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Study Guide 

How your Coursebook works 

 
The Coursebooks are not so much text books as tutors in themselves. It is important that you 
work through the Coursebook systematically, taking notice of these instructions. This is the 
best way to prepare yourself for the assignment related to that module and for the 
examination. In the Coursebooks which you are given you will find frequent comments such as 
‘Stop here and reflect’, or a reference to reading which should be done before going on, or a 
question to answer or short exercise.  
 
Coursebooks are structured along similar lines. They 
 

 begin by identifying the learning outcomes of the module in question. This is to help orient 
you as you work through the book by flagging up what it is you should be taking from the 
book.   

 These outcomes are followed by core reading needed for the module. This is the books or 
articles which you will need to have to hand in order to complete the work for the module 

 They also have bibliographies either at the end or on a separate handout, giving 
suggestions for further reading. 

 
Chapters  
 
Chapters within Coursebooks typically: 
 

 open with a statement of the learning outcomes of the particular chapter 
 

 contain ‘TO THINK ABOUT...’ suggestions. These are prompts to you to pause in your 
reading and consider an important point. They are designed to encourage you to think 
about the applications of certain points or their personal relevance to your lives, or to help 
the Coursebook material ‘sink in’ in a deeper way 

 

 contain ACTIVITY or SELF-CHECK exercises. These are short exercises which normally involve 
some reading and writing. It is important that you work through these in each chapter in 
order to complete and consolidate your learning 

 

 contain points where you are asked to READ sections from your core reading. You may also 
be asked to read portions of the appendices gathered at the end of your Coursebook 

 

 indicate FURTHER READING. These are suggestions and pointers for where you might go to 
explore the themes developed in the chapter further. 
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How to Study 

In-depth reading  

Some of you may be returning to formal study after a considerable break, and so the following 
ideas about study may prove helpful to you. Adequate note-taking is one of the keys to 
successful studying. 
 
Here is an exercise you may like to try. We have reproduced the opening section of Pope John 
Paul II’s encyclical on human life, Evangelium vitae. Let us imagine that this is part of your 
reading for the module you are studying and that you want to study it in detail and really make 
it your own. How do you go about it? 
 
  

   
Evangelium vitae 
Introduction 
 
'THE GOSPEL OF LIFE is at the heart of Jesus' message.  Lovingly received day after day by the 
Church, it is to be preached with dauntless fidelity as "good news" to the people of every age 
and culture. 
 
At the dawn of salvation, it is the Birth of a Child which is proclaimed as joyful news: "I bring 
you good news of a great joy which will come to all the people; for to you is born this day in 
the city of David a Saviour, who is. Christ the Lord" (Lk 2:10-11). The source of this "great joy" 
is the Birth of the Saviour; but Christmas also reveals the full meaning of every human birth, 
and the joy which accompanies the Birth of the Messiah is thus seen to be the foundation and 
fulfilment of joy at every child born into the world (cf. Jn 16:21). 
 
When he presents the heart of his redemptive mission, Jesus says: "I came that they may have 
life, and have it abundantly" (Jn 10:10). In truth, he is referring to that "new" and "eternal" life 
which consists in communion with the Father, to which every person is freely called in the Son 
by the power of the Sanctifying Spirit. It is precisely in this "life" that all the aspects and stages 
of human life achieve their full significance.' 

 
 
That, then, is our text. 
 
Now, you want to make this text really your own. You want, not just to have read it in a vague 
way, but to have really come to grips with the argument, to understand the main points being 
made and know how it relates to your own life and to your own thinking. 
 
Two important points before we go on: 
 
1. What follows is a fairly time-consuming and very thorough way of studying. It is of great 
value, but you will not be able to study in this way all the time. In fact, it is not a suitable 
method of study for every text you meet. It is, however, an excellent method for studying 
those items which you know are vital for your study and require your full understanding. You 
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will probably decide to use some (but not all) elements of this method of study for most of 
what you read. 
 
2. A wise priest, when asked what method of prayer is best, replied, 'Pray as you can and not 
as you can't!' The same must be said for methods of study. Take from what follows whatever 
is of use to you, but do not force yourself to follow a system of studying and note-taking which 
is alien to your own way of working. 
 
Having made these two points, the following method of study is one which you may like to try. 
 
Write in the books! 
This is the first point to make - that you should be willing to write in your books (if they belong 
to you, of course). In fact, you should always approach your study books with a pencil in hand. 
Use a pencil rather than a pen - it is neater and you know that you are not damaging the book. 
It will help you towards an 'active' reading if you approach your books with a pencil in hand. It 
is especially important that you annotate your Coursebook which is provided for you with each 
module of the course; also, that you  annotate your copy of the Catechism and Vatican II, and 
any other key texts that you use. 

What to write? 

What, then, do you write? A useful book in this area is by Alec Fisher, The Logic of Real 
Arguments (Cambridge University Press). Some of the suggestions below are derived from his 
book. 
 
The most basic point is to grasp the argument and the main points of what is presented to 
you. Here are some ideas for what you can mark: 
 
1. Try to find the conclusion of a passage. Write a C next to this. This is a vital point in reading 
any piece of work - you are trying to discover what the main point of the passage is, what the 
argument is driving at. You may think that there are several conclusions, several main points. 
You may want to indicate these by C1, C2 and so on. 
 
Pause here and look at the passage from Evangelium vitae. It is not an easy passage to analyse 
because it is so densely packed with ideas. Read through and try to identify the main 
conclusion, or conclusions of the passage, and mark them with a C (or C1, etc). 
 
 
How did you do? 
 
There are several ways to spot conclusions in a piece of writing: 
 
- often they appear at the beginning of the text, to introduce it, or at end of the text; 
- they may be points which are clearly emphasised, or to which an author repeatedly returns; 
the conclusion may be indicated by words such as 'important' or 'fundamental'; 
- they may be indicated by headings in the text; 
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2. The next thing is to identify the reasons which are given for the conclusion(s).  To help you in 
this task, look for what we could call 'reason' words - words such as 'because', 'since', 
'therefore' - which indicate that a process of reasoning is taking place. Write the letter R by 
reasons that you find, or R1, R2 etc. 
 
Pause here and look at the passage from Evangelium vitae. Read through and try to identify 
the main reasons given for the conclusion you have identified, and mark them with R (or R1, 
etc). 
Now you are in a position to take a written note: write at the top of the page the reference to 
the work you are taking the note from - write 'EV 1', for Evangelium Vitae paragraph 1. Now 
write the conclusion on the page, with the reasons above it and arrows pointing to the 
conclusion. You now have the structure of the passage.  
 
 
This is what you may  have. (You may not have exactly the same - that does not matter.) 
 
 R1    R2    R3 
The birth of Jesus   The birth of Jesus  The theme of                                  is 
joyful news  + reveals the meaning of   the fullness of  life is at the 
    every human birth   heart of Jesus' preaching  
           
      
 
 C 
 The Gospel of life is at the heart of Jesus' message. 
 
 
Notice that we have joined R1 and R2 together with a '+' sign. This means that there are two 
parts of the argument which support the conclusion which must be taken together, as parts of 
a single reason. R3 on the other hand stands alone as a separate supporting reason. 
 
 
 
3. Now that you have the basic structure of the argument in this passage, go on to look for 
other links and parallels. Ring these parallels and draw arrows connecting them. Note any 
relationships between points in closely related paragraphs, or within same paragraph - ring 
them and link them up. For example, you may wish to note that in the second and third 
paragraphs 'Full significance' parallels 'full meaning' and 'every human birth' parallels 'every 
person'. 
 
4. Ask yourself: do I understand all the words and terms being used? Are there any you want to 
look up in a dictionary (a theological dictionary or encyclopedia is particularly helpful). One 
useful idea is to start your own glossary of terms. Keep a separate notebook for this purpose. 
 
5. Ask questions of the text and see whether you can answer them. For example, 'Why does 
the birth of Christ reveal the full meaning of every human birth?' What does 'stages' in the last 
line mean? 
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6. Now ask yourself: what are my reactions to this text?  What  do you think of the reasons 
given for the conclusion: are they good reasons? Look at the evidence or authority given for 
them (in the case of the EV passage above, notice, for example, that there are three scripture 
references supporting the reasons given). At every point, strive for understanding. 

How to take notes for your assignments 

 
Essay writing will be relatively easy if your note-taking has been good. 
 
Good note-taking is also the way to avoid plagiarism. Plagiarism is the failure to acknowledge 
the work of other authors, either published or unpublished, presenting such work as though it 
were your own, that is, presenting it without quotation marks or a reference. Where, after due 
investigation under the authority of the Academic Board, a candidate is found to have 
plagiarised, the Board of Examiners will fail the candidate in the relevant examination or 
assignment.  
 
It is quite acceptable in essays to quote passages from the course notes and from other books 
you have read, always placing the passages or words in quotation marks and making due 
acknowledgement and reference to the author and printed source. Or you can include in your 
essay a summary in your own words, or a paraphrase of the sense of a passage that you have 
noted in your reading, taking care that it is a genuine paraphrase and that one is not just 
replacing or rearranging a few  words. 
 
You may find that you will help yourself to avoid the danger of plagiarism if you make it your 
general practice when taking notes from books, to place quotation marks around text which 
comes directly from the book, even as you record it (citing the source according to our 
conventions) OR rephrasing the ideas in summary form in your own words. A good strategy is 
to (a) read over what you want to paraphrase carefully several times (b) cover up the text so 
you cannot see any of it (c) write out the idea in your own words without looking at the text. If 
you do this, you should always check your paraphrase against the original to be sure you (I) 
have not accidentally used the same phrases or words (ii) have represented the information 
accurately. Whatever you do, avoid trying to write your essays with the books open in front of 
you (see Appendix One for a more detailed examination of acceptable and unacceptable 
paraphrasing). 
 
Some sorts of information you do not need to support with references, for example, 
common knowledge. This is facts which can be found in numerous places and which are 
likely to be known by a lot of people, for example: Bertrand Russell was a philosopher.  
 
However, you must document (a) facts not generally known (b) ideas that interpret facts. 
For example: 
 
During this period, Russell’s ontology had Platonic overtones. His reification of universals 
was the strange offspring of a naïve philosophy of language and an empiricist epistemology 
(Yates, 2007, p.112) 
 
We can look at plagiarism in more detail in the section “Plagiarism and Copyright. 
 



Page 6 

 

 
Where? 
The first thing to decide upon here is on what to keep your notes. A computer file is the 
obvious modern way, and has the advantage of allowing easy searching. Some peole prefer a 
hard copy. In this case the best approach is probably to keep a Card Index. 
 
The Card Index has several advantages over notebooks. One of the advantages of using cards 
(either 5"x3", 6"x4" or even the larger 8"x5") is that you can insert notes taken later and can 
re-sort them into different orders. Also, when it comes to writing your essay you can lay out on 
a table in front of you all the cards dealing with a particular subject. 
 
What? 
What should you write in your file or on the cards? 
 
1. First of all, details of where the note is taken from. You need to write the author and title of 
the book or article, together with the publisher and date details and the page or chapter 
number (or paragraph number for Church documents - this is a better way of referencing than 
page numbers). 
 
2. Quotations. You may think that a book has expressed an important point which you want to 
be able to quote in your essay. 
 
How much should you quote from other sources? The general rule would be 
(i) keep quotations short; as a rule no more than a few lines except in unusual circumstances 
(ii) wherever possible, summarise the line of argument and support with a reference rather 
than give a direct quotation. 
 
3. Give a summary of a passage in your own words. Where an important point is being made, 
re-write it in your own words in summary form, putting the reference to the place you got this 
idea from after your summary. 
 
Earlier we looked at identifying conclusions and reasons in a passage - it may be that this is 
what you want to write on your note. 
 
4. Write your own thoughts and ideas about a subject. When you come back to the cards to 
write your essay you will know that the thoughts are your own rather than taken directly from 
a book because there will be no reference after them. Or you may use a different colour to 
represent your own views, as opposed to the views of the authors you have been reading. 
 
 
Knowing what to look for 
 
To take notes effectively, of course, you have to know what it is you are looking for. Otherwise 
you will be taking notes on every passage and line you read, whereas not every page or 
chapter will be equally relevant. 
 
What you need, then, is a first thought list of things to look for.  How do you do this? 
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Sit down with your assignment question in front of you and a large sheet of paper. Let's 
imagine that the question is a very simple one: 
 
'What are the main things which a child needs to know before he or she receives the Sacrament 
of Reconciliation?' 
 
You need to write down all the thoughts you have about this question before you begin to 
open a book or take notes. Just write down the thoughts as single words or phrases, or 
questions you have. Pause and do this now before going on. Spend about five minutes on it. 
 
 
How have you done? You might have ideas such as: Sin, Forgiveness, Jesus' teaching, the 
Prodigal Son. Also, questions like ‘Why do you have to confess to a priest?’ or ‘Is the 
Sacrament of Reconciliation the same as Confession?’ ‘Why is it called by this name?’ ‘What 
are the effects of the Sacrament?’ 
 
This is a very important exercise because: 
 
1. It means that you have ideas about what you are looking for in your reading. It gives your 
reading purpose. You want to find out about the topics you have listed and you want to seek 
answers to your questions. 
 
2. It gives you a list of categories under which you can group your notes. You know that you 
want to collect some notes on what sin is, for example. At the top of cards dealing with this 
subject, pencil in the word 'sin'. You will probably collect a number of cards with this same 
title. File them in your card index under 'S' for 'Sin', and keep a list of the different topics at the 
beginning of the Card Index so that you can quickly see what you've taken notes on. 
 
Important! 
Keep this sheet of first thoughts and re-write it periodically as new ideas come. You will also be 
able to gradually try to arrange it and put some order into the ideas. Eventually, it will be your 
essay-plan. 
 
 
You are now ready to begin. You have a plan, which began as your list of first thoughts and has 
developed into a fully-fledged essay plan; and you have a series of notes on cards. You will be 
able to write your assignment section by section, taking out the relevant cards and putting 
them in front of you as you work. 
 

How to write your assignment 

General points  

For the sake of attractive legibility and clarity, please adhere to the following rules: 

 Essays should be typed or word-processed rather than hand-written, if at all possible. 

 Include a word count at the end of your essay (easily achieved if using a computer). 

 Please type at 1½ spacing: this is more attractive than either single or double. 
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 A 12 point seriffed font (such as Times New Roman) is recommended for body text. 

 On the title page of the essay, include the title of the degree programme and of the 
module being studied; the number of the assignment and the year it comes in; the title 
of the assignment (and if appropriate which option you chose); your name; submission 
date. 

 

 Decide how you are going to use different typefaces, and stick to it (e.g. titles of books, 
etc. underlined, foreign words in italics, emphasis in bold.) 

 

 Quotations need to be clearly identifiable. Short ones can be in quotation marks within 
the main text of your paragraph. Longer ones are better made into a separate, indented 
paragraph with single spacing and no quotation marks. Make sure you do not (even 
inadvertently) pass off quotations as your own words. Even paraphrases and summaries 
should be acknowledged as such. 

 

 Please leave room in either the left or right hand margin for comments. 
 

 Pages should be numbered. 
 

 Assignments should be stapled or paper-clipped together in one corner. Please do not place 
them in folders, A4 plastic pockets, etc. Keep it simple! 

Timetabling Your Work 

1) Work backwards from the submission date 

2) Plan time for reading, reflection and writing 

3) Be honest about the amount of time you have 

 Holidays, visits etc 

4) Allow leeway: mishaps, underestimation of how long X will take, re-writes 

5) Stick to this timetable 

 Even if it means not doing something you had planned to do 

6) Keep the momentum going 

 Work every day. Little and often is better than bursts 

Features of a good assignment 

 
Here are some important tips for writing a good essay. You might like to think of it as a kind of 
check-list of points. 
 
First read the question VERY CAREFULLY! 
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Essay and Examination Key Words 

 
A question that asks: ‘Why?’ must be answered by ‘Because …’ Reasons must be given not 
just descriptions or quotations. 
 
Question that ask: ‘What?’ are rarely as simple as they sound.  They often indicate a certain 
dispute and you must therefore answer with reasons for each point you make. 
 
‘How’ questions must be answered by such phrases as: ‘in this way’, ‘by that means’, 
‘through ..’ 
 
If you are asked to: ‘Analyse’ or ‘critically analyse’, you need to ‘break-up’ the question 
into the key elements or terms.   
You may need to take what might seem to be one thing and break it into constitutent parts 
You may need to trace the sources of the idea; to look at the implications of the idea; the 
significance; to distinguish the elements of truth and falsity; to explain the relationship to 
other closely attached elements. 
 
If you are asked to make a ‘Synthesis’, you are being asked to put analysed parts together 
in a harmonious way, showing the relationships between the parts. 
 
If you are asked to give a ‘Rationale’, you need to say why something is the case, give the 
reasons for it, make the position understandable.  
 
If you are asked to ‘Evaluate’, you need to give the arguments for and against a position 
and  
weigh up the strengths and weaknesses; you need to identify the value or importance of an 
idea and your own reasoned conclusion is needed. 
 
If you are asked to Clarify/ explain/ bring out, this means that you are being asked to take 
something which is puzzling or complex and put order into it; to identify distinct parts and 
show how the parts fit together or follow from each other.  
 
If you are asked to ‘Discuss’, this is often connected to a quotation.  Decide whether you 
think the statement is true or false, raise key points, bring out implications and associated 
ideas and show their distinctions and connections.  
 
If you are asked, ‘To what extent’ or ‘how far’, you need to give both positive reasons and 
also explain lacks.  Your conclusion must sum up the ‘extent’ to which you can agree or 
disagree, accept or not accept the proposal.  
 
(i) Reading 
You should draw from at least half a dozen sources for the assignments. Note particularly any 
works that are stressed as important reading by the tutor or in the Coursebooks. 
 
(ii)  English 
Clarity and accuracy will be expected in use of English. Remember to watch spelling, 
punctuation and grammar. 
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(iii)  Answer the question directly 
Ask yourself continually, 'Is what I am writing helping to answer the question?' and also, 
'Would it be clear to a reader why I am including the material that I am?' One of the main 
points looked for in the assignments will always be the relevance of the material included, 
together with a clear line of argument. Be simple and direct in answering the question. Avoid 
interesting detours which take you off the point! 
 
(iv) Structure 
The structuring of your assignments is vital. The simple rule here is that the order in which you 
present points should facilitate the presentation of your argument. Always be as clear, simple 
and straightforward as possible. Don't leave the reader guessing where you're moving in your 
essay. 
 
(v) Introduction 
Your assignment should have an introduction. In this introduction you can do any of the 
following (i) very briefly outline the structure of your assignment and the main topics you will 
be dealing with; (ii) very briefly indicate what the main lines of argument will be; (iii) in a 
couple of sentences tell the reader what conclusion you will be arguing for; (iv) show an 
awareness of the scope of the field to be studied and of the scope of the assignment itself; (v) 
as an overture introduces and weaves together the main musical themes in an opera, you may 
like to introduce the key ideas, words and phrases which will be significant in your assignment, 
demonstrating your grasp of their inter-relationship. 
 
(vi) Progression of Paragraphs 
Make sure that paragraphs are coherent wholes; do not make them too staccato, but 
equally be prepared to begin a new one when you introduce a new idea. Each paragraph 
should cover a single point or idea, the theme of which should be expressed in the opening 
sentence. If you find you are introducing a new idea, begin a new paragraph. Each paragraph 
must clearly follow from the one before, building on what has already been developed in your 
assignment and taking the argument further. You are aiming to provide a clear line of 
argument leading to a conclusion. 
 
(vii) Analysis 
Try to keep a balance between the presentation of information and its analysis. Remember to 
avoid unsupported generalisation. Your conclusions should flow from evidence, authoritative 
sources and argument so that the reader feels he or she has been led to a conclusion by 
evidence and logic that deserves respect. 
 
(viii) Conclusion 
Your assignment should have a conclusion. No new points should be introduced here. Rather, 
the conclusion serves to pull the main points of the assignment together and briefly restate 
the conclusion to the argument. 
 
(ix) Using quotations 
Be careful how you use quotations. They should not be a substitute for your own thought.  In 
general you should prefer to use short rather than long quotations. There are three main 
reasons why you might want to use a quotation: 
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 to sum up a point you have been explaining 

 to use as a launching pad for the analysis of an idea 

 to give authoritative support for a point you have made (this can often be as well achieved 
by the use of a reference instead) 

 
(x) References and bibliography 
 
There are many accepted forms of referencing and setting out bibliographies. The important 
thing is to use a system that is clear and consistent. For this course we ask you to use one 
based on the MLA system, see under the title ‘How to do referencing and a bibliography’. 
 
Please, however, remember the following: 
 
References should always be given where published work is cited or referred to. 
 
In the case of scriptural references: in the text give the abbreviated form of the scriptural 
book, together with chapter and verse, a colon separating chapter and verse. For example, (1 
Cor.1:25), (Jer.15:4), (Deut.30:14-17).  
 
With regard to references to documents of the magisterium: in the text give the abbreviated 
form of the document, together with a paragraph number. For example (GS 16), (LG 10). An 
explanation of the abbreviations should be included in the assignment.  
 
The list of abbreviations should be given in alphabetical order of the abbreviations. It is 
probably best to have the list of abbreviations at the beginning of the essay. You need not 
give abbreviations for the scriptural books since these are well-known. 
 
A bibliography should always be appended (see section on ‘How to do referencing and a 
bibliography’). 
 

How to do Referencing and a Bibliography 

For this course we ask you to follow the MLA referencing system, but you may use another 
reputable system, provided that you are able to do so correctly and consistently. 
This can seem a tedious subject, but it is a courtesy to your interested reader to let him 
follow up what you say easily, rather than frustrating and confusing him! For more details 
see 
 

HAFFNER, Paul. Style Manual for Essays and Theses. Leominster: Gracewing, 2010. 

 
Referencing 

The reference need only contain enough information for clarity and neatness. For example, 
if the full entry in the bibliography says: 

JARRETT, Bede, O.P. S.Antonino and Medieval Economics. St.Louis: Herder, 1924. 

then the footnote reference can say,  
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JARRETT. S.Antonino and Medieval Economics, p.25. 

However, it is often best to give the first footnote reference in full. A subsequent reference 
can have the title shortened unambiguously, for example 

JARRETT. Antonino, p.36. 

 

Bibliography 

Bibliographies should be structured according to the category of item:  

1. The Scriptures are always placed first  

2. then Conciliar and other Magisterial documents;  

3. then books, articles, websites, and so on. 

4. Books and articles should be listed in alphabetical order by author or if there is no 
author by title. 

5. Every item in your bibliography should normally be referred to at some point in your 
text. 

Books 

a) Begin each entry with the surname of the author/compiler/editor, printed in capital 
letters. e.g. KELLY. 

b) This should be followed by the first name(s), either in full, or in initials, e.g. J.H.D. If the 
full name is used, it ought to be in small letters, followed by a full-stop. 

c). Then comes the title itself, always underlined or italicised. e.g. Early Christian Doctrines, 
followed by a full-stop.  

Although The MLA Style Sheet still prefers underlining to italics, it allows either. Italics do 
seem to look far better in modern Word Processed text, both in References and in the 
Bibliography. Whichever you choose, be consistent and remember to apply it to titles in the 
references as well as in the bibliography. 

d). Next must come the place of publication. This is conventionally the most important 
secondary detail, even more important than the publisher. ‘The place should be followed by 
a colon. e.g. London: 

e) Then comes the name of the publisher, followed by a comma, e.g. Adam & Charles 
Black, 

f)   Finally comes the vital date of publication, followed by a full stop. e.g. 1977. Be careful 
if a book was originally published a long time before the edition or reprint you are using. If 
you omit the original date it can be very uninformative, and the reader may wonder how on 
earth someone in the past who refers to the original edition could have time-travelled to 
the date of your one! 

Put all together, this will appear as: 

KELLY, J.N.D. Early Christian Doctrines. 5th. revised edition. London: Adam &             Charles 
Black, 1977. 
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Note (1) that the second line has been indented by 0.6cm in order to allow the author’s 
surname to appear clearly, an invaluable feature in a long list of publications. To do this in 
MS Word select the ‘hanging’ option at Paragraph>Indentation>Special. 

Note (2) that any additional information which is helpful appears between the title and the 
place of publication. 

Note (3) that if the name of the publisher is not available, the place of publication and the 
date of publication, separated by a comma, are the vital pieces of information 
conventionally provided in parenthesis, e.g.  

KELLY, J.N.D.  Early Christian Doctrines  (London, 1977). 

Note (4) that if the book in question is a compilation, then the editorship is indicated in 
parenthesis after the surname and first  name/initials as (ed.) or (eds), e.g. 

BETTENSON, Henry (ed.). The Early Christian Fathers. Oxford: Oxford University Press, 1956. 

This can be very important to distinguish material written by an author, for example J. 
Dupuis, from material he has collected, such as documents of the Magisterium. 

Note (5) that if the book is part of a series, then this is indicated in parenthesis, with 
enclosed full stop after the title, e.g. 

O’COLLINS, Gerald. Interpreting Jesus. (Introducing Catholic Theology, Series                     
No.2.) London: Geoffrey Chapman, 1983. 

Documents of the Magisterium 

These can be tricky because they contain both Latin and English in their titles. 
 

POPE BL. JOHN PAUL II, Encyclical Letter Redemptor Hominis. 4 Mar 1979, From 
www.vatican.va. 

 

VATICAN II, Constitution Sacrosanctum Concilium on the Sacred Liturgy. 

 
Always indicate your source. If using Flannery, cite its details once and remember to 
designate Flannery as ed. He wasn’t the author! 
 

Periodical articles 

a) First comes the surname of the author, printed in capitals. e.g. NAVONE. 

b) Then comes the first name or initials, followed by a full-stop, e.g. John, 

c) Then comes the title of the article, between inverted commas, followed by a full-stop. 
e.g. “Four Gospels: Four Stages of Christian Maturation”. 

d) Afterwards comes the title of the periodical, either underlined or in italics, e.g. Review 
for Religious. 

e) Then comes the number of the volume, followed by the date in parenthesis, e.g. 39 
(1980) 

http://www.vatican.va/
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f) Finally come the page numbers, followed by a full-stop e. g. 558-567 

Put together, this would appear as: 

NAVONE, John. ‘Four Gospels: Four Stages of Christian Maturation’. Review for Religious 39 
(1980) 558-567. 

The neatest way to refer to a specific page in a footnote is as follows: 

Review for Religious 39 (1980) 558-567 at 560. 

 

Citing Internet Sources 

The Internet can be a rich source of different forms of information and is  beginning to be 
used  in  research which of course produces the problem of citation of sources. The file 
transfer protocol (FTP) is a programme to connect to a remote site and transfer files to your 
own site – but how do you identify such a file in your bibliography?  A superior way of 
setting up and finding information is the World Wide Web. How should you refer to a 
website? Those sharing an interest may link to a mail server, a piece of software which 
stores a mailing list of e-mail addresses of individuals.  Messages sent to the mail server can 
be copied to all the addresses on the list.  The Internet contains such lists, called discussion 
lists, on theology and education. Is there a clear way in which they may be cited? 

To help with these questions, here are citation guidelines, based on Ian Winship and Alison 
McNab. The student’s guide to the Internet, 2nd ed, Library Association, 1998 

E-Mail correspondence 

*  Author,  

*  Date (in round brackets). 

*  Subject  (underline or italics). 

* ‘e-mail to’ recipient’s name  (in square brackets), 

*  [online]. 

* ‘Available e-mail:’ recipient’s  e-mail address 

Example: 

Tutor, M , (12 April 1999).  Study Guide. 

[e-mail to A. Student], [online]. Available e-mail: maxi@global.com.au 

Discussion list message 

* Author, 

* Date (round brackets). 

* Subject. 

*  Discussion-list name (underline or italics) 

*  [online]. 
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* ‘Available e-mail:’ e-mail address 

Example:  

Johnson, John,  (12 April 1999)   Euthanasia.  CIN Ethics discussion list  [online]. Available e-
mail:cinethc@cin.org 

Complete discussion list 

* List name (underline or italic) 

* [online]. 

* ‘Available e-mail:’ e-mail address address 

Example:  

CIN Ethics discussion list  [online]. Available e-mail: cinethc@cin.org 

FTP 

* Author, 

* Date (that included with the source – round brackets). 

* Title (underline or italics) 

* [online]. 

* ‘Available FTP:’ address; directory; file; date accessed (square brackets) 

Example:  

King, M L,  (August 1963).  I have a dream  [online]. 

Available FTP: mrcnext.cso.uiuc.edu  Directory: gutenberg/freenet 

File: i-have-a-dream; [2 March 1999] 

World Wide Web  

Individual Works 

*Author/Editor, 

*Year (round brackets). 

*Title (underline or italics) 

*[online]. 

*Edition (in brackets). 

*Place of publication: 

*Publisher (if known) 

*’Available World Wide Web:’  

*URL ; 

“Date accessed” (square brackets) 

Example:  

John Paul II, Pope, 1999. Letter concerning pilgrimage to the places linked to the history of 
salvation  [online]. Rome: Holy See.  
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available World-Wide-Web:http://www.vatican.va/holy_father/john_p../ 

en_hf_jp-ii_let_30061999_pilgrimage_en.htm [17 July 1999] 

Notes: 

The publisher is either the publisher in the traditional sense or the organisation which is 
responsible for the information on the internet.   

The date accessed is given because of the possibility in this medium of changes being made 
at any time.  

Remember, if you want to split a URL at the end of a line , only do so following  a / 

Plagiarism and Copyright 

 ‘To plagiarize is to give the impression that you have written or thought something that 
you have in fact borrowed from someone else, and to do so is considered a violation of the 
professional responsibility to acknowledge “academic debts”’ (MLA Style Manual, quoting 
“Statement on Professional Ethics,” Policy Documents and Reports, 1984 ed., Washington: 
AAUP, 1984, 134). The MLA Style Manual explains that plagiarism includes: 
 

 presenting someone else’s sentences more or less verbatim as if they were one’s own, 
that is, without quotation marks or a reference 

 making unacknowledged use of someone else’s apt phrase 

 paraphrasing someone else’s argument as if it were one’s own 

 introducing another’s line of thinking as one’s own development of an idea 

 failing to cite the source for a borrowed theme or approach.  
 
The Manual also points out that the best scholars generously acknowledge their debts to 
others, so contributing to the historiography of their subjects and helping newer scholars 
understand the process of research and discovery. 
 
Make sure every quotation can be seen to be a quotation by the use of quotation marks at 
the beginning and end of the quotation, and is properly referenced. Remember, as well, 
that Coursebooks published by Maryvale should be treated in this way.  
 
When making a point or presenting an argument that is not your original work, make it 
clear that you are relying on some other scholar. You can say, “Wisniewska makes the 
following point: … ” and, after making it, give a reference to the work(s) in which she makes 
that point. Or, if it makes your text flow more smoothly, you can make the point and then 
insert a footnote that reads: “This point was originally made by Wisniewska in … ”  
 
If you have gleaned some idea from an unpublished lecture, you should make reference to 
that, giving the time, place and title of the lecture. If you learned something in a private 
conversation, you can insert a footnote: “I am indebted to Zdaniewicz for this point.” It will 
not reduce your stature in the eyes of those assessing your work for you to acknowledge 
when an idea is not an original idea of your own. On the contrary, it will make it clearer that 
you are a competent academic, one who is always on the look-out for helpful ideas, who is 
eager to browse the literature, who engages in serious conversation with others in the 
academic community, and who is able to draw the fruits of all this together into a piece of 
writing that develops its own points or perspectives. 
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So, to summarise, to avoid plagiarism you must give credit whenever you use: 
 

 another person's idea, opinion, or theory;  

 any facts, statistics, graphs, drawings--any pieces of information--that are not 
common knowledge;  

 quotations of another person's actual spoken or written words; or  

 paraphrase of another person's spoken or written words.’ (Writing Tutorial Services, 
Indiana University, Bloomington, INDIANA, USA: 
http://www.indiana.edu/~wts/wts/plagiarism.html)  

 

With regard to students writing dissertations, since these will be available in a library, you 
need to respect copyright. This means that you must not quote other authors’ words 
beyond the bounds of “fair use” without permission (usually, in fact, to be obtained from 
their publishers). You are unlikely to need to seek such permission, since the convention is 
that quotations of less than 400 words from substantial prose works constitute “fair use”, 
and a quotation that long is very likely to be a waste of valuable words. However, if you are 
quoting the larger part of a relatively short literary unit such as a hymn or poem, you do 
need to obtain copyright, assuming that the copyright has not expired - if in doubt as to 
whether it has, consult the Librarian at Maryvale. Illustrations and diagrams may also be 
copyright.  
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How to Prepare for Exams 

Revision Tips 

1. Insight 
Lonergan’s cognitional structure is useful here: 
 Be attentive 
 Be intelligent 
 Be reasonable 
 Be responsible 

The first two steps involve a process of being attentive to the material in order to recognise 
the themes, connections and patterns in the way the material is organised. The result of 
this process is INSIGHT – it’s the moment when you say, ‘Oh, I see!’  

The third step ‘be reasonable’ is the process of checking that your insight is in fact accurate 
and valid and that you have intelligently chosen the key areas to revise and to prepare.  In 
other words know the reasons for why you have made your particular choices.  

The fourth step is the way that you use in the exam what you have learnt from the process. 
 
2. Foundational truths 
Remember the foundational truths and make links with them – e.g. Trinity, Christ, Paschal 
Mystery, Church, Salvation and the dignity of man will always have a bearing because of 
the unity of God’s plan and the organic inter-relatedness of every aspect of Christian faith.  
 
3. Relationships  
At HE level it is important to understand relationships between truths, especially 
implications of truths in one area across the four dimensions of the Christian life.    

 
4. Mindmapping 
Much research has been done on this form of revision and how information in diagramatic 
form uses more parts of the brain for grasping the contents and increases insight and 
knowledge retention.   There are many forms of ‘maps’ that one can draw to help link and 
order information.  See the diagrams below.     

THE TRINITY 
GOD THE FATHER 

 
THE INCARNATIONAL PRINCIPLE 

 
 
 

JESUS CHRIST                                   THE HOLY SPIRIT 
(Primordial Sacrament)                     (The power of ) 

 
 

THE SACRAMENTAL ECONOMY 
 
 
 

     PASCHAL MYSTERY  & CHURCH  
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This is a useful mindmap because it gives foundational truths and relationships of the whole 
plan of God, revelation, salvation and the Church.   
 
The four elements in bold cannot be separated. When you mention one it is good to 
remember the others for a comprehensive overview of the Catholic Faith. 
 
The two elements linked by the vertical line are foundational in God’s relationship with the 
Church and the world today and could be relevant to any such question.  
 
A more common map would be one of simple branch lines.  Chapter by chapter can be 
taken from the contents page of a module and the sub-headings laid out along the branch. 
 
 
 

 
 
 

 
 

The Church 
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Exams Tips 

 
Reading the Question 
 

 Read through the whole paper slowly 

 Make sure you understand the question, each part of it (if it is in parts), and what the 
question requires of you 

 Begin to make rough notes 

 Make a plan of the main points you will include for the question and/or each part. 

 Keep an eye on the time!  If you have 30 minutes to answer one question, do not spend 
20 minutes planning your answer. 

 
Answering the Question 
 

 Above all, make sure you READ the question carefully  
  make sure you UNDERSTAND the question 

make sure you ANSWER the question, and re-answer it in the conclusion 
  

 In answering the question give NO IRRELEVANT INFORMATION 

 Every point made must REFER TO THE QUESTION 

 Always GIVE REASONS for your answers 
 

 Best practice if you haven’t finished what you want to say is to, either:  
- leave space to come back later if you have time 

  - finish in point form 
  - refer the reader back to your plan to see how you intend to  

  complete 
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APPENDIX: On Plagiarism 
 

Guidance on Recognising Unacceptable and Acceptable Paraphrases 

The author is indebted to the Writing Tutorial Services, Indiana University, Bloomington, 
INDIANA, USA for the key ideas explored below. 

Original text from Vatican II’s Dogmatic Constitution on Divine Revelation (Dei Verbum) 

Therefore, since everything asserted by the inspired authors or sacred writers must 
be held to be asserted by the Holy Spirit, it follows that the books of Scripture must 
be acknowledged as teaching solidly, faithfully and without error that truth which 
God wanted put into sacred writings for the sake of salvation. 

 

An UNACCEPTABLE paraphrase that is plagiarism 

We must believe that the books of Scripture teach without error that truth which 
God wanted put into writing because everything stated by the sacred authors must 
be believed to be stated by the Holy Spirit. 

What makes this passage plagiarism? 

Two reasons: 

‘the writer has only changed a few words and phrases, or changed the order of the 
original’s sentences.  

the writer has failed to cite a source for any of the ideas or facts.’ (Writing Tutorial Services, 
Indiana University, Bloomington, INDIANA, USA 
http://www.indiana.edu/~wts/wts/plagiarism.html)  

If you do either or both of these things, you are plagiarising. 

 
NOTE: This paragraph is also problematic because it fails to make explicit the key point of 
this text, which is that Scripture teaches without error that truth which God wanted to give 
us ‘for the sake of salvation’ i.e.: the Biblical truth which is without error is salvific, not 
necessarily historical, scientific or in any other way principally informational.   

 

An ACCEPTABLE paraphrase: 

The doctrine of Scriptural inerrancy follows logically from the doctrine of its 
inspiration: because we hold that all that the Biblical authors asserted was inspired 
by the Holy Spirit (who is divine) we must also hold that the Scriptural texts transmit 
unerroneously that which God wished to transmit in this manner: those truths 
needed for our salvation (Dei Verbum, 11) 

 Why is this passage acceptable? 

‘This is acceptable paraphrasing because the writer: 

accurately relays the information in the original using her own words.  
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lets her reader know the source of her information’ (Writing Tutorial Services, Indiana 
niversity, Bloomington, INDIANA, USA and can be found at 
http://www.indiana.edu/~wts/wts/plagiarism.html)   

 

Here’s an example of quotation and paraphrase used together, which is also ACCEPTABLE: 

The doctrine of Scriptural inerrancy follows logically from the doctrine of its 
inspiration: because we hold that everything asserted by the Scriptural authors 
‘must be held to be asserted by the Holy Spirit’ we must also hold that the Scriptural 
texts transmit ‘without error that truth which God wanted put into sacred writings 
for the sake of salvation’ (Dei Verbum, 11) 

Why is this passage acceptable? 

‘This is acceptable paraphrasing because the writer: 

records the information in the original passage accurately.  

gives credit for the ideas in this passage.  

indicated which part is taken directly from her source by putting the passage in quotation 
marks and citing the page number.’ (Writing Tutorial Services, Indiana University, 
Bloomington, INDIANA, USA and can be found at 
http://www.indiana.edu/~wts/wts/plagiarism.html)  

 

Important Note:  

Even if the writer had used these phrases or sentences in her own paper without putting 
quotation marks around them, she would be PLAGIARISING.  

‘Using another person’s phrases or sentences without putting quotation marks around 
them is considered plagiarism EVEN IF THE WRITER CITES IN HER OWN TEXT THE SOURCE 
OF THE PHRASES OR SENTENCES SHE HAS QUOTED.’ (Writing Tutorial Services, Indiana 
University, Bloomington, INDIANA, USA and can be found at 
http://www.indiana.edu/~wts/wts/plagiarism.html) 

 
 

 

 


