of pastoral ministry. Similarly, the author 

outlines the differences between pastoral care, pastoral counseling and 

psychotherapy. These distinctions permit Benner to discuss, albeit briefly, the 

Christian tradition of soul care as it relates to pastoral ministry and pastoral 
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counseling. One of the strengths of this text is that the author appears to have a 

realistic appraisal of the pressures faced by the average pastor. 

 

Childs, Brian H. Short-Term Pastoral Counseling: A Guide. Nashville, TN: Abingdon, 1990.  

This is an excellent introduction to the work of short-term counseling. Childs, while 

aware of the secular literature, seeks to make a case for an approach to pastoral 

counseling that is as much informed by the realities of the pastoral office as it is by 

secular approaches to counseling. As such, he provides a well-written rationale for 

using short-term counseling within the context of pastoral ministry. Childs’ 

theological discussions concerning the nature of short-term counseling are one of 

the strengths of this book. These theological reflections are not ‘add-ons’ but rather 

integral to his argument that short-term counseling enables the pastor to address 

issues that are relevant to pastoral ministry. Two other positive aspects of this book 

are the appendices that summarize chapters two and three, and the way Childs 

defines the relationship between short-term pastoral counseling and longer forms 

counseling provided by professional counselors. One possible shortcoming of this 

text may be the fact it focuses more on counseling theory than the pastoral calling of 

spiritual care. Childs’ theological reflection on the issue of ‘time’, however, 

demonstrates that while on one level he may appear to neglect the tradition of soul 

care, on another level this tradition appears to inform at least some of his 

reflections. 

 

Dillon, David. Short-Term Counseling. Dallas, TX: Word, 1992. 

A thorough introduction, not just to the methods of short-term counseling but also 

to the theoretical concepts underlying the practice of short-term pastoral 

counseling. In the first part of the book Dillon reviews counseling theories that are 

fundamental to all counseling. In part two Dillon addresses the issue of ‘change’ and 

outlines the stages of change as: defining the problem, identifying attempted 

solutions, and establishing goals for counseling. In part three Dillon introduces the 

reader to the use of reframing and paradox as tools for achieving the goals of short-

term counseling. One of the refreshing characteristics of this text is the way Dillon 

uses biblical material to illustrate many of the concepts of short-term counseling. As 

with many books on pastoral counseling the traditional work of spiritual care is not 

clearly discussed. In this case the gap is obvious when Dillon seeks to relate his 

argument to a variety of approaches to counseling, including the tradition of 

“Christian counseling,” but does not consider the relationship of this model to the 

work of spiritual care. 
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Kollar, Charles Allen. Solution-Focused Pastoral Counseling. Grand Rapids, MI: Zondervan, 

1997.  

This book is an attempt to apply the model of Solution-Focused counseling to the 

work of those who are engaged in a church-based ministry. In the first part of his 

book Kollar outlines a theoretical model for counseling that sets a foundation in 

three important ways. Kollar begins by discussing the relationship between the 

human task of counseling and the divine work of changing lives. Next, Kollar relates 

the perspective of Solution-Focused counseling to the broader context of the mental 

health professions. Finally, Kollar outlines nine key assumptions that guide his 

approach to Solution-Focused counseling. In the second part of his book Kollar 

moves from theory to practice. Much of this section is devoted to helping the reader 

understand the four key processes of Solution-Focused Pastoral Counseling. Those 

who desire a text that is explicitly Christian in orientation will appreciate both the 

content and language of this book. 

 

Stone, Howard W. Brief Pastoral Counseling. Minneapolis, MN: Fortress Press, 1994. 

Howard Stone presents his material in two clearly defined sections. Part One 

provides a reasoned introduction to the process of short-term counseling. In Part 

Two Stone provides the reader with a ‘map’ for implementing the practice of short-

term counseling by linking each of eight common problem types with a 

corresponding therapeutic intervention. From a clinical perspective this informative 

and well-written introduction to short-term counseling is an excellent addition to 

the field. From a pastoral perspective, however, the author appears to have assumed 

that good clinical practice means good pastoral practice. While many pastoral 

counselors may be comfortable with this assumption, others would take issue with 

Stone for his omission of two critical dimensions of pastoral ministry. In the first 

instance, Stone’s work lacks both explicit theological reflection and reference to 

Biblical texts. Second, Stone, like others, appears to overlook is the work of “spiritual 

care” or the cure of souls. While it may be argued that the omission of explicit 

theological reflection means this work is accessible to persons with a wide variety of 

theological convictions, the omission of the work of spiritual care clearly separates 

Stone’s work from the historic roots of pastoral care. 
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Worthington, Everett L., Jr. Hope-Focused Marriage Counseling. Downers Grove, IL: 

InterVarsity Press, 1999. 

As with other books he has written, Worthington does not simply attempt to adapt 

‘pastoral work’ to a particular model of therapy. Nor does he seek to adapt a model 

of therapy to the work of pastoral care. Instead, he draws on his many years of 

teaching, writing, training marriage and family therapists, coupling this with 

theological reflection. While the theory base to this book bears some similarities to 

other forms of brief counseling (specifically Emotionally Focused Therapy), this is 

clearly a distillation of Worthington’s process of integration. Thus, this reader was 

very much aware of the author’s familiarity with the Family Therapy literature as 

well as his familiarity with the language, values and traditions of the evangelical 

Christian culture, for whom the book was primarily written. Written with the 

“generalist” pastor in mind, this book presents a model of couple’s counseling that is 

both attainable and manageable within the constraints of pastoral ministry. While 

Worthington does not specifically engage, or dialogue with, the tradition of spiritual 

care or soul care, his focus on engendering hope in couples is both emotional and 

spiritual in its impact.  
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9 │ WRITING A LITERATURE REVIEW 

KELV IN F .  MUTTER,  TH.D .  

**FOR G RAD UATE (MASTERS)  L EVEL  S TUDENTS **  

9.1 │ DESCRIPTION 
 

The purpose of a review essay is to provide the reader with a summary of a body of 

information. A Book Review is usually a descriptive essay that outlines and summarizes 

the plot, contents and argument of a single book. A Critical Review, on the other hand, 

moves beyond the work of ‘description’ and into the work of analysis and evaluation. In a 

Critical Review the writer seeks to evaluate the presuppositions, facts, argument, and 

validity of work in question. 

Literature Reviews are of a different character. The intent of a Literature Review is 

to provide the reader with an organized and coherent summary of what a variety of literary 

sources might say on a particular subject or topic:  

• A Literature Review is not an evaluation of the literature but rather a unified 

summary of the material under discussion.  

• A Literature Review is not an expanded Annotated Bibliography. In fact, one of the 

features that distinguish the Literature Review from the Annotated Bibliography is 

that the discussion is organized according to themes rather than by the source from 

which the material has been drawn.  

 

 The author of a literature review, chooses to organize his/her thoughts around 

Themes, Sub-topics, Keywords, Subjects, etc. that are addressed or discussed in the various 

books and articles that were consulted or that are considered to be relevant to the topic 

under study. In this way the Literature Review defines the territory and establishes a 

foundational understanding of the topic. Some of the key components of a Literature 

Review are: facts concerning the topic under study; observations of previous 

researchers/writers; and, key philosophical/theological ideas and issues.  

The writer of the Literature Review distills material from a variety of sources into one 

essay such that the reader gains an integrated perspective of the issues, concerns, etc. 

pertaining to the broader subject under discussion. When this is done it is not unusual to 

see several sources cited for a particular point. In other situations an author may elect to 
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present relevant material on a source by source basis. When this happens, however, the 

discussion continues to be organized around a central theme.  

As with all forms of academic writing, one of the best ways to learn how to do a 

Literature Review is to read Literature Reviews. For most people the best place to begin is 

by reading journal articles in academic journals as the authors often include a Literature 

Review.  

The following review is provided as an illustration of how many sources and a large 

amount of material can be distilled into a Literature Review essay.  

9.2 │ SAMPLE LITERATURE REVIEW  

KELV IN F .  MUTTER,  THD  

**NOTE: The example given below should only be used as a rough guide. There are some 

elements, especially the citations, that use conventions which are now outdated and 

improper.** 

 

A Survey of the Writings of the 2nd Century Church on Marriage and Celibacy 

 

Introduction 

Next to doctrine, in particular Christology, the topics of Marriage and Celibacy were 

two of the hottest topics in the early church. Indeed, the Church Fathers, from the end of 

the apostolic era to the time of Augustine had much to say about these topics. In this essay 

we will limit our focus to the writings of the second century up to, and including, 

Tertullian1 with a view to tracing how certain themes were handled and developed in the 

thought of the early Church. 

 

The backdrop for the early church’s teaching on Marriage and Celibacy are the 

Biblical writings, in particular Genesis 2:24, Matthew 19:1-11, I Corinthians 7 and the 

haustafeln (Ephesians 5:21-6:9, Colossians 3:18-4:1, I Peter 2:13-3:7). One of the 

characteristics, however, of the surviving literature from second century is that the Church 

Fathers’ treatment of these subjects is not confined to an exegetical discussion of the 

Biblical material. Indeed, it is apparent from these writings that the Fathers were 

attempting to respond to the pressures of their socio-historical context.  

 
1 While it is accepted that Tertullian died circa AD 220, his ministry certainly began in the latter part of the 
second century and his writings are useful in tracing both continuity and change between the second and 
third centuries.  
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Review of the Literature 

The writings of the second century Church on Marriage and Celibacy highlight seven 

convictions and themes that are significant for at least two reasons. First, these writings 

illustrate how the early church sought to relate the Old Testament, the teachings of Christ 

and the witness of the apostles to pastoral issues, and marital issues in particular. Secondly, 

the writings of the second century church on Marriage and Celibacy provide us with some 

insights into the process by which the thinking of the Christian community with respect to 

marriage developed between the first and third centuries. 

 

1. The Early Church Fathers Accepted That Marriage Is an Honourable State. Ignatius of 

Antioch (d. circa 110 AD) seems to assume this when, in a letter to Polycarp he 

writes: “it becomes both men and women who marry, to form their union with the 

approval of the bishop, that their marriage may be according to God, and not after 

their own lust. Let all things be one to the honor of God.2 It is clear by this 

instruction that Ignatius saw no problem with Christians entering into marriage, as 

long as it was done for the right reasons. In the fourth commandment, or mandate, 

of the Shepherd of Hermas (written between 90 and 140/150 AD) the author 

admonishes the reader to guard themselves against moral failure by “remembering 

their own wife”.3 This line of thought brings to the forefront one’s marital 

commitments or covenant with the purpose of guarding against infidelity. In so 

doing the author validates the marital union.  

 

The validity of marriage is also underscored by Irenaeus (d. circa.175-195 AD) who 

highlighted one of the problems of asceticism as follows: “Springing from Saturninus 

and Marcion, those who are called Encratites (self-controlled) preached against 

marriage, thus setting aside the original creation of God, and indirectly blaming Him 

who made the male and female for the propagation of the human race.”4 These words 

bring to mind Paul’s comments in First Timothy 4:1-5 in which he addresses the 

issue of asceticism and states that the forbidding of marriage is a theological error 

rooted in a failure to appreciate the fact marriage is created by God and therefore 

 
2 “The Epistle Of Ignatius To Polycarp,” in The Ante-Nicene Fathers Volume 1. Edited by A. Roberts and J 
Donaldson The Ages Digital Library Collections p.187. It is significant that all the known versions of Ignatius’ 
letter to Polycarp contain this instruction. 
3 Shepherd of Hermas, “Commandment Fourth, On Putting One’s Wife Away For Adultery,” in The Ante-Nicene 
Fathers Volume 2. Edited By A. Roberts And J Donaldson The Ages Digital Library Collections p.36. 
4 Ireneaus, “Book I, Ch. 28 Doctrines Of Tatian, The Encratites, And Others,” in The Ante-Nicene Fathers Volume 
1. Edited by A. Roberts and J Donaldson The Ages Digital Library Collections p.700 
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“good”. Finally, Tertullian, in all of his works, acknowledged the goodness of 

Marriage and the importance of marital faithfulness.5 

 

2. The Early Church Fathers Agreed That, Except in the Case of Adultery, Marriage Is a 

Permanent Relationship. Because of the high value that the early Fathers placed on 

marriage, they held to the conviction that marriage was indissoluble except in the 

case of fornication. Thus Clement argues for the permanence and indissolubility of 

marriage except for the cause of fornication.6 One of the more interesting passages 

with respect to the issue of divorce occurs in the Shepherd of Hermas where we 

read: “As long as he (i.e. the husband) remains ignorant of her sin, the husband 

commits no transgression in living with her. But if the husband know that his wife has 

gone astray, and if the woman does not repent, but persists in her fornication, and yet 

the husband continues to live with her, he also is guilty of her crime, and a sharer in 

her adultery.”7 Thus, the Shepherd seems to indicate that divorce, if only temporary 

is not an option once one partner becomes aware of the other party’s adultery. 

 

3. The Early Church Fathers Agreed as to the Purpose of Marriage. Ignatius,8 Clement of 

Alexandria,9 Irenaeus,10 Tertullian,11 and Athenagoras12 each noted marriage was 

the context for the propagation of children. Ignatius, in writing to the Philadelphians 

wrote: “For they (i.e. Abraham, Isaac, Jacob, and others) entered into these marriages 

not for the sake of appetite, but out of regard for the propagation of mankind. Fathers, 

“bring up your children in the nurture and admonition of the Lord;” and teach them 

the holy Scriptures, and also trades, that they may not indulge in idleness. Now [the 

Scripture] says, “A righteous father educates [his children] well; his heart shall rejoice 

in a wise son.”13 Ignatius’ comments to the Philadelphians highlight both his 

understanding of the purpose of marriage and his views on human sexuality (see 

below). With respect to Ignatius’ view on the purpose of marriage it is apparent he 

 
5 Tertullian, “To His Wife Book I, Ch. 2,” in The Ante-Nicene Fathers Volume 4. Edited by A. Roberts and J 
Donaldson, The Ages Digital Library Collection. Also, “On Monogamy” and “On Modesty,” in The Ante-Nicene 
Fathers Volume 4. Edited by A. Roberts and J Donaldson, The Ages Digital Library Collection 
6 Clement of Alexandria, The Stromata ch. 23  
7 Shepherd of Hermas, Op. Cit. p. 36. 
8 Ignatius of Antioch, Epistle to the Philadelphians  
9 Clement of Alexandria, The Stromata ch. 23  
10 Ireneaus, Book I, Ch. 28, p.700 
11 Tertullian, To His Wife Book I, Ch. 5  
12 Athenagoras The Athenian, “Chapter 33 Chastity of The Christians With Respect To Marriage” from A Plea 
For The Christians in The Ante-Nicene Fathers Volume 2. Edited by A. Roberts and J Donaldson, The Ages 
Digital Library Collections p.282 
13 Ignatius of Antioch, Epistle to the Philadelphians  
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considered that marriage involved a commitment to begetting children and a 

commitment to active parenting resulting in children who both knew Christ and 

who had the necessary life skills for adult life. It is because of the interconnection 

between marriage and propagating children that Clement of Alexandria, argues 

marriage is not for everyone.14 Arguing alternately from Scripture and the Greek 

poets Clement seeks to demonstrate first only those who are prepared for the work 

of raising children ought to be married. And second that a man without children 

“fails in the perfection which is according to nature, not having substituted his proper 

successor in his place. For he is perfect that has produced from himself his like, or 

rather, when he sees that he has produced the same; that is, when that which is 

begotten attains to the same nature with him who begat.” Therefore we must by all 

means marry, both for our country’s sake, for the succession of children, and as far as 

we are concerned, the perfection of the world.”15 

 

4. The Early Church Fathers Considered the Purpose of Sexual Intercourse was for 

Propagating Children. On this point it necessary to remember that the Fathers wrote 

in a socio-historical context in which there were, on the one hand, movements 

advocating a philosophy of pleasure and self-indulgence, and self denial and 

asceticism on the other hand. In addition to this, there is evidence to suggest the 

Church faced misunderstanding with respect to the moral conduct of its members.16 

Indeed, Athenagoras’ most significant comments on marriage are part of the 

apologetic work Plea For The Christians17 that was written to the Roman Emperor 

Marcus Aurelius and his son Commodus. The nature of Athenagoras’ argument in 

the section entitled Chastity of The Christians With Respect To Marriage indicates a 

context of misunderstanding and possibly misrepresentation.  

 

Given the many social and intellectual cross-currents concerning human sexuality 

and society’s perception of the Church’s views on this matter it is interesting to note 

the manner in which the early Church Fathers presented their views on the matter. 

First, they do not deny that sexual intercourse is a legitimate activity, as long as it 

occurs within the confines of marriage. Second, while affirming the validity of 

 
14 Clement of Alexandria, The Stromata ch. 23  
15 Ibid. 
16 Margaret Y. MacDonald, “Early Christian Women Married to Unbelievers” in Studies in Religion Vol. 19, No. 
2, 1990 (p.221-234) p. 230. Here Prof. MacDonald cites Marcus Cornelius Fronto (a second century opponent 
to the Church) and Apuleius (a second century Roman philosopher) as accusing Christian Women of behaving 
immorally. 
17 Athenagoras The Athenian, Op. Cit.  
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marital sexual intercourse, the early Church Fathers sought to impose a balancing 

perspective as a hedge against a preoccupation with sexual pleasure. This is evident 

in Ignatius’ comments that the patriarchs “entered into these marriages not for the 

sake of appetite, but out of regard for the propagation of mankind.”18 Here the 

implication is clear, the appeasement of one’s sexual appetite is not sufficient reason 

to enter into marriage. While Athenagoras stated that Christians “despise the things 

of this life, even to the pleasures of the soul, each of us reckoning her his wife whom he 

has married according to the laws laid down by us, and that only for the purpose of 

having children.”19 With these words the point is made quite clearly, Christians are 

not to be lost in sensual pleasure. Instead, their actions are governed by higher 

interests, even when it comes to the practice of one’s sexuality. 

 

5. The Early Church Fathers Agreed That While Marriage Is “Good”, There Are 

Advantages to Celibacy. The tension between the two callings of marriage and 

celibacy is one that has been with the Church since the day Christ uttered the words 

that are recorded in Matthew 19. Ignatius, in his letter to the Philadelphians,20 

reflects on the differences between celibacy and marriage and, in the spirit of Paul’s 

instruction to the Corinthians, notes that those who are married must pay attention 

to the day to day affairs and concerns of the marital relationship.21 Those who are 

single, however, have a freedom not available to the married to concentrate whole-

heartedly on scripture and on Christ.22 In writing this way Ignatius does not, in any 

way, denigrate marriage. Indeed, he states that those who are virgins should “not 

count marriage an abomination” but [rather] desire that which is better, not for the 

reproach of wedlock, but for the sake of meditating on the law.”23 Tertullian, writing 

at the beginning of the third century, however, supports the advantages of celibacy 

with the suggestion that Paul permits marriage out of necessity but that he prefers 

celibacy.24 Tertullian therefore appeals to the example of those women who “prefer 

to be wedded to God.”25 These, he states, give to God their beauty and their youth 

such that they live with God, converse with God, bringing to Him “their prayers as 

 
18 Ignatius of Antioch, Epistle to The Philadelphians.  
19 Athenagoras The Athenian, Op. Cit. 
20 Ignatius of Antioch, Epistle to The Philadelphians.  
21 Ibid. 
22 Ibid.  
23 Ibid. 
24 Tertullian, To His Wife Book I, Ch. 3  
25 Ibid. ch. 4 
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dowries.”26 Here we see reference to a way of living known as ‘bridal mysticism’. 

Depending on the date and provenance of the story of Paul and Thecla27 it is 

possible that this story portrays, in the form of a novella, a second century story of 

woman who chose devotion to Christ over marriage. 

 

6. Within The Second Century, There is a Shift in the Attitude of the Early Church Fathers 

with Respect to Remarriage. The only extant writing from the early part of the 

century to indicate that the church’s position on remarriage appears to be the 

Shepherd of Hermas.28 As noted above, the fourth commandment or mandate 

recognizes that adultery, and divorce, may occur. The Shepherd’s advice in these 

cases appears to follow that of the Apostle Paul in I Cor. 7:11 which permits marital 

separation but advocates singleness with the purpose of reconciliation.29 In the case 

of those who have been widowed the Shepherd once again appears to reflect the 

instructions of the apostle Paul in I Corinthians 7:25–35 in that he permits 

remarriage while at the same time counselling widows to live a celibate life. 

 

Later in the second century, however, Athenagoras wrote: “a person should… be 

content with one marriage; for a second marriage is only a specious adultery”.30 

Indeed, he goes further to state that “he who deprives himself of his first wife, even 

though she be dead, is a cloaked adulterer, …, because in the beginning God made 

one man and one woman, and dissolving the strictest union of flesh with flesh, 

formed for the intercourse of the race”. 31 Here Athenagoras goes beyond the 

explicit instruction of Scripture by advocating celibacy for all previously married 

persons. 

 

This shift in opinion is ably illustrated in the life and work of Tertullian who, in To 

His Wife Book I chapters 7 & 8, indicates his preference that those who have been 

widowed ought to remain single or celibate in their widowhood. Nevertheless, in 

Book II he takes up the case of those who have not only remarried, but have married 

 
26 Ibid.  
27 “Acts of Paul” in New Testament Apocrypha Vol. II. Edited by Wilhelm Schneemelcher, translated by R. McL. 
Wilson, Philadelphia: The Westminster Press, 1965 (ET) p.355ff. 
28 Shepherd of Hermas, Mandate 4 
29 This approach appears to enable the parties to experience the consequences of the sin. One of the 
fascinating dimensions of this advice is that, by not advocating remarriage, it sidesteps the prohibition of 
Deuteronomy 24:1-4 that would prevent reconciliation in the event one or both parties remarried. 
30 Athenagoras, Op. Cit. 
31 Ibid.  
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unbelievers. In To His Wife Book II chapter 1 Tertullian clearly identifies the 

presence of two issues. On the one hand there is the issues of those who have 

entered into a second marriage. This he refers to as a second best solution 

occasioned by human infirmity. On the other hand there is the issue of Christians 

entering into marriage with unbelievers (see point 7 below). 

 

While Tertullian appears to concede in this case (i.e., To His Wife Book II) that 

second marriages may be permissible his true opinions are evident in some of his 

other writings. For example, the following statement is found in his book On 

Modesty. “But by us (i.e. Christians) precaution is thus also taken against the greatest, 

or, (if you will), highest (crimes, viz.,) in that it is not permitted, after believing, to 

know even a second marriage, differentiated though it be, to be sure, from the work of 

adultery and fornication by the nuptial and dotal tablets: and accordingly, with the 

utmost strictness, we excommunicate bigamists, as bringing infamy upon the Paraclete 

by the irregularity of their discipline.”32 In Monogamy33 Tertullian expresses quite 

clearly the opinion that Christians are to marry only once in this life and to avoid all 

other forms of sexual contact. 

 

7. The Emerging Issue of the Unequal Yoke. Aside from the Biblical instructions found in 

I Corinthians 7, II Corinthians 6 and I Peter 3 there is very little in the extant 

literature preceding Tertullian that can be said to specifically address this issue. An 

argument may, perhaps, be made that Ignatius’ words to Polycarp about the Bishop 

ensuring that people marry for the correct reason can be extended to include 

ensuring that a couple seeking marriage share a common faith in Jesus Christ. 

Depending on the date and provenance of the Acts of Peter it is possible that the 

apocryphal story of Xanthippe34 is a late second century story illustrating the 

tension which results when a Christian woman married to an unbelieving husband 

wishes devote herself to the cause of Christ. 

 

In the second book of the treatise entitled To His Wife Tertullian clearly and 

carefully draws out the sense of Paul’s meaning in I Corinthians 7:12-14. In so doing 

 
32 Tertullian, On Modesty Ch. 1 in The Ante-Nicene Fathers Volume 4. Edited by A. Roberts and J Donaldson The 
Ages Digital Library Collection. 
33 Tertullian, On Monogamy in The Ante-Nicene Fathers Volume 4. Edited by A. Roberts and J Donaldson The 
Ages Digital Library Collection. 
34 “Acts of Peter 34” in New Testament Apocrypha Vol. II. Edited by Wilhelm Schneemelcher, translated by 
R.McL. Wilson, Philadelphia: The Westminster Press, 1965 (ET) p.317ff. 
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he notes that Paul is not addressing those who entering into marriage with 

unbelievers but rather those who were married to one who is an unbeliever before 

they themselves came to faith in Jesus Christ.35 Built upon this foundation Tertullian 

proceeds to make the case that Christians ought only to marry “in the Lord” (i.e. to 

fellow believers). Furthermore, he alleges that Christians who enter into marriage 

with unbelievers are guilty of fornication and that such marriages endanger the faith 

of the believer.36  

 

 
35 Tertullian, To His Wife Book II  
36 Ibid. ch.3 
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10 │ GRADING CRITERIA 

 

The following should be viewed as the standard for grade determination at Heritage 

College & Seminary. 

 

The Grade of “A” 

An “A” in this course implies excellence in thinking and performance. “A” level work 

is not only clear, precise and well-reasoned, but also insightful and interesting. A 

clear understanding and proper utilization of basic terms, distinctions, concepts and 

principles is evident throughout work that is subject to evaluation. The “A” level 

student has internalized the basic intellectual standards appropriate to the 

assessment of his/her work. Such a student often raises important questions and 

issues, analyses key questions and problems clearly and precisely, identifies 

questionable assumptions, clarifies key concepts effectively, uses language in 

keeping with educated usage, frequently identifies competing points of view, 

demonstrates a commitment to reason carefully from clearly stated premises, and 

shows a marked sensitivity to important implications and consequences. In short, 

“A” level work consistently displays superior reasoning and problem-solving skills 

within the context of the appropriate academic discipline. 

 

The Grade of “B” 

A grade of “B” implies sound thought and performance. On the whole, “B” level work 

is clear, precise, and well-reasoned, but does not have depth of insight. Basic terms 

and distinctions are learned at a level which shows comprehension of basic 

concepts and principles. The “B” student has internalized some of the intellectual 

standards appropriate to the assessment his/her work. Such work often raises 

questions and issues, analyzes questions and problems clearly and precisely, 

recognizes some questionable assumptions, clarifies key concepts competently, 

typically uses language in keeping with educated usage, sometimes identifies 

relevant competing points of view, demonstrates the beginnings of a commitment to 

reason carefully from clearly stated premises, and shows some sensitivity to 

important implications and consequences. “B” level work displays sound reasoning 

and problem-solving skills. 

 

The Grade of “C” 
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The grade of “C” implies mixed thinking and performance. While the “C” student 

demonstrates some of the needed thinking and analytical skills, the clarity, precision 

and reasoning of such work is inconsistent. Moreover, “C” level work does not 

display depth of insight or consistent competence. Basic terms, distinctions, 

concepts and principles are not applied appropriately or consistently. Sensitivity to 

questionable assumptions, competing points of view, clear reasoning or important 

implications and consequences is significantly deficient. “C” level work is, at best, a 

competent level of intellectual performance.  

 

The Grade of “D” 

The grade of “D” implies poor thinking and performance. Such a student confuses 

memorization with comprehension and understanding. Consequently, the student 

does not demonstrate the development of critical thinking skills and understanding 

which are requisite to comprehending the course content. “D” work represents 

thinking that is typically unclear, imprecise and/or illogical. The student is achieving 

competence on the lowest order of performance. Basic terms and distinctions are 

often incorrectly used and reflect a superficial or mistaken comprehension of 

fundamental concepts and principles. The “D” level student has not internalized the 

basic intellectual standards appropriate to the assessment of his/her work. Rarely 

does such a student raise germane questions and issues, analyze questions and 

problems sufficiently, recognize assumptions, discuss competing points of view, 

clarify concepts, use proper educated language or reason carefully from clearly 

stated premises. The “D” level student is insensitive to important implications and 

consequences. 

 

The Grade of “F” 

The grade of “F” implies a failure in thinking and performance. Such a student is not 

developing critical thinking skills and understanding that are requisite to 

understanding the course content. “F” level work is unclear, imprecise and/or 

illogical. The student is clearly not achieving competence in his/her work. Basic 

terms and distinctions are regularly incorrectly used and reflect a mistaken 

comprehension of basic principles and concepts. Also, the student has not 

internalized basic intellectual standards appropriate to the assessment of his/her 

work. The “F” level student does not raise questions or issues, does not analyze 

questions and problems, does not recognize assumptions, does not clarify concepts, 

does use language in keeping with educated usage, confuses his/her point of view 

with the TRUTH, and shows no understanding of the need to reason carefully from 
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clearly stated premises. The “F” level student is oblivious to important implications 

and consequences. “F” level work displays incompetent reasoning, poor problem-

solving and consistently poor intellectual performance. 


	Table of Contents
	1 │ Study Skills
	1.1 │ Time Management
	1.1.1 │ Step 1: Essential Time Management Strategies
	1.1.2 │ Step 2: Basic Study Habits
	1.1.3 │ Step 3: Important Self Care Strategies

	1.2 │ How to Study: P-Q-R-S-T

	2 │ Form & Structure of the Essay
	2.1 │ Tips for Writing Papers (& Getting a Better Grade)
	2.2 │ Example of Major Essay Criteria & Evaluation
	2.2.1 │ Quality and Use of Research (20%)
	2.2.2 │ Plausiblity of the Thesis (15%)
	2.2.3 │ Quality of the Argumentation & Development (50%)
	2.2.4 │ Quality of the Writing: Grammar, Style, & Form (15%)

	2.3 │ Example of Thesis Proposal Criteria & Evaluation
	2.3.1 │ Topic is Clearly Stated (5%)
	2.3.2 │ Plausibility of the Thesis (35%)
	2.3.3 │ Quantity, Quality, & Relevance of the Sources Selected (50%)
	2.3.4 │ Proper Bibliographic Form Used (10%)

	2.4 │ Sample Grading Rubric

	3 │ Research Using Electronic Resources
	3.1 │ Search Functions in EBSCO

	4│ Plagiarism & Cheating
	4.1 │ Definitions
	4.2 │ Cheating
	4.3 │ Plagiarism

	5 │ Writing a Critical Review
	5.1 │ The Purpose of a Critical Review
	5.2 │ Preparation for Writing a Critical Review
	5.3 │ Writing a Critical Review
	5.4 │ Some Common Weaknesses in Critical Reviews
	5.5 │ Further Help in Writing a Critical Review

	6 │ Writing a Book Report
	6.1 │ Difference Between a Book Review & Report
	6.2 │ How to Write a Book Report
	6.2.1 │ Before & as You Read
	6.2.2 │ When You Are Ready to Write
	6.2.3 │ After Writing

	6.3 │ Assessment of Book Reports

	7 │ Journaling & Reflection Papers
	8 │ Writing an Annotated Bibliography
	8.1 │ Sample Annotated Bibliography: Brief Notes
	8.2 │ Sample Annotated Bibliography: Extended Notes

	9 │ Writing a Literature Review
	9.1 │ Description
	9.2 │ Sample Literature Review

	10 │ Grading Criteria

