[image: image1.jpg]St Mary’s
University College
Twickenham
London




[image: image15.png]



School of Theology, Philosophy and History:

FdA                     

Pastoral Ministry

Programme Handbook

2011-2012

[image: image2.png]



School of Theology, Philosophy and History

St Mary’s University College

Waldegrave Road, Strawberry Hill, Twickenham TW1 4SX

Switchboard 020 8240 4000  Fax 020 8240 4255

www.smuc.ac.uk

CONTENTS








                 


Page

1
Introduction and Welcome





  4
1.1 School of Theology, Philosophy and History Mission Statement
  5
1.2 The FdA Pastoral Ministry Programme Student Handbook

  6
1.3
The FdA Pastoral Ministry Programme: Background to a

  6
Collaborative Provision with Two Institutions

1.4
Programme Specification and Aims and Learning Outcomes of
  8
the FdA Pastoral Ministry Programme

1.4.1 Primary Aims of the Programme




  8

1.4.2 Desired Learning Outcomes of the Programme


  9

1.4.3 Teaching and Learning Strategies




11
2
The FdA Pastoral Ministry Programme



12
2.1
Pastoral Ministry Staff – Roles and Responsibilities 


12
2.2
Contacting Staff 







14
2.3
Learning Opportunities 






16
2.4
Programme Structure






18

2.4.1 General Information






18

2.4.2 Validated Programme Structure




18
2.5
Outline of Modules







19
2.6
Progression








24
2.7
Academic Year Structure and Calendar




25
3
Assessment & Submission of Coursework



31
3.1
Types of Assessments






31
3.2
Guidelines and Regulations for Submission of Coursework

32

3.2.1 Late Submission of Coursework




32

3.2.2 Extenuating Circumstances





32

3.2.3 Secure Handling of Coursework




32

3.2.4 Anonymous Marking for Coursework



33

3.2.5 Assessment of Coursework and Feedback


33
3.3
Presenting Work







34

3.3.1 Presentation of Written Coursework



34

3.3.2 Oral Presentations






35
3.4
Referencing








35
4
Knowing Right from Wrong at University: Guidelines for            36 Academic Conduct
4.1
Academic Conduct







36
4.2
Forms of Misconduct






37
4.3
Penalties for Plagiarism






39
5
Effective Learning and Study Skills




41
5.1
Aims









41
5.2
Organization








41
5.3
Learning Resources at St. Mary’s, EPS and St. John’s, Wonersh
42
5.4
Lectures and Seminars






43
5.5
Studying in Higher Education





44
5.6
Developing Study Skills






45
5.7
Lectures and Note Taking






46
5.8
Getting the Most out of Seminars





49
5.9
Group Work and Assessment





50
5.10
Effective Reading







51
5.11
Smart Reading Checklist






53
6
Resources








55
6.1
Making Full Use of the LRC Theology Resources


55
6.2
Periodicals








56
6.3
Internet Resources







57
6.4
Finding and Assessing Material from the Internet


57
6.5
Using Resources







58
7
Researching, Planning and Writing Essays



60
7.1
Different Types of Essays






60
7.2
Approaching the Essay






62
7.3
Writing the Essay







63
8
Referencing








66
8.1
The Harvard System in General





67
8.2
Harvard Referencing – Some Details




68
8.3
Bibliography








69
9
Improving Your Written Work





72
10
Assessment: How Is My Work Marked?



75
11
Quality Assurance







79
11.1
Student Programme Representatives




79
11.2
The Purpose and role of the Programme Board



79
11.3
Module Evaluation Questionnaires




81
11.4
National Student Survey






81
12
Developing Career Skills






82
13
Other Facilities at St. Mary’s University College


83
13.1
Catering Services







83
13.2
Counselling Service







83
13.3
Dyslexia, Disability and Additional Needs Support


84
13.4
Sports and Leisure







84
13.5
Students’ Union







84
14
Resources at St. John’s Seminary, Wonersh



85
15
Resources at EPS, Christian Education Centre, Tooting Bec
86
Appendix 1
Coursework Assessment Forms
Appendix 2
Assessment Grade Related Criteria
Appendix 3
Extenuating Circumstances for Late Submission of Work
Appendix 4
Progession from FdA Pastoral Ministry to BA (Hons) Theology
Appendix 5  Examples of Good Essays at Levels 1 and 2, with EPS Tutor’s Comments on their Merits
Appendix 6   Example of Good Log Book Reflections, with                    
 Comments on Writing Log Books by EPS Tutor
1. Introduction and Welcome
Welcome to the School of Theology, Philosophy and History at St. Mary's University College, Twickenham, the Permanent Diaconate Formation Programme (PDFP) at St. John’s Seminary Wonersh and the Education for Parish Service (EPS) at the Christian Education Centre, Tooting Bec.  We would particularly like to give you a very warm welcome to the Foundation Degree (FdA) in Pastoral Ministry.  You will soon get to recognise and know the tutors, the teaching section of this community of learning, and please bear with us as we struggle to remember everybody’s name.
The lecturers and staff of St. Mary's pledge to do our part and invite you to make a firm commitment to this stage of your education.  Obtaining a FdA degree is a considerable achievement and should be a target for you all. If you are prepared to work hard you are likely to achieve a good degree. We want you to maximise your potential in this programme, enjoy your time with us and balance your work with other priorities.

You should expect to find some of the work difficult; this is a sign that you are acquiring new knowledge, learning new skills and improving existing ones. However, sometimes you may feel as if you are completely lost. This is a normal stage in the learning process for many people, but can still be worrying, especially if no-one else admits to the struggles (which will probably also be going on for them). Sometimes events outside college, such as health, personal problems or, in some cases work obligations, can interfere with your ability to study. If you ever feel you are getting out of your depth, seek help sooner rather than later. We are a friendly and approachable team, so please tell us if you are having any difficulty as this can often make a difference.

We also understand that a new and different environment can be quite daunting; even changing from one level to the next can be stressful, so please don’t hesitate to contact your Programme leader or Module Tutor to see if they can help in any way. 

The members of the Pastoral Ministry team wish you happiness and success during your time with us, and look forward to getting to know you.
Paul Rowan, Acting Programme Director 

1.1 School of Theology, Philosophy and History Mission Statement

Education is an act of knowing, and a means of action for transforming the reality which is to be known (Paolo Friere)
 
We are committed

1. to sustain an environment in which students can flourish in their knowing and their being.

2. to undertake research that informs teaching and is in dialogue with local, national, and international communities.

3. to work towards a more just and inclusive world.

 

For the truth shall set you free (John 8:32)

1.2 The FdA Pastoral Ministry Programme Student Handbook
This booklet provides details of the modules available within the programme of study leading to the award of Foundation Degree in Arts (FdA) in Pastoral Ministry. The purpose of this handbook is to provide you with the nuts and bolts to build a successful and happy programme. It is an important document which must be referred to frequently throughout the year.  It would be wise to have it available during seminars, tutorials and lectures, especially when groups require clarification of regulations, course intentions, assessment details and criteria and when they are negotiating minor adjustments to published programmes. We hope that you will find it a useful reference document. 

This Programme Handbook can also be found on St. Mary’s University College Intranet, Saint Mary’s Online (SMO).  Some information details may change during the course of your study, and your copy can be updated from the Intranet.

The handbook is organised into sections, and each section is clearly indicated on the contents page. Use this to find the information you need. Naturally, not all the information you might want is contained here, but we have endeavoured to include as much useful information as possible, and we hope that it will answer many of the questions you may have. Of course, it won’t answer any questions if you never read any of it! It is very important that you read the sections on plagiarism and the submission of work before you complete any assessments. If there is anything you don’t understand about this, please ask your programme manager.

The Pastoral Ministry team are well aware of the extra-curricular demands made on part-time students.  However, we encourage you to make a commitment from the very beginning of the Programme to attend all sessions unless you have an unavoidable reason not to, and to keep up-to-date with your studies. It can be difficult if deadlines from different modules fall in the same week, but there is nothing stopping you from completing the work before the deadline, and spreading your workload.
1.3 The FdA Pastoral Ministry Programme: Background to a Collaborative Provision With Two Institutions
The FdA in Pastoral Ministry presently offered by St. Mary’s University College is a collaborative provision offered at two institutions off campus.

The ministry of permanent deacons in the Roman Catholic Church has become increasingly important in recent years in this country and many other parts of the world. In line with their abilities and partly as a result of a shortage of priests, permanent deacons are being expected to take on greater responsibilities and it is essential that they are adequately trained: their preaching and teaching ministry demands in particular a good theological education.
An existing formation programme has, since its inception, used the setting of St John’s Seminary, Wonersh for monthly formation days, although it is run independently of the seminary. It is administered by diaconate directors and formators appointed by the archbishops and bishops of the nine dioceses presently involved and accountable to them. The academic side of formation is organised by the Programme Director in consultation with the Dean of Studies, who is appointed by the Archbishop of Southwark. Lectures, seminars and other presentations take place at the formation days and the residential weekends; in addition to academic teaching, the students also gather for worship and at the residential weekends there is additional guidance given in the areas of human, pastoral and spiritual formation; local diocesan formation teams also provide additional support at a diocesan level. These settings remain in place during this foundation degree programme. The number of students in recent years has meant that other accommodation has had to be used for residential weekends.

The FdA in Pastoral Ministry was initially proposed to link the growing expertise of St Mary’s University College in the area of theological education and the needs of the local church with the expansion of the permanent diaconate and this formation community. Those selected for the permanent diaconate come from a wide range of backgrounds and work in varied professions, and a foundation degree offers the right level of flexibility for them. 

The increasing involvement of lay people in the pastoral ministry of the Church is one of the most noticeable and welcome aspects of the life of the Church in recent decades.  Especially since the Second Vatican Council, there has been a continual growth in understanding of the role and ministry of lay people within the Church.  Such lay ministries, whether formally instituted or simply recognised by the Church, flourish for the good of the whole community, nourishing it in the areas of evangelisation, catechesis, liturgy, education, charitable works and in many other ways.  This collaborative vision of the Church’s evangelising mission is necessitating the practical training of carefully chosen lay people for ministerial and leadership roles within parishes, using their gifts, skills and experience to facilitate the building up of the parish community.  Therefore, as well as its link to the formation of deacons, the College anticipates the degree will in future assist the formation of pastoral ministers in a variety of settings and denominations and will welcome applicants from other entrance streams.  The EPS, part of the response of the Archdiocese of Southwark to implement the collaborative vision, is one such stream, and is administered by its Director, appointed by the trustees of the EPS, and a team of staff.
The Church expects those who are working in lay pastoral ministry and those who are ordained deacons to have a good grounding in theology – in study of the scriptures, of the fundamental doctrines of the Christian faith, the development of Christian worship and sacramental life, the history of the Church and the principles of Catholic moral teaching. They are expected to have a specialist knowledge of the social doctrine of the Church and relate this knowledge to their places of work. They need to have a good enough philosophical grounding to be able to explain the faith adequately. The growing preaching ministry of deacons in a variety of settings demands that they are skilled in this field and that their preaching is grounded in their spiritual lives and also in their familiarity with the scriptures and theological teaching. They also need to be mature in their faith and show that they have integrated their reflections about the human person with the development of their own personalities. 

The Church has therefore increasingly acknowledged its responsibility to provide a high level of formation in these blossoming areas of ministry, and each of the nine dioceses in the PDFP and the stake holders in the EPS support and encourage the foundation degree.
It is recognised that some of those selected for formation in these areas of ministry have not had opportunities for tertiary study because of previous life choices, financial or work commitments, or may be returning to study after many years away from it. In the spirit of widening-participation policies supported by Government initiatives to attract non-traditional entry candidates into Higher Education, St. Mary’s have offered the initiative of this foundation degree

Finally, a foundation degree offers a good way into further study, such as an honours degree in theology or the MA and other degrees in specialist chaplaincy work offered by St Mary’s; it would also be a means of entry to courses in other universities and colleges.  Details about the honours degree in theology are included in the appendix to this document.
1.4 Programme Specification and Aims and Learning Outcomes of the FdA Pastoral Ministry Programme
Programme Specification:
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1.4.1
Primary Aims of the Programme
The aims of the Pastoral Ministry degree programme are informed by the College and School Mission Statement, the QAA Benchmarking Statement for Theology, and the SEEC level descriptors.  The School Mission Statement is to be found in 1.1 and the other documents are available on request  More specifically, the programme aims to:

· Provide academic, spiritual, human and pastoral formation for those who have been chosen to be on the PDFP in the nine dioceses of the Roman Catholic Church covered by the programme, and those who have been chosen to exercise other forms of pastoral ministry and are part of the EPS.
· To widen access to higher education by placing value on students’ previous experience both in terms of their existing contribution to the communities in which they live and their work and professional backgrounds.

· To provide a stimulating, intellectually sound and helpful environment in which students can develop their academic, moral, spiritual, creative and professional potential.

· To equip participants with transferable analytical and cognitive skills including autonomous learning to ally with their practical abilities and experience.
· To equip students with transferable skills, e.g. group dynamics – how to create an environment, facilitate a group, the use of language, listening skills and dealing with difficult situations.
· To encourage students to engage with fundamental questions concerning the aims and values of pastoral ministry and its relationship to society; particularly considering different cultures and multi-faith backgrounds that may be encountered.
· To enable students to assay more confidently the range of theological and philosophical disciplines which impinge on the exercise of pastoral ministry.

· To navigate progression routes, during and after the second year after the Foundation degree, for those wishing to pursue further studies e.g. BA in Theology and Religious Studies (See Appendix 6).
· To contain the essential features of the Foundation degree as outlined in Foundation degree: Qualification Benchmark (final draft) (QAA 2002) through engagement with the content and processes integral to the core and optional modules.

These principles are particularly apt for this programme, since participants will bring with them a wealth of practical experience both from within the life of the Church and from their work backgrounds. The opportunity to share and analyse questions of a practical nature will lead to an enriched understanding of specific roles alongside a better appreciation of diversity.

Through all the practical experiences that participants bring to the programme they will be able to develop knowledge and understanding applicable to other fields. Augmenting the ability to assess, critique, challenge or sustain values, assumptions and policies will prove highly useful transferable skills for all participants.

1.4.2
Desired Learning Outcomes of the Programme

The desired learning outcomes for this programme are based on the SEEC Level Descriptors and include requirements for the academic work undertaken as part of the study sessions and in order to identify the level of learning from experience in their place of work.  Not all modules will cover all of the desired learning outcomes for each level but there will be sufficient opportunity within the courses for participants to achieve each of the desired learning outcomes several times.
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1.4.3
Teaching and Learning Strategies

To achieve the aims and learning outcomes of the FdA in Pastoral Ministry, the teaching and learning strategies include:

· lectures and presentations by a lecturer

· written assignments related to most lectures on the programme

· practical workshops for the analysis and discussion of issues, documents and materials

· seminars, to generate group discussion, individual reflection and cross-fertilisation of ideas

· guided reading, to enable participants to engage in relevant and appropriate debate

· supported self-study using relevant materials to promote individual enquiry and development at a pace to suit the individual

· individual tutorials with a local tutor/mentor, to allow for more extended, in-depth analysis and support of self-study

· homiletic presentations in some topics

· use of IT for research, presentational and distance learning purposes.

· Short written tests under examination conditions at the end of each of the two years of the programme.

These strategies are combined within the planned programme for each cohort entry to form a coherent teaching and learning style.

2
The FdA Pastoral Ministry Programme

2.1
Pastoral Ministry Staff – Roles and Responsibilities 

The quality of experiences in any community of learning is the result of all its members, both students and tutors.  Your own level of participation and your attitude to learning is an important part of your academic and personal development and progress. A richness comes from personal effort and a willingness to make every experience an educationally positive one. Problems can usually be resolved through discussion and negotiation between the individuals in the community of learning. Make the most of the study opportunities provided for you by St. Mary’s, EPS and FDPM. Tutors will be delighted to help you in your endeavours. They expect you to take personal responsibility for the quality of your own education. They strive to give of their best.  Each has one or more areas of particular knowledge and expertise.  They aspire to share this with you but, more importantly, they will strive to develop your thinking, creativity and initiative, thereby enabling you to extend your existing knowledge beyond its current boundaries and to maximise your potential. It is your responsibility to maintain a working relationship with your Academic Tutor, Module Convenors, and Programme Director throughout the FdA programme.
Director

The Programme Director is Paul Rowan who is based at St Mary’s. He has the overall management responsibility for the FdA in Pastoral Ministry which is validated by St. Mary’s and is responsible for the evaluation and quality assurance of the programme. He can be approached for assistance on any matter.
It is important that the programme director, in consultation with the Director of the EPS and the Dean of Studies of the PDFP, agrees any Leave of Absence and must be approached regarding any extenuating circumstances leading to inability to meet assignment deadlines in a particular module. The College Registry at St Mary’s should receive any medical certificates and letters explaining absences. These will be considered in the event of your health status adversely affecting quality of academic performance. Please let the programme director know about any communication you make with the Registry.

It is also essential that the Programme Director is informed of any Additional Student Support that is required for reasons of health, personal circumstances, etc.  It is the student’s responsibility to make a disclosure to St. Mary’s with regard to such support, either through the Programme Director directly or through the EPS Director or PDFP Dean of Studies.  Please see the information on Dyslexia and Disability Support in Section 6, “Resources at St. Mary’s University College”.
Contact Details

Paul Rowan
Programme Director FdA Pastoral Ministry
School of Theology, Philosophy and History

St Mary's University College
Waldegrave Road
Strawberry Hill

Twickenham TW1 4SX

Direct Line: 020 8240 4079
Email: rowanp@smuc.ac.uk
 

Director of EPS and Dean of Studies of the PDFP

​​​​​​​​​​​​​​​​​​​​​​​​​​Dr. Anne Inman is the EPS Director and is based at the EPS, Christian Education Centre. Fr. Ashley Beck is the Dean of Studies of PDFP and is based at St. Edmund of Canterbury, Beckenham.  They are the first point of contact and have responsibility for the immediate concerns of the students in their respective cohorts, ensuring coherence by attending to the academic and administrative matters of your programme of studies. These may include issues relating to the timetable, assessment, programme guidelines, student representatives on Programme Boards and co-ordination of references.

Contact Details
Dr. Anne Inman



Fr. Ashley Beck
Education for Parish Service
St. Edmund of Canterbury RC Church
21 Tooting Bec Road


20 Village Way
London SW17 8BS



Beckenham BR3 3NP
Phone: 020 8767 4445


Phone: 020 8650 0970
Email anneinman@eps-uk.org.uk

E-mail: becka@smuc.ac.uk
Academic Tutors
St. Mary’s University College allocate an Academic Tutor to each student on the FdA in Pastoral Ministry.
The Academic Tutor for the EPS is Dr. Anne Inman.  For the PDFP the Aacdemic Tutor is Fr. Ashley Beck.  Each has expert knowledge about specific areas of your learning and will ensure regular communication of all essentials required for your course to run smoothly. They will be involved in assessment of some of the modules.
The role of the Academic Tutor is:

· to oversee your academic progress throughout your time on the foundation degree and to encourage you to reflect on your progress and make the most of the opportunities available to you;

· to be available as a point of contact for individual advice and support on your academic work;

· to act where necessary as a point of referral to the various support services within their institutions and within St. Mary’s if you are encountering personal difficulties;
· to provide a reference for a first appointment if requested.

It is important to meet with your Academic Tutor, by appointment, at least once each semester to discuss your welfare and general development.

Registers of attendance are kept for all modules.  Attendance is considered essential in all aspects of a module.  Absences may result in the need for students to retake modules.

N.B. It is important to inform your Academic Tutor immediately of any circumstances, financial, medical and domestic, etc., which are affecting your performance.
Module Convenors

Module Convenors have the responsibility for curriculum delivery. They produce the course handbooks, set the assessments and of course teach the modules. They should be your first port of call should you need a tutorial or assistance on a particular module.
Module Lecturers will give academic support and discuss your academic progress for their specific subject area. You will of course see your lecturers regularly during timetabled classes. Sometimes, you may wish to contact a lecturer outside normal class time so this will usually mean you will need to make an appointment with them. 
2.2
Contacting staff

You are more than welcome to contact any of the staff if you need help or advice with your studies, or simply want to discuss something with them.

How to contact staff

E-mail is an excellent way to contact staff and other students. You can say what you want to say at a time convenient to you, and the other person can respond at a time convenient to them. It is essential to get into the habit of checking and using your college e-mail regularly.
You can phone the member of staff (see contacts table), although it is useful to bear in mind that it might not be convenient to have a long chat over the phone with you.
You can also go along to the person’s office, either with or without an appointment.  If you make an appointment, do your utmost to turn up for it, or cancel, as the lecturer could be spending the time with someone else and may not be free when you eventually show up. This also applies to tutorial sessions. Of course, on occasion something unexpected crops up, which is perfectly acceptable.  It may also be that something holds the lecturer up for an appointment. If this happens, and you can’t wait, leave a note to that effect, and you will be contacted as soon as possible by e-mail to re-schedule.

When to contact staff

Programme Director: there is a timetable outside the Programme Director’s office, F220, at St Mary’s, showing times of availability during the week.  Alternatively, use e-mail or phone to arrange a time.

Director EPS: the Director is available for appointments at the EPS on Tuesdays and Thursdays.  Alternatively, use e-mail or phone to arrange a time.
Dean of Studies PDFP: the Dean is available for appointments on formation days.  Alternatively, use e-mail or phone to arrange a time.
Individual members of staff will tell you at the beginning of each module when it is best to contact them via e-mail.
Information about where course information/news/events are posted

The Student Portal

This is the gateway to everything you need to know about your course.  All information about your programme, assignments, timetable, news and events is accessible on the college portal and on St. Mary’s Online (SMO), which is the college Virtual Learning Environment (VLE) accessed through the portal.  You will be informed about the portal and the VLE during your Induction Day.  The VLE is used as a means of communicating on a wider scale within the programme. This can be seen as an electronic discussion board. We may also use this as a teaching tool, putting PowerPoints, Word documents and other resources on Saint Mary’s Online (SMO), so becoming familiar with the VLE is important.  More is said below (2.3 Learning Opportunities) about the VLE.
Programme Offices/Noticeboards

St Mary’s University College

Information relating to the programme, including details of modules and timetables, can be found on the portal and on St. Mary’s website, http://www.smuc.ac.uk/foundation/pastoral-ministry/index.htm 
EPS
Information relating to the programme can be found on the portal, on St. Mary’s website, http://www.smuc.ac.uk/foundation/pastoral-ministry/index.htm and on the EPS web page, www.eps.btik.com.  Information will also be e-mailed to each student and posted on the student notice board (located in the student common room on the second floor of the EPS).
FDPM

Information relating to the programme can be found on the portal, on St. Mary’s website, http://www.smuc.ac.uk/foundation/pastoral-ministry/index.htm and is also communicated via student e-mail or via the PDFP web page, http://www.diaconate.org.uk/
2.3
Learning Opportunities

Reading for a degree at university is about more than learning information given by the lecturers and repeating it back parrot-fashion. You are expected to read around the subject independently, often based on your own searches for information, and to understand what you’re reading. You also need to go beyond passively reading and accepting what’s been written and evaluate the information. You have become responsible for your own learning, and this will be encouraged from the first day that you arrive. However, it takes time to develop the necessary skills to be an independent thinker, and we don’t expect you have these on arrival. Gradually over the two years on the foundation degree you will become more self-sufficient, and we will be matching this by giving you more and more responsibility for your learning. It’s important that you make the most of all the learning opportunities that are presented, because each semester and each year builds on the skills you developed previously. Below we outline some of the different types of sessions that you can expect to attend.

The Induction Programme

Induction is delivered at St. Mary’s on Saturday 16th October 2010, from 10am – 3pm.  Its purpose is to:

· Introduce college policies and facilities

· Introduce college resources, particularly the Learning Resource Centre, the college Virtual Learning Environment and the Student Portal

· Highlight the programme structure and its requirements

· Explain the role of the tutor and the tutorial process
· Meet with any individual issues or concerns
Attendance at the Induction Programme is very important.
Lectures
The function of the lecture is to provide a personal commentary on a particular theme and to provide direction for your reading. Remember that during the hour or so that lectures last only a relatively patchy coverage of any subject is possible. You must supplement lecture notes with independent reading. Do not rely solely on the lecture notes.

Seminars

These are group sessions of (usually) 10 - 25 students who, with a tutor, discuss particular themes, problems or ideas that may have arisen during lectures. Topics are usually identified in advance via module booklets so that students have time to read and prepare. Students are encouraged to be involved as much as possible.

Tutorials

This is a one-to-one contact with your tutor. It may involve consideration and analysis of an essay that has been marked and it is a key feature in the preparation of long pieces of work. It is here that academic dialogue takes place between you and a member of staff, so come forearmed with factual knowledge and ideas about the topic area.

Presentations

Presentations are included in modules and as a form of assessment to enable you to develop and refine your oral and/or written presentation skills. You will be required to stand up in front of your peers and staff and present selected information, ideally (but not necessarily) with the aid of a PowerPoint presentation.

Work based learning

This method of learning involves you working through a logbook facilitated by seminars with a tutor and/or your pastoral supervisor. Assessment usually comprises a number of worksheets and/or exercises related to the module. The workbook may be delivered as a hardcopy or via the VLE.
Independent Study

All modules incorporate an element of independent study and you are expected to take responsibility for your own learning that will necessitate good time management on your behalf.

Virtual Learning Environment (VLE) 

St Mary’s has a VLE, St Mary’s Online (SMO), providing each student with an individual portal which gives them

· access to all college learning resources and databases

· ability to order and renew books and other materials 

· access to schemes of work and course materials

· access to e-mail and message boards

· electronic contact with all subject tutors

This is also an electronic learning tool where various pieces of information can be posted by the lecturer, and then you can access the information either during seminars, or in your own time outside the sessions. You can also use SMO to communicate with other students if the lecturer sets up appropriate discussion groups for you. Some modules may make extensive use of the VLE, others will use it to add extra information. You may find that the amount you use of VLE changes across the two years as you become more independent.
More will be said about opportunities for learning in Section “4 Effective

Learning and Study Skills”.
2.4

Programme Structure
2.4.1 General Information
At St. Mary’s the academic year consists of two semesters of fifteen weeks each, and teaching extends over thirteen weeks in each semester.  For foundation degrees the academic year cannot always be so neatly circumscribed.  Please consult the calendar for the academic year for your course (2.4.2.1 for the PDFP and 2.4.2.2 for the EPS). 
The FdA in Pastoral Ministry will be taught according to the Modular Curriculum Academic Regulations of St Mary’s University College.

Each module is assigned a credit value, which gives an indication of the total hours of work involved in the module.  In the Foundation Degree Programme one credit represents approximately twelve hours of work.  The majority of modules are 20 credits, which signifies 240 hours of student work.  Each student must accumulate a total of 120 credits at each level.  In order to qualify for the degree, students will be required to accumulate 240 credits, 120 at level 1 and 120 at level 2, with 6 modules in each year.  Modules will be taught concurrently in each academic year.
For the PDFP, each module requires attendance at the monthly formation day and the two residential weekends per academic year, together with monthly meetings with local mentors and use of the VLE.  Each module also requires work at home, in the college LRC and in the library of St. John’s Wonersh.  For the EPS, each module requires attendance at the weekly formation day, together with meetings with tutors, local mentors and use of the VLE.
Level 1 is the qualifying year.  All students will be required to complete all modules.  

Level 2 is the second year which will further develop students’ theological skills and students will be required to complete all modules. It will lead to a Foundation Degree in Pastoral Ministry.

2.4.2 Validated Programme Structure

Details of coursework and assessment are included in section 3.1.
FP101, 102, 103, 201, 202 and 203 are core mopdules and compulsory to both the EPS and PDFP.  All other modules are optional, and the modules chosen for the EPS and PDFP provisions reflect the decisions of the EPS Director and PDFP Dean of Studies, in consultation with the stakeholders.

2.5 Outline of Modules
Level 1
FP101 Foundations for the Study of Theology   

This introductory module aims to provide the basic tools for the academic study of theology, helping students to develop a confident language to describe the ‘things of God’ over the period of study. The module will also introduce the notion of theology as reflection on praxis. It will concentrate on understanding of the concept of revelation, as outlined in Vatican II’s constitution Dei Verbum.  The module will also introduce students to basic learning resources and skills – both how to access information and how to present material to others (including giving presentations on the programme).

FP102 Foundations for the Study of Scripture   

Drawing on the study of Dei Verbum in PM 101 this module will introduce students to the study of scripture, using also the 1993 document on scriptural study from the Pontifical Biblical Commission and the Bishops’ Conference 2005 text The Gift of Scripture. It will also provide training in the use of resources such as biblical commentaries and explore various ways of using the scriptures in parish contexts, such as Bible study groups or group use of lectio divina. There will be a general overview of the Old and New Testaments and the different issues raised in exegetical study, with specific examples.

FP103 Foundations of the Sacraments and Liturgy     


This module will provide an introduction to our understanding of the ‘sacramental economy’ and liturgical theology. As a ‘way in’ to consideration of specific sacraments it will cover infant baptism and confirmation, both from an academic-liturgical angle and in terms of pastoral practice. Similarly, this module will also look at the theory and practice of the sacrament in terms of the Church’s ministry to young people. The module will also study Sacrosanctum Concilium and look broadly at the liturgical renewal ushered in by Vatican II. The module will include lectures on that topic, on infant baptism, the sacramental economy and liturgical theology. Also covered in this module will be the Liturgy of the Hours – an historical and theological overview.

FP104 Foundations of Philosophy and Moral Theology    

Many of the specific topics covered in the programme draw on philosophical concepts: this module aims to introduce students to philosophical method by looking at the key area of the human person. Pastoral ministry is about service of fellow human beings, so it is important that students have a thorough understanding of human nature – concepts such as ‘soul’, ‘body’ and ‘personality’. The module includes exploration of the concept of the human person, developed through classical philosophical thinkers and strong in current theological developments. Practical work linked to the themes of this module should include the development of listening and group work skills, awareness of the importance of collaborative ministry and familiarity with the Churches’ child protection procedures. It will also explore the concept of ‘natural law’ as the Church understands it, and ways in which it has been challenged, as an introduction to the study of moral theology – this will also cross-reference to study of the human person. It will also look at the application of natural law theory to specific moral issues, especially those relating to sexuality, marriage and procreation. The Church sees social doctrine as a branch of moral theology with which ministers should be particularly conversant, so this will lead into consideration of the basic concepts of social doctrine outlined in part 1 of the Compendium of the Social Doctrine of the Church. The students will be encouraged to relate the issues covered to practical experience in parishes.

           FP105 The Diaconate in the Context of the Threefold Ministry 

This module will outline the aims of the formation programme, looking forward also to formation after ordination, linking the four areas of doctrinal, spiritual, pastoral and human formation. It will also include an introduction to current theological thinking about the diaconate and cover the sacrament of Holy Order and the ministry of bishops and priests, and linked to this the place of the Church’s Magisterium and the ministry of the Bishop of Rome. 

           FP106   Foundations in Religious Studies

A key aspect of pastoral ministry is the ability to understand other faiths and engage in dialogue with their adherents: this reflects the character of the nine dioceses served by our programme. This module will include work on the Catholic Church’s commitment to interfaith relations in the light of the Council teaching document Nostra Aetate and again practical work will be done on what this means in practice, including practical work on the beliefs of other major world faiths and visits to their places of worship.

            FP107  Catechesis & RCIA

Drawing on a close study of The General Directory for Catechesis and The Rite of Christian Initiation of Adults this module will introduce students to the study of catechesis in a Catholic parish context. It will also provide formation in a variety of methods for catechesis such as group reflection on themes and Lectionary based catechesis. The module will look at some examples of how catechesis is offered in a variety of settings and include an overview of the concept of whole community catechesis. 
              FP108 Parish in Context

The module begins with an overview of the development of the parish structure in terms of history, culture and theological understanding. Following on from this contemporary parish issues are examined: Lay and ordained ministry, Collaborative decision making and the role of the Pastoral Council, Safeguarding issues and Canon Law and The promotion of ongoing parish renewal.
              FP109 Evangelisation & Mission
The module begins with an overview of the nature and purpose of evangelisation in the Roman Catholic Tradition. Issues of content and method are examined, as well as a critique of current resources for developing a consciousness of the need for evangelisation and mission in a parish setting.

Level 2: 

FP201 The Trinity and the Person of Jesus Christ        

This module will follow on from the work done in PM 101 on revelation by looking at the doctrine of the Trinity, and then concentrate on the principal themes of Christology, including the topics of the Incarnation and Atonement. Students will be expected to be familiar with the history of the development of the doctrines in the patristic and medieval period and with ways in which thinking about the person of Christ has developed in modern times. The module will also look at ways in which we communicate the person of Christ to those around us and look at school teaching and catechetical initiatives, in relation to confirmation and other sacramental programmes in parishes.

     FP202  Christian Spirituality     

This module will provide a basic introduction to the main themes and developments of the Christian spiritual tradition. This will include an overview of the history of spirituality, the traditions associated with specific writers and religious orders, different methods of prayer and the practice and importance of spiritual direction. The work will be placed in the context of the student’s ongoing relationship with spiritual direction.

FP203 Ecclesiology, Church History and Canon Law     

This module will look first at the Church’s doctrine of the Holy Spirit – at how this has developed and at the contemporary Charismatic movement. Linked to this there will also be study of the notion of the Church as the Body of Christ and at developments in this thinking, and the teaching of the Catholic Church about ecumenism. There will also be, in the spirit of Lumen Gentium, detailed appraisal of the position of Mary in the life of the Church. There will also be in this module an introduction to the Canon Law of the Church, as ‘applied ecclesiology’, including the deacon/minister’s place in the code and the general overview of the law of marriage and a deacon’s possible role as an auditor, administrator or judge. This module will also give a general overview of Church History and the importance of ecumenical developments in the past forty years since Vatican II.

FP204 Moral theology and the Common Good      

Building on the work done in level 1 this module will look in detail at the idea of conscience and at ways of making moral judgement, including practical ‘moral case’ studies This will also draw on work done earlier on the human person, on traditional understandings of conscience and the teaching of Gaudium et Spes. In social doctrine the module will look in detail at papal social encyclicals from Rerum Novarum and the development of the Church’s thinking over this period. Students will also be expected to explore how both the concept of conscience and the themes of social doctrine can be explored in parish settings – at basic ways of helping people make moral choices. This module will also look at the concept of social or ‘structural’ sin as developed by John Paul II and the topical relevance of this, and will also look specifically at the deacon’s ministry of charity in relation to social doctrine.

FP205   Scripture II         

This will cover specific work on the Synoptic gospels and the Johannine and Pauline writings in the New Testament, together with the Acts of the Apostles.

FP206 Liturgy and the Catechumenate    

This module will focus initially on our understanding of the Eucharist, both in terms of the theology of the real presence and the sacrifice of Mass, and the nature of the liturgy of the Mass. It will include study of the development of Eucharistic doctrine and a basic picture of the ways in which the Mass has developed in east and west. The module will also cover the liturgical climax of Christian life, the celebration of the Paschal mystery, encompassing the Easter Vigil and other ceremonies of the Easter Triduum, and also adult initiation and the RCIA process. Practical work will be covered on different models of adult catechesis. 

        FP207  Faith, Justice and the Common Good
This module begins with an overview of the development of Catholic Social Teaching, its roots in scripture and tradition, and continues by looking at the factors which have influenced the themes addressed and interpretations given in different historical and geographical contexts. 

        FP208 Sacraments in Practice
The module examines key resources for preparing sacramental celebrations in the parish. It provides a framework for the student to reflect on their own practice of sacramental preparation and seeks to affirm and strengthen good pastoral practice

         FP209 Marriage and Family Life
The modules begins by covering the Old and New Testament developments in the theological understanding of marriage. It then explores Christian marriage from the 2nd Century to Vatican II, what Vatican II teaches about Christian Marriage. It also covers canonical considerations such as: indissolubility, canonical form, mixed marriage, Pauline and Petrine privilege, annulment. Pastoral Care of marriage, and the care of divorced and remarried people.

2.6 Progression

The degree course is designed so that students complete six modules in each level and academic year (see table below). To facilitate students from different educational backgrounds, the Foundation Degree is flexible in allowing students to complete their studies as quickly as is appropriate for their circumstances. PM101 addresses fundamental study skills and includes appropriate diagnostic assessment. Module convenors actively monitor the progress of students and college tutorial support is available for all those embarking on the degree.

Progression at level 1 and level 2 is outlined in the table below

	Successful Completion of Level 1
	Cert HE
	· Basic understanding of theological formation for pastoral ministry

	Successful 

Completion of Level 2


	Award of FD in Pastoral ministry

HEFCE funded


	· Deeper understanding of theological formation for pastoral ministry




Progression after the Foundation Degree and the following year

As explained more fully in Appendix 4, those studying after the degree award can progress from the Foundation Degree to a Bachelor’s Degree in Theology. On successful completion of the B.A. (Hons.), the School offers the possibility of eventual progression to postgraduate studies in closely related areas such as Pastoral Theology. 

2.7 Academic Year Structure and Calendar
EPS

	 SMUC Semester 1  

w/c 12th September 2011– w/e 6th January 2012

	14th September 2011
	Exam Board, St. Mary’s University College, 11am

	22nd  September


	EPS Student Orientation Day

	29th September
	Teaching begins, FP101 and FP202

	15th October


	Student Induction Day, St. Mary’s University College

	27th   October
	Reading Day

	3rd November
	Reading Day

	10th November 
	Teaching begins, FP102 and FP201

	8th December
	Reading Day

	15th December


	Reading Day, Advent Mass

	16th December – 11th January

	Christmas holidays

	SMUC Semester  2

w/c 16th Jan 2011 – w/e 11th May 2011

	12th January 2012

	Teaching begins, FP103 and FP203

	9th February


	Tutors’ Day

1st semester Programme Board at 1pm

	16th February

	Reading Day

	23rd February
	Reading Day

	1st March

	Teaching begins, FP107 and FP209

	12th April

	Reading Day

	19th April
	Reading Day

	26th April
	Teaching begins, FP108 and FP 208

	24th May
	Reading Day
Conference Day

	31st May
	Reading Day

	7th June
	Teaching begins, FP207

	4th June
	Teaching begins, FP109

	28th June
	2nd Semester Programme Board at 3:45pm

	5th July
	Teaching ends, FP109 and FP207

Leavers’ Service, 3pm


Level 1

	Code
	Module
	Module Convener and Contact
	Class Dates
	Written Assessment Submission Date
	Feedback by

	FP101
	Foundations for the Study of Theology
	Anne Inman &

Rebekah O’Keefe

anneinman@eps-uk.org.uk
rebekah.ok@blueyonder.co.uk

	29 Sept 11 

 6 Oct 11
13 Oct 11
20 Oct 11
	10 Nov 11
	1 Dec 11

	FP102
	Foundations for the Study of Scripture
	John Deehan

eastcote@rcdow.org.uk

	10 Nov 11 

17 Nov 11
24 Nov 11
1 Dec 11
	12 Jan 12
	2 Feb 12

	FP103
	Foundations of the Sacraments and Liturgy
	Kate Stogdon &

Rebekah O’Keeffe

katestogdon@btinternet.com
rebekah.ok@blueyonder.co.uk

	12 Jan 12
19 Jan 12
26 Jan 12
 2 Feb 12
	1 Mar 12
	22 Mar 12

	FP107
	Catechesis and RCIA
	Theresa Barber & Pam Fitch

mtjebarber@btinternet.com
mipafitch@btinternet.com

	1 Mar 12
8 Mar 12
15 Mar 12
22 Mar 12
	26 April 12
	17 May 12

	FP108
	Parish in Context
	Kate Stogdon

katestogdon@btinternet.com

	 26 April 12

3 May 12
10 May 12
17 May 12 
	14 Jun 12
	5 Jul 12

	FP109
	Evangelisation and Mission
	Paul Rowan & Rebekah O’Keeffe
rowanp@smuc.ac.uk
rebekah.ok@blueyonder.co.uk

	14 June 12
21 June 12
28 June 12
5 July 12
	19 Jul 12
	 27 Sep 12


Level 2

	Code
	Module
	Module Convener and Contact
	Class Dates
	Assessment Submission Date
	Feedback by

	FP202
	Christian Spirituality
	Kate Stogdon

katestogdon@btinternet.com

	29 Sept 11 

 6 Oct 11
13 Oct 11
20 Oct 11
	10 Nov 11
	1 Dec 11

	FP201
	Doctrine of the Trinity and the person of Jesus Christ
	Anne Inman

anneinman@eps-uk.org.uk

	10 Nov 11 

17 Nov 11
24 Nov 11
1 Dec 11
	12 Jan 12
	2 Feb 12

	FP203
	Ecclesiology, Church History and Canon Law
	Tarcisius Mukuka
mukukat@smuc.ac.uk 
	12 Jan 12
19 Jan 12
26 Jan 12
 2 Feb 12
	1 Mar 12
	22 Mar 12

	FP209
	Marriage and Family Life
	Anne Inman

anneinman@eps-uk.org.uk
	1 Mar 12
8 Mar 12
15 Mar 12
22 Mar 12
	26 April 12
	17 May 12

	FP208
	Sacraments in Practice
	Theresa Barber & Pam Fitch

mtjebarber@btinternet.com
mipafitch@btinternet.com

	 26 April 12

3 May 12
10 May 12
17 May 12 
	14 Jun 12
	5 Jul 12

	FP207
	Faith, Justice and the Common Good
	Valerie Flessati

flessati@lineone.net

	14 June 12
21 June 12
28 June 12
5 July 12
	19 Jul 12
	 27 Sep 12


PDFP

	SMUC Semester 1  

w/c 12th September 2011– w/e 6th January 2012

	14th September 2011

	Exam Board, St. Mary’s University College, 11am

	10th September
	St. John’s, Wonersh, Teaching begins, FP101, FP206

	8th October
	St. John’s, Wonersh, Saint Mary’s University College Student Induction Day. Teaching ends, FP101 and FP206

	29th October
	St. John’s, Wonersh, Teaching begins, FP102 and FP201

	11th-13th November (Residential)
	High Leigh, Hoddesdon, Teaching ends FP102 and FP201; 1st Semester Programme Board

	10th December
	St. John’s, Wonersh, teaching begins, FP103 and FP203

	SMUC Semester  2

w/c 11th Jan 2011 – w/c 10th May 2011

	14th January 2012
	St. John’s, Wonersh, teaching continues, FP103 and FP203

	10th -12th February

	High Leigh, Hoddesdon, Teaching begins, FP104 and FP204, and teaching ends, FP203

	10th March


	St. John’s, Wonersh, Teaching ends FP104 and FP204.

	31st March 
	St. John’s Wonersh, Teaching begins, FP105 and FP205.

	14th April
	St. John’s, Wonersh, Teaching ends, FP105 and FP205

	12th May 
	St. John’s, Wonersh, Teaching begins, FP106 and FP206

	2nd June

	St. John’s, Wonersh, teaching ends FP106 and FP206.
2nd semester Programme Board.


Level 1

	Code
	Module
	Module Convener and Contact
	Class Dates
	Written Assessment Submission Date
	Feedback by

	FP101
	Foundations for the Study of Theology
	Ashley Beck

becka@smuc.ac.uk

	1. 9 Jul 11

2. 10 Sept 11
 3. 8 Oct 11
	11 Nov 11
	10 Dec 11

	FP102
	Foundations for the Study of Scripture
	Anthony Towey

toweya@smuc.ac.uk

	1. 29 Oct 11
2. 11-13 Nov 11
	10 Dec 11
	14 Jan 12

	FP103
	Foundations of the Sacraments and Liturgy
	Robin Gibbons

gibbonsr@smuc.ac.uk

	1.10 Dec 11
2.14 Jan 12
	10-12 Feb 12
	10 Mar 12

	FP104
	Foundations of Philosophy and Moral Theology
	Bill Wilson
	1.10-12 Feb 12

2. 10 Mar 12
	14 Apr 12
	12 May 12

	FP105
	The Diaconate in the Context of the Threefold Ministry
	Ashley Beck

becka@smuc.ac.uk

	1. 31 Mar 12
2. 14 Apr 12
	12 May 12
	2 Jun 12

	FP106
	Foundations of Religious Studies
	Peter Tyler

tylerp@smuc.ac.uk

	1. 12 May 12
2. 2 June  12
	7 Jul 12
	8 Sep 12


Level 2

	Code
	Module
	Module Convener and Contact
	Class Dates
	Written Assessment Submission Date
	Feedback by

	FP 206
	Liturgy and the Catechumenate
	Robin Gibbons

gibbonsr@smuc.ac.uk

	1. 10 Sep 11

2. 8 Oct 11
	11 Nov 11
	10 Dec 11

	FP 201
	Doctrine of the Trinity and the person of Jesus Christ
	Ashley Beck

becka@smuc.ac.uk 
	1. 29 Oct 11
2. 11-13 Nov 11
	Essays 1 and 2: 10 Dec 11
	Essays 1 and 2: 14 Jan 12

	FP 203
	Ecclesiology, Church History and Canon Law
	John Morrill
	1. 10 Dec 11
2. 14 Jan 11
3. 10-12 Feb 11
	10 Mar 12
	14 Apr 12

	FP 204
	Moral Theology and the Common Good
	Bill Wilson
	1. 10-12 Feb 12 

2. 10 Mar 12
	14 Apr 12
	12 May 12

	FP 205
	Scripture II
	Victor Darlington
	1. 31 Mar 11

2. 14 Apr 12
	12 May 12
	2 Jun 12

	FP 202
	Christian Spirituality
	Peter Tyler
	1. 11-13 Nov 11

2. 12 May 12

3. 2 Jun 12
	7 Jul 12
	8 Sep 12


3 Assessment & Submission of Coursework
3.1 Types of Assessment
The assessment activities for each module will be clearly specified in module handbooks.

  Essays

Students may be assessed through essay assignments, which helps them use their knowledge in a critical analysis of competing theories, practice and empirical research.  They must show an ability to communicate their ideas and understanding with clarity and be able to discuss these in an informed way.

Presentations

Students are encouraged to develop their presentation skills, both during formal assessment activities identified within individual modules and also through reporting back, either to the whole class or to a small group, on the work-based tasks they undertake. Presentations will often be peer assessed.

Log-Book & Work-based Tasks

Each module has work-based tasks included as an integral part of the assessment process.  These allow the student to bring together the knowledge, skills and theoretical understanding developed within that module with the practical experiences they have acquired in their current and previous work contexts.

Reviews & Critical Appraisal of materials 

Students are encouraged to evaluate resources, articles etc. in the light of their pastoral practice and discussions in lectures and seminars

Case Studies

These are aimed at extending students’ learning by encouraging preliminary research skills.  This requires students to select and organise data and to rationalise their choices.  A variety of recording and analysis modes will be encouraged. Inclusion of collaborative and independent projects and reporting is essential to equip students for reflective and potentially innovative pastoral activity.

Portfolio

A portfolio will be required in courses where evidence of accumulative knowledge acquisition and its application within tasks is required.  This may contain illustrated and written statements connected with personal experience and, in accordance with guidelines, supporting source materials.

Review of the Forms of Assessment

The Programme Team believes strongly in the need for reflection.  Regular appraisal and refining of assessment modes and the means of profiling students’ attainments and progress are essential and take place by with reference to External Examiner.

Assessment criteria for the Foundation degree are based upon standard Undergraduate criteria for programmes within the College and the School of Theology, Philosophy, and History.  They relate to the Quality Assurance Agency for Higher Education Benchmarks for Theology and Religious Studies.  The Assessment sheets are given in Appendix 1 and the Assessment criteria are outlined in Appendix 2, and these indicate what is required for a pass at level 1 and for pass, merit and distinction at Level 2.

3.2 
Guidelines and Regulations for Submission of Coursework
3.2.1. Late submission of coursework

· All coursework should be handed in on or before the due date.  The due dates for all coursework are provided in module guides.

· You should ensure therefore that you submit your coursework by the deadline in the manner indicated by the module convenor.

· The module convenor must be notified of any coursework NOT submitted BY the set deadline – by the student concerned.

· Late submissions will only be considered for marking by the Programme team if the work can be processed appropriately by external examiners and University College administration.

3.2.2. Extenuating Circumstances
· If, for a valid reason, you are unable to submit your coursework, you must notify your module convenor, ideally with supporting documentary evidence of extenuating circumstances.  You will then be directly referred to the University College Registry who will deal with the formalities of your request.
· Valid reasons for difficulty in submitting coursework may include illness supported by a medical certificate, bereavement supported by a letter from a relative, corroborated personal crisis or emergency. Extenuating circumstances cannot be expected for failures of computer software or hardware. You should always back up your coursework as you are in the process of writing it to ensure that you may retrieve such problems.
3.2.3. Secure handling of coursework

To hand in work by the deadline, PDFP students submit two hard copies of work with a fully completed cover sheet to the Dean of Studies who is responsible for the work reaching the module convenor.  EPS students submit two hard copies of work with a fully completed cover and one electronic copy to the Administrative Assistant to the EPS Director, who is then responsible for the work reaching the module convenor.  In addition, an electronic version of the work should be sent FAO the Programme Director at fdpastoralministry@smuc.ac.uk  Late work supported by an extension should be given to the EPS Director/PDFP Dean of Studies.

On no account should you leave assessed work under a tutor’s door, pinned to a noticeboard, or in anyone else’s hands.

3.2.4. Anonymous marking for coursework

In order to aid anonymous marking and the feedback process, you will be required to fill in a St. Mary’s University College cover sheet which will be made available. All coursework and examinations are marked anonymously where possible. The reason for this is to ensure that as far as possible, the marking process is as objective and without bias. Where it is impossible to mark anonymously (e.g. oral presentations), proper records of the presentation should be kept (e.g. slides, handouts, audio recordings) such that third parties can scrutinize core aspects of your work objectively.

3.2.5. Assessment of Coursework and Feedback

The College applies criteria for assessment for logbook, oral presentations and essays at Foundation Degree level, which are given in Appendix 2. 

Preliminary Marking: Provisional marks for a module should be given to students not later than one month after the submission deadline.  However:
Final Marking: It is important to recognize that formal final marks are issued when a whole group has been marked, a sample second marked and an examination board (usually held in September or October) has in turn confirmed the allocated gradings. That board will not change marks individually (i.e. will not change one persons’ mark while leaving the rest of the group unchanged) but can adjust the marks of a whole group up or down.  Students should be aware that, while this is not common, it can and does sometimes happen.  The marks they receive before this point should therefore be understood as provisional or indicative marks.  

Formative Feedback: After marking of the essays, students should be able to receive a marked copy with tutor’s remarks to the student – either by post or by direct return in class. Students may then request a meeting with their module convenor to discuss their work. The Programme Director is available to see students who have extra concerns over and above those dealt with by the module convenors. After the exam board, students will be informed of their confirmed marks and invited to retrieve any remaining coursework.
We have a rigorous process for ensuring fair, consistent and accurate marking.

1. First marker (usually module convenor) marks all the scripts using the appropriate School of TPH marking sheet (which is in triplicate, to facilitate early student feedback), using the criteria described in Appendix 2.  He fills in the appropriate section of the double marking sheet.  The top sheet of the triplicate marking sheet is handed back to the student for formative feedback.

2. First marker selects several scripts to be second marked that cover the range of possible marks.  All distinctions, fails, and borderline cases will be included in the selection.  A sample that represents 25% of the total number of scripts is chosen.

3. Second marker independently marks the sample of scripts, using the marking grid, and fills in the appropriate section on the double marking sheet.

4. First and second marker liaise to agree the marks of the sample scripts.  Any difficulties in moderation of marks are resolved and an explanation of the moderation is put into the appropriate section of the double marking sheet.

5. The work is then made available for an inspection by the External Examiner.

6. The marks are scrutinised and agreed at the Programme Exam Board.

7. The marks are accepted and recorded at the College Exam Board.

We endeavour to get your marks back to you as soon as possible so you can use them as formative assessment. However, we are also concerned that the marks should be correct, so please bear with us if it seems to take longer than you would ideally like.

3.3
Presenting Work

3.3.1 Presentation of Written Coursework

The quality of the presentation of written work is important. The policy of the School of Theology, Philosophy and History on the presentation of work is:

1. Students are expected to word process all assessed coursework.

Some of the marks for assessed coursework are awarded for presentation and referencing. Work that is typed, word processed, correctly referenced or otherwise neatly presented will score more highly for presentation than work that is not.

All work must be presented in the following format:

• Essay title and student regnum at the top of the first page

• Standard and simple font: e.g. Times New Roman/Arial, using 12 points for the main body of the essay and 10 points for footnotes. The first line of each paragraph should be indented 1 cm.  Non-English words should be in italics.

• Spacing: 1.5 or double-line spacing is preferred, with 6 point spacing after each paragraph.

• Justified.

• Wide margins on both sides and top and bottom of the page, to allow for the marker’s comments.

• Each page should be numbered.

• Subheadings SHOULD NOT be used, unless the module convenor advises you differently.  Where sub-headings are used, they should be in the appropriate format.

• Proper referencing – we recommend using the Harvard style.

• Include a bibliography: all source materials used in the work should preferably be listed in the Harvard style.

• All coursework will have a word limit associated with it (not including footnotes and bibliography). You are expected to keep within 10% of this word limit, by being selective in the information you include and writing concisely. Students should provide a word count at the end of the work and on the School cover sheet. You will be penalised for straying outside the limit, or for failing to give the word count. The penalty may be a failing mark in the assignment.

2. All work should be submitted with a School cover sheet attached showing your REGNUM number. The cover sheet should be completed accurately and fully, including word count. Try to avoid putting your name on any submitted coursework.

Logbooks, portfolios etc. Must in similar fashion labelled clearly on the front cover with Regnum, the module code and title and must include a title page stating module code, name, title of the work and date of submission.

3.3.2 Oral Presentations

Any formally assessed presentation or performance by an individual or group must result in something that can be retained as a record, (e.g. a handout, a written account, a set of slides, a rationale or a product [software, associated resource, mp3 file etc.]). The written submission and performance/ presentation will be given weighted marks reflecting your application to the set task and outcomes.  The written component of the assignment must not exceed 500 words and must be accompanied by acknowledgement of any reference material used (e.g. books, journals, websites).

3.4
Referencing

Referencing is like the Highway Code of academic life and the School of TPH since it keeps lecturers and learners alike on the right track. Referencing is something that everybody has to work at, but significant improvement comes with practice. Examples of how to reference correctly are given in section 4.5. Equally important though, careless referencing can lead to the charge of plagiarism or academic misconduct to which we now turn.
4. Knowing Right from Wrong at University:

Guidelines for Academic Conduct
4.1 Academic Conduct
The approach we adopt at St Mary’s is that your learning is a journey of discovery as you progress through your programme. While supported and guided by the tutorial team, you will also undertake your own research, preparation and planning as you construct your assessment tasks. This is a vital element of your learning, and it is important to remember that the assessments are an integral part of that learning – not simply a way of testing what you have learned. 

That learning process only has meaning and value if you present your own thoughts, your analysis – your work. And you will enjoy a sense of achievement at having produced your own piece of academic endeavour. That is the standard of academic conduct that we expect, and hope, our students attain.

To ensure this, we do need to have procedures in place to address any apparent instances of academic misconduct. This refers to situations where it appears that students have: 

· copied work from reference sources or other students (plagiarism);

· worked too closely together to produce very similar submissions (collusion);

· allowed another student to copy their work (unfair advantage)

· fabricated results or other outcomes that form part of the work (falsification of data);

· brought unauthorised materials into an examination room or behaved in other ways that could bring an unfair advantage (examination cheating).

More details on these forms of misconduct are given below.

While such situations are relatively rare, they do unfortunately arise and the University College must address them appropriately. If a student is suspected of academic misconduct, a central process is operated by the Registry in which students are asked to attend a hearing, where they meet with a panel comprising two members of the tutorial team (including a marker of the work) and chaired by a senior member of staff, usually from a different programme area. The student will be shown the work in question, and the areas of concern will be pointed out. The student will then be asked to explain how the work was done, and why they think the issues in question have arisen. Based on the student’s work and their account of how it was done, the panel will make a recommendation to the University College Examination Board on whether any further action is to be taken, which may take the form of a penalty. The full tariff of penalties can be seen in the excerpt from the Academic Regulations following this section.

Academic misconduct is taken very seriously. Tutors guide students through the learning process with the aim of helping them to attain their own academic achievements, ultimately so they can graduate with a degree that they have gained through their own work, not by cutting corners, copying, or using other people’s work. Tutors, and other students, can feel very let down when someone is found to have produced work by way of misconduct. However, although penalties are applied in such findings, the process also aims to help students’ learning through demonstrating why their actions were wrong or inappropriate, and to enable them to build on the experience in order to avoid any repetition of the problem. Tutorial support is available where necessary after the hearing.

4.2        Forms of Misconduct

The types of misconduct that usually occur are as follows:

Plagiarism: This is the most common type of academic misconduct. The Concise Oxford Dictionary defines plagiarism as:

“Taking and using the thoughts, writings, inventions, etc of another person as one’s own.”

This means that if a student copies passages from a reference source, without using quotation marks or properly attributing the source, they are effectively presenting the work as their own and this therefore constitutes plagiarism. The same applies if a student copies from the work of another student. In either case, the copied work does not have to consist of large blocks of material – it can be any extract, or group of extracts from any part of a submission which, taken together, comprise a body of material that has been taken from another source without quoting or proper attribution and is therefore plagiarism.

Students must, of course, consult reference sources in order to carry out assignments. It is sometimes appropriate to quote passages from these sources in order to support and inform the assignment, and this must be done clearly by mentioning the source and then enclosing the relevant passage in quotation marks. If the reference source is not quoted but its content referred to as part of the assignment, it is still essential that it be referenced. However, practice can vary, so for further advice on referencing techniques, consult your tutors to ensure you use the correct method.

There may be occasions when the issue is poor academic practice rather than misconduct. In such instances, programme staff may wish to discuss the issue with the student and suggest additional study skills sessions and tutorial support to ensure the student is fully aware of proper referencing. However, if the problem recurs, or the extent of the problem is significant, the student may be asked to attend a hearing. 

If you are in any way uncertain or doubtful about referencing, you must consult your tutors as soon as possible. This will not be taken as a failing on your part – your tutors are there to advise you, and they expect you to seek guidance from them on such matters.

Collusion: This is defined as instances where two or more students have worked together inappropriately on an assignment. 

There will be occasions where students are expected to work together, such as designated group tasks. Some subject areas demand a certain level of group / collaborative work. It is also expected, and indeed encouraged, that students will consult each other when undertaking individual assignments. However, in most assignments students must ultimately submit their own work and must therefore produce the finished assignment themselves, without working alongside fellow students and sharing the work. The latter can occur particularly when students on the same programme share accommodation, and it can seem reasonable to share the work. However, whether this is intentional or not it should be avoided. Again – it is the individual’s work being assessed, not a joint effort. Cases where two or more students submit work with identical passages, with no adequate explanation, will likely be found to be the result of collusion which will lead to a finding of academic misconduct.

Essentially, it boils down to the difference between 

(a) chatting about the assignment with fellow students, discussing how to approach it and asking each other questions about it – this is acceptable and students are encouraged to do this;

and 

(b) working on the final submission together, using the same ideas and one another’s writing, even with some alterations – this is not acceptable and must be avoided.

Again, it must be stressed that sometimes it is a collaborative task that is being assessed and working together is expected; your tutors will make clear the distinction.

Obtaining an unfair advantage for another student: Most commonly, this occurs when a student allows another to copy their work. 

While this may seem a reasonable thing to do – helping a friend – it does, under the Academic Regulations, constitute misconduct as it is allowing a student to mis-appropriate work. The most blatant instance of this is when a student simply gives another student their finished work to use. In such a case it is very likely that a finding of misconduct would be made against both students. In other cases, a student may unintentionally do something inadvisable such as leave their work within view of another student (whether in hardcopy, on a hard drive or a USB), or ask another student to submit their work for them (this should always be avoided)*. Such situations could lead to a student copying the work. This may lead to no further action if brought to a hearing, or a deferred penalty.

It is not the intention that students should become paranoid about their work, but simply that they show due responsibility for it, as they have worked to create it. Any student who seeks help from a friend by asking to borrow their work should be directed to approach the tutors if they are experiencing difficulty with their assignment. Remember – the tutors are employed to advise students; you are not.

Falsification of data: Where an assignment involves presentation/analysis of data sets, such as the results of practicals or surveys, the data must be the genuine results of the process. Any indication that data have been fabricated will result in the student being asked to attend a misconduct hearing. 

The nature of practical work and surveys means that data collected from these processes do not always do what we’d like them to, so it could be tempting to amend them. However, a useful part of the learning process is to examine aberrant data and see why this is the case. Also, if a student has for some reason been unable to undertake or complete the data-gathering, they must speak with their tutors about this. 

Examination cheating: Exams, whether they are disclosed, undisclosed or open-book, have strict regulations governing what can be taken into the exam hall. If you are in any way uncertain about any of these regulations, or any aspect of exam conduct, check with your tutors. Students found in possession of prohibited items, or found to have written formulae or other proscribed material on to any items, will be asked to leave the examination room and may be required to attend a hearing.

* NB: Submission of assignments should be done in accordance with your School’s procedures, with hardcopy submissions accompanied by the University College coursework coversheet (the green sheet which must be completed and signed by the student – please note some programmes may issue a receipt). As mentioned above, it is inadvisable for students to depend on someone else to submit their work for them. Resit submissions are processed by the Registry – you will be notified of the procedure if it applies to you.

Non-Academic Misconduct

Misconduct which is not categorised as academic will be dealt with by the Head of School according to Section 4 of the Student Disciplinary Procedures (http://portal.smuc.ac.uk/student-complaints-discipline.html). 

4.3    Penalties for Plagiarism:

	Use of sources without quotation marks but referenced in the bibliography
	A mark of zero -29% for the assessment with a right of re-sit

	Extensive copying with no sources referenced
	A mark of zero for the assessment with a right of re-sit

	Use of other’s work (other student’s, or other work such as an essay bought over the internet) presented as student’s own
	A mark of zero for the assessment with a right of re-sit

	A second offence of copying the work of others or of other type of academic misconduct
	A mark of zero for the assessment with no right of re-sit

	A third offence 
	Programme termination

	Use of other’s work (other student’s, or other work such as an essay bought over the internet) presented as student’s own in the dissertation/ independent study element 
	A mark of zero for the assessment and termination of the student’s programme


Penalties for Cheating or other Offences of Academic Misconduct:

	Impersonation of another candidate or knowingly allowing another to impersonate him/her
	A mark of zero with a right of re-sit

	Copying or communicating with another candidate in a formal, timed examination
	A mark of zero for the entire module with a right of re-sit

	Introducing into an examination room any unauthorised manuscript, printed text, calculators, books or dictionaries
	A mark of zero for the entire module with a right of re-sit

	Fabrication of research/project results
	A mark of zero for the assessment with a right of re-sit

	Second case of any of the above (including plagiarism)
	A mark of zero for the assessment with no right of re-sit

	A third offence of any of the above (including plagiarism)
	Programme termination

	Fabrication of research/project results for the independent study
	A mark of zero for the assessment and termination of student’s programme


Extenuating Circumstances

A student who has been found guilty of academic misconduct by the Academic misconduct panel may present a claim for extenuating circumstances to the Extenuating Circumstances Board in mitigation. In cases where the Extenuating Circumstances Board considers that the extenuating circumstances were of such a nature that they were mitigating factors, the student will be awarded “a mark of zero re-sit with penalty”, together with advice about avoiding the situation in the future.

5
Effective Learning and Study Skills
5.1 Aims

This handbook is designed to make you a more effective learner. It is designed to help you through some of the essential tasks you will encounter during your university career. 

The key to this is being realistic about the knowledge and skills you know you have and those you wish to develop. Reflect on your own practice as a student and think about your past performance and how you can build on your best skills and attributes. At university the most successful students have a strategy. Identify how you learn most successfully and capitalise on this. Time management is probably the most difficult skill you will have to master. You may not be able to predict all the demands made upon you so it is prudent to get on with tasks when you are first given them.

If you take advantage of the support and guidance offered to you on the programme you should be able to:

• develop skills to communicate more effectively both orally & in the written form;

• make effective use of lectures;

• work well in groups/seminars/tutorials;

• seek information from a range of sources;

• read effectively;

• know how to write essays and reports;

• reference correctly;

• collect data and present it in appropriate ways;

• present information to a target audience;

• use feedback from assessments;

5.2 Organization

Success in your studies cannot be gained by leaving everything to the last minute. Learning strategies are important – here are a few tips!

• Problems are not solved by ignoring them

If something crops up which you do not understand then find the references to read up on this topic straight away and keep studying until you have mastered it. If it is a real headache then it may be more time-effective to consult your tutor first before spending hours struggling over references which are unhelpful. Friends may help also, but whatever else you do, do not run away from the problem. Confront it as soon as it appears: ‘a stitch in time saves nine’. Better this than to ignore your headache in the hope that it goes away, only to find it months later staring at you in the middle of an exam paper.

• Capitalise on what you are good at

Spend some time developing your intellectual curiosity. This, in the end, is what marks out the first class student – the desire to follow up on topics you find interesting, puzzling, fascinating. Throughout the year questions will arise in your studies which you know you have not fully answered. As above, devote some time in reading up on them now, not later. Resist the temptation to postpone your curiosity, if you don’t cultivate it, it will never grow (and nor will your grades).

• Discipline yourself

Keep to a timetable of study. In a busy week when there are urgent issues at work or at home it is easy for a pattern of study to be broken up as studies take second place. However, when you have to meet deadlines, make time for your study. Whether it is a formative assignment for next week, a presentation or for an essay, plan your time. Do not underestimate the academic load involved – some work may be particularly troublesome and require a lot of care. 

Establish good study habits early on, plan well ahead to avoid trouble – build in a safety net of 48 hours before date of submission of work.

• Write clear, coherent notes when you study

Give the title, author and date of the reference at the top of the page and summarise the argument as well as you can. The better your notes are made, the more useful they will be later when you go back to prepare an assignment.

5.3. Learning Resources at St. Mary’s, EPS and St. John’s, Wonersh
The modern educational environment that is St. Mary’s has excellent IT facilities, a well resourced library and a student friendly reprographics department. In the course of your studies, these will be an essential part of your learning support.

	
	Library Hours
	Design, Print & Reprographics
	Computer Help Desk
(1st Floor)
	Out of Hours IT Access with swipe card

	Monday - Friday
	08:30 - 21:00 (services will close at 20:45) 
	08:30 - 17:00
	08:30 - 18:00
(extended to 21:00 at certain times of the year)
	21:05 - 06:00

	Saturday
	11:00 - 17:00
	Closed
	12:30 - 16:30
	All weekend to 6am Monday 


For information on resources at the EPS and the PDFP St. John’s Wonersh, see Sections 14 and 15.
Information and Computer skills

There are introductory workshops in liaison with the Learning Resources

Centre covering basic computer knowledge.  It is important to know how to log on, be familiar with the use of floppy disks, email, word processors as well as the use of photocopy machines, the role of the help desk and other important information essential for University study.

5.4. Lectures and Seminars

The Lecture

This is normally a formal session though lecturing styles differ widely.  The function of the lecture is to provide a personal commentary on a particular theme and to provide direction for your reading.  Remember that during the hour or so that lectures last only a relatively patchy coverage of any subject is possible.  You must supplement lecture notes with independent reading.  Do not rely solely on the lecture notes to pass exams.

Seminars
These are group sessions of (usually) 10 - 25 students who, with a tutor, discuss particular themes, problems or ideas that may have arisen during lectures.  Topics are usually identified in advance via module booklets so that students have time to read and prepare.  Students are encouraged to be involved as much as possible.

Tutorials
This is a one-to-one contact with your tutor.  It may involve consideration and analysis of an essay that has been marked and it is a key feature in the preparation of long essays, particularly your third year dissertation.  It is here that academic dialogue takes place between you and a member of staff, so come forearmed with factual knowledge and ideas about the topic area.

Presentations

Presentations are included in some modules and as a form of assessment to enable you to develop and refine your written and/or oral presentation skills. The most common format now is Microsoft PowerPoint but straightforward oral presentations are common. It is also increasingly fashionable for poster presentations to be prepared for academic conferences hence it is likely that this style will be utilized more frequently.

Independent Study

In modules that adopt this mode of teaching/learning, i.e. dissertations, there are no lectures. Tutorials are arranged to give you the opportunity to discuss key issues with a tutor and any concerns you may have. You are expected to take responsibility for your own learning which will necessitate good time management on your behalf.

Books
Books that are recommended for particular modules are available in the library, often on restricted access, but there are never enough copies to fully satisfy student demand.  It is in your interest therefore to buy a certain number of key texts

5.5 Studying in Higher Education

Higher Education will be fun, challenging, sometimes uplifting and rewarding, other times depressing.  You will have the opportunity to learn a huge amount and develop ideas which will change the way you think about the world and about who you are in relation to the world.  In Pastoral Ministry you will be bombarded by a whole new vocabulary of words which may be mysterious to you now, but which will be second nature to you when you leave: eschatology; kerygma; hermeneutics; exegesis; kairos; heuristic; Hegelian, New Evangleisation, and so on.  One of your most important assets will be an English dictionary in both writing and in checking on new words you meet. Many theological expressions use Latin or Greek words as roots. A theological dictionary will also be a necessary tool. Learn the new vocabulary as quickly as you can. As you become familiar with your discipline you will start to ‘do theology’.  You will leave your FdA at St. Mary’s as theologians.  

In order to make the transition to undergraduate you must be prepared to question and to think critically.  You must refuse to accept the claims of others (even lecturers!) without first seeking evidence or good reasons.  You must move from a position of blind acceptance to investigative questioning.  For this reason, higher education can be extremely stimulating.

The first session is important for each new module.  It reveals the scope and focus of the course.  In this session you should begin to grasp what the lecturer is trying to achieve in the classes.  What is the nature of the journey on which you are being asked to embark?  Who are the main thinkers you will encounter on the way?  Which are the key concepts which form the foundations to the module?  You will be presented with a great deal of detail, much of which you will be expected to engage with in your assessment.  However, underlying each detailed class will be a vision and direction inspiring the module overall.  You must try to grasp the whole picture: link the chief ideas into a meaningful whole.  Keep asking yourself questions such as:

* What are the main aims of the module?

* What does the lecturer want from me?

* What are the main areas of focus in the module?

* What basic knowledge should I absorb?

* What are the chief questions which keep recurring and require analysis?

If you are unsure as to the answer to any of these questions, ask the tutor.

On the whole, the students who fare best during their degrees are the self-motivated ones who turn up to lectures and seminars, read around the subject and hand in work on time. If there is a set text then make sure you read it!  It is your personal reading which will comprise the main element of each module.  This is the aspect which will take up most of your time and will probably be the most valuable activity.  This is what will help you to understand the direction the lecturer is trying to take you.  Rest assured that no-one expects you to know everything about the module content.  You have to be selective to some extent, whilst ensuring that you do not neglect the basics.  You will not learn all the key concepts at once; it will take time.  Indeed, it may only be during revision that things fall into place properly. Do not be surprised if a lot of the key texts require re-reading in order to grasp their content. Be prepared for some of the reading material to be beyond your grasp at this stage.

Monitor and record the time you put into each module.  Include your research, reading, practical work (if applicable), note-making, discussions with others, quiet reflections, writing up of essays, etc.  This should help you focus on time management, on prioritising your work schedule, on checking whether you are spending a disproportionate amount of time on any one module, and so on.  It is revealing to reflect on the amount of time you have invested in each aspect of your studies.

Absences may result in you falling behind with your work.  It is essential that you inform your tutor of any foreseen absence and that you report if you are getting behind with work.  The tutor will know how best to advise you.  Do not try to cope with an impossible workload.  Tutors are there to help you.  They want you to pass their assessments.  They do not want to fail you.  Use the safety nets provided by College such as the personal tutor system.  It can be a difficult life as a student, especially given the financial pressures, etc.  College staff will support you, but they need to know about the problem.  They are on your side.

5.6 Developing study skills
There is more to undertaking a module than simply the acquisition of information.  A variety of skills is required to produce consistently high quality work during your time at St. Mary’s (for example, do you work only to deadlines, or do you work to a set timetable of, say, 3 hours per day?)  Many of these (transferable) skills will be considered attractive to future employers, and tutors will be prompted for your proficiency in them when completing references for you.  Be aware of the skills you need to develop during your time at St. Mary’s and be prepared to include some of them in your c.v.  Consider your proficiency at the following:

Communication skills: writing essays, short responses or commentaries; delivering presentations; responding to questions in class; contributing to group discussions.

Information skills: using libraries; using encyclopaedias and dictionaries; searching the internet; handling information and its presentation; checking references.

Life skills: Organisation of time and resources; attendance; punctuality; co-operation in groups; leadership; management of tasks and projects.

Independence: Autonomy; self-motivation; self-reliance; interest in topics; initiative; confidence; judgement.

Basic skills: literacy; numeracy; computer literacy; typing skills; proof-reading skills.

Study skills: note-taking; reading; research; prioritising material and knowledge; revision techniques; exam technique.

Creating a module file

For each module you should keep a separate file to store your work.  It will contain lecture notes, hand-outs, photocopied articles, any assessment pieces or seminar preparation.  It should be divided up into sections according to the topics being studied.  When you produce revision notes and sample essays for the topics these can be inserted in the relevant section of your file.

You should compile a working bibliography in which you record every book or article you have consulted for the module.  Include all the publishing details and the page numbers you are interested in.  This information can be stored on computer, or on A5 file cards, or on paper. It will also help to make comments alongside about the usefulness of the book or article (for example, ‘I disagree with author’; ‘very useful on sacraments’; ‘too one-sided’; ‘good quote on p2’, etc.).  When making notes always record the bibliographical details of the article or book you are consulting.  Too often students lose the origins of the quotation they want to use.  Too often students mention an interesting book they have read, but can’t remember the author or title!

Devote a section of your file to ‘problems I am having’ or ‘questions to ask’.  Record your difficulties here and either ask friends or see one of your tutors.  Remember, there is no such thing as a dumb question.

Gather together a series of ‘soundbites’, useful quotations discovered in your research which may be helpful in explaining a topic to you, or in summarising an author’s position, etc.  You can quote these in your written work (for example, because you strongly disagree with the remark).  When gathered together in a file they can help to summarise the module as a whole, both in terms of key ideas and in terms of key thinkers.

In short, make your file a place that is interesting and attractive to look through.  Use highlighter pens to emphasise important parts of texts; write reflections and personal opinion in a different colour pen to your lecture notes, and so on.

5.7 Lectures and Note Taking

The notes below are designed to help you make notes in lectures which not only reflect the content of what you have heard, but also show your understanding of it and your intellectual response to it.

• Making notes from lectures

Bear in mind that in higher education, the responsibility for learning is yours and not your lecturers’. You should not try to take down every word in lectures but should use them as a guide for your own reading. Don’t forget you are supposed to be reading for a degree, not copying lecturers’ notes for one! Notice that we have said making rather than taking notes. The former implies an active process whereas the latter can be passive.

• Why make notes?

Making notes, whether from reading or from lectures, is the means by which you build up a personal record of your learning on the whole of your course. The act of making notes also helps you to learn as you go along. It encourages active learning. In order to make notes, you have to process the information, to concentrate, to keep alert and to think. Research shows that it also helps you to remember the material later on. Therefore your notes need to be understandable and USABLE, either for revision or essay preparation.

• What is involved?

It is important to remember the differences between learning from lectures and from books. In a lecture, you have to start at the beginning and end where the lecturer finishes; you can’t backtrack. You also have to go at the lecturer’s pace, with little scope for slowing down or speeding up according to your own level of understanding or state of attentiveness. However, lectures are bound to be relevant and are therefore likely to be more cost effective in terms of time than reading books. Also you can ask questions.

• What notes to take in lectures

􀂾 Prose summaries

These are useful for recording details in a very coherent way but have the disadvantage of being very time-consuming to write. People speak much more quickly than you can write so, if you rely solely on prose notes, you will always be struggling to catch up.

􀂾 Key word notes

These are by definition shorter and more to the point. They are very good for lectures as they leave you more time to think and/or speak/ask questions. They are also easier to learn from, providing a summary of ideas. The main disadvantage may be a lack of detail or clarity. However, you should go over your notes after the lecture in order to check them and supplement them with material from your reading.

􀂾 Diagrammatic notes

The advantage of brain patterns, spider diagrams and mind mapping etc. is that they show the overall pattern of ideas very vividly and make clear the relationship between ideas. The disadvantage is that you may not have a clear idea of the overall structure until the end of the lecture and therefore it is hard to construct a diagram as you go along. Hence, diagrammatic notes may be better used at the recall stage.

􀂾 Overheads/Power Point Presentations

Most lecturers will use overheads or PowerPoint presentations to support what they are saying. You need to develop the skill of being able to look at the overheads at the same time as you listen to the lecturer, process the information and make your notes. Don’t just write everything that is on the overhead or only what is on it – you also need to listen to what is being said and to process both types of information in an active and selective way. Many students seem to scribble like mad everything from overheads but to switch off when there is no overhead but the lecturer is speaking. Spoken information is just as important – auditory and visual should be complementary.

􀂾 The language of notes

You simply don’t have time during a lecture to write out full sentences. If your mind is actively processing the information you hear in a lecture, it shouldn’t be difficult to avoid writing complete sentences. The way our minds work is closer to a briefer ‘telegraphic’ language. There are a number of ways to compress your notes:

1. Leave out unnecessary words

2. Omit syllables, e.g. govt – government, hist = historical, ed. = education

3. Use initials instead of words, eg. w = with, FD = Foundation Degree

4. Use signs, e.g. → leads to, ↑ increase, ↓ decrease, ∴ therefore ∵ because

5. Use abbreviations, i.e. = that is, e.g = for example, no = number
cf = compare, co = contrast.

Develop your own shorthand with your own abbreviations. As long as you can understand your notes afterwards, anything goes. Text message language is a useful medium.

• Using SQ3R in lectures

‘SQ3R’ is a technique that was developed for studying text-based material but it can also be applied to lectures. SQ3R stands for the initial letters of five aspects of studying:

􀂾 Survey – prepare for the lecture beforehand. Look at the title on your course outline. What kinds of questions does it raise for you? How does it relate to the rest of the syllabus? Look back at the previous week’s notes. Try to read around the area in advance. Get to the lecture in good time.

􀂾 Question – use your critical faculties to pose questions in your mind or on paper. Do this before the lecture and amend the list as the lecture progresses. Many lecturers will give you the chance to put your questions directly to them. Try to have the confidence to ask because the chances are that other students want to ask the same question.

􀂾 Listen (in place of ‘Read') – attend, listen, participate, make notes, ask questions, talk to others when appropriate. Do all that you can to make listening an active process and you’re less likely to become bored. The more that you mentally work on the material as you hear it, the more likely you are to be able to apply it and remember it later on. It is most important to distinguish between the important points and the details so you know what to focus on in your reading. Don’t try to write everything down, be selective and listen for the main points and key words. Watch out for digressions, they may be interesting but not particularly relevant. Some lecturers digress more than others, some are more organised – you’ll have to get used to lots of different styles and make the best of all of them.

􀂾 Recall – when the lecture stops and before you leave your seat, make a conscious effort to try and recall the main ideas and important details.

􀂾 Review – don’t put your notes away and forget about them until the exams. Check your notes as soon as possible after the lecture. Are they legible? Is the structure clear? If not, add headings and underlinings. Most important, are you sure you know what your notes mean? Can you apply the information? It’s very useful to review your notes with a friend. Research suggests that students who do not carry out a review of this kind may forget 75% of the material in a week and 98% in under three weeks. This means that when you come to revise,

you have to start almost from scratch.

5.8. Getting the most out of seminars

Seminars vary in style between modules.  Not all modules use the lecture-seminar format.  Some are based on two hour long workshops in which the lines between lecture-based and seminar-based material is blurred.  Generally, seminars consist of up to approximately 25 students.  The format is more informal than the lecture. They are not so didactic and content-based.  The idea is to allow you, the student, to interact with material in a way that you cannot do in lectures.  This interaction will probably involve discussion based on initial questions or reading (sometimes prepared in advance) or video clips, etc.  It allows the student to express views, engage with others with different views, test out arguments, try out new ideas, ask for clarification of issues raised in lectures and so on.  Seminars allow the tutor to focus more deeply on a topic of interest and to explore questions of relevance for the assessment.  Sometimes tutors give marks for seminar participation.

Here are some typical worries that students often express about their seminars:

* I’m shy so I hardly ever say anything in seminars

* I wouldn’t like to explain things to others in the group in case I am wrong

* I find it difficult to ask others in the group what is going on

* I find it hard to follow the discussion

* I’m not clear how the seminars relate to the other parts of the course

* I’m not sure what to do to prepare myself for the seminar

* I am never sure what to write down in the seminars

* I feel I can’t argue with great thinkers and writers

If you lack confidence or feel embarrassed, you are not on your own!  You will often only have half-formed ideas; do not be afraid to express these.  You will not always be able to communicate in the most lucid way.  A chief aim of attending Higher Education is to ‘find your voice’.  Seminars are one way of achieving this.  Do not be intimidated by those who speak out.  It is not the quantity but the quality of participation that counts.  University life is an attempt to prepare you for the sorts of encounters you will meet in the world of work too.  The skills gained through attending and participating in seminars will be useful.  It will take time and you may need to ask your tutor for help.  Remember, the more you invest in your seminars, the more you will benefit.  Do not try to be a passenger travelling for free.  Do not use the hard work of others for your own benefit unless you can offer something in return.  If you find engaging with ideas a turn-off, then you should ask yourself whether higher education is for you.

5.9. Group Work and Assessment

Tutorial groups or seminars are a usual type of formal group work in higher education. Structure and forms vary but it is almost always the lecturer who takes a leading or guiding role. 

• Group Sessions

A good small group session would require that:

􀂾 students would be aware of the topic to be considered, are prepared

in advance and are expected to contribute.

􀂾 the group dynamics should encourage contributions in such a way as

to dissuade domination by the few and encourage contributions from all.

􀂾 Learners are helped to develop learning skills of listening, using

information, communicating and reasoning.

􀂾 Learners are encouraged to work together as a group.

􀂾 Students are encouraged to gather information from the relevant

literature, texts, reviews, abstracts and original papers and be able to

use them selectively.

􀂾 Most important of all you must contribute in order to learn from others.

• Group Presentations

In some modules, students are required to make group presentations,

because we recognise the value of helping students to develop abilities

other than individual study skills. Although your academic success is

still mostly determined by the standard of your summative assignments,

do not pass up on the opportunity to develop two very important, career relevant attributes: (i) inter-personal, and (ii) communication skills.

• Group management

Group work involves two distinct tasks. Firstly there is the research

and preparation stage which is followed then by the presentation.

Group presentations require students to get together and organise

themselves to make a joint, co-ordinated submission. Managing the

interplay of personalities here is your first challenge. Is one arrogant,

over-confident type going to dominate the group? Is the idle one going

to get away with doing nothing? Is the intelligent introvert going to

withdraw from active participation because the others are too ignorant

to value his/her contribution?

Handling such situations, ensuring that all play their part according to

their strengths, is a valuable management experience. Be conscious

of the need for everyone to be equally involved and, at the same time,

keep the group focussed on who is to do what and how it will all fit

together on the day. Please do not turn to staff at the first sign of

difficulty; it is up to you to resolve your difficulties and to organise your

work

• Getting the message over

Doing the independent research should be a familiar enough exercise,

but the actual presentation gives you the opportunity to do something

really creative. How do you put over quite complex material in an

interesting, informative manner that stimulates further discussion? As

implied above, many students don’t bother to think of this aspect of the

task until too late, yet in professional life there is a whole industry

devoted to this work. Your own future may one day turn on your ability

to present your ideas in an appealing way.

In the course of negotiating with others, therefore, ensure you consider

not only what but also how the group is to communicate its findings.

You should practice your presentation together, so that, on the day, it

is co-ordinated and professional. Please, please avoid reading out a

jointly prepared piece of work. Try to be clear, thoughtful and

provocative, and to raise some issues for group discussion.

Your tutor will give you details of who is in your group, how long the

presentation should take etc.

• “Ice breakers”

Groups go through four stages when completing an activity such as this:

forming

getting into groups – you will have perhaps done this to some extent

storming

arguing about what to do,whose idea to follow,who should do what etc.

norming

accepting what is going to be done and each person accepting what their role in this activity will be

performing

successfully performing and completing the task

• Groups help learning

You will find that there are a number of group activities that will help your

learning:

􀂾 seminars and tutorials – these are designed to support the theory

work on your course. You must prepare for these and, above all,

contribute (if you don’t you will turn the session into a mini lecture

and you will get less out of it).

􀂾 student study groups – this is where students get together

independently of their tutors to discuss work and ideas. Just a

word of warning – you may work well together but don’t jeopardise

your degree by handing in shared work – this is called plagiarism
(copying).

5.10. Effective Reading
Reading is fundamental to all academic work. You are “reading for a

degree”. Through reading, we discover the particular structure of a

subject; we learn the kinds of facts that are examined and how these are

approached. The written word remains essential to the academic process

in all fields of study. The more reading you do that is relevant to your

modules, the more likely you are to achieve a good degree.

• What goes on when you read?

There is evidence to show that students consistently adopt one of two

approaches in their reading: the ‘surface’ or the ‘deep’ approach.

‘Surface’ readers tend simply to memorise the facts as given without

taking time to weigh up their significance. ‘Deep’ readers try to

understand the underlying main ideas and the relationships between

them in order to make sense of the material. This is a more active form

of reading and results in better recall of the details.

Moreover, if you can really understand what the author is saying, you

have the beginnings of the next stage in making use of your reading.

You will be able to make some evaluation of the author’s ideas, to

weigh these against those of other authors and eventually to develop

your own intellectual position on the issues involved.

• Four types of reading

􀂾 Receptive reading is the type that you do most commonly and is

close to simply “listening” to the author. Reading takes place at a

steady, easy pace. This is how you would normally read a novel.

􀂾 Reflective reading occurs when you need to think carefully about

what you are reading – to analyse, to compare, to weigh up the

presentation. You pause frequently to think about the material.

This reading is particularly necessary in your academic work.

􀂾 Skimming through a text, running your eyes down the page very

rapidly can give you a good general impression of what the material

is about.

􀂾 Scanning a text (as with a telephone directory) also involves

running your eyes over a text but in this case you are on the lookout

for particular points. It is very useful when looking for answers to

particular questions, for material relevant to a particular topic or for

specific references.

• Reading more quickly

There are various ways you can make yourself a quicker and more

efficient reader. Three of the most effective strategies are outlined

below:

􀂾 Eliminating skipping back

Skipping back can either be deliberate (eg. to have a second go at

something you didn’t understand first time) or can be unconscious.

Research shows that 90% of back-skipping is unnecessary and we

would understand the text perfectly well without it. Both forms of

skipping back can be reduced by making a conscious effort to keep

your eyes on a fixed path.

􀂾 Increasing the size of fixations

Our eyes move in a series of jumps or fixations when we read.

Slow readers take in only one word at a time. They bounce from

one word to the next, which is not only a lengthy process, but

makes it harder to take in the whole picture, that is to understand

the meaning of the words taken together. It is possible to learn to

read clusters of words but this is something which takes practice.

􀂾 Reducing the time for fixations

You can make a conscious effort to speed up the time taken over

each fixation, bringing it as close to the minimum (0.25 seconds) as

possible. Be sure that you are not vocalising the words, a hang

over from reading aloud to your teacher in primary school which

means you won’t be able to read faster than your speaking speed.

• Selecting a book

When you are faced with a reading list or a row of books on the library

shelf, how will you decide which is useful for your particular purpose?

In fact, it is easy to pick up something of what a book is about very

quickly and this is something you may well do almost without thinking

about it. However, next time you try to discover the essentials of a

book, the following pointers may be helpful:

􀂾 Look at the title page – the tile, any subtitle, the author’s name and

the date of publication may all give some indication of how useful

the book is likely to be.

􀂾 Look at the publisher’s information – this often appears on or

inside the front cover and gives a brief and useful account of what

the book covers.

􀂾 Look at the contents page – this will of course give you an

indication of the areas the book covers.

􀂾 Look up a particular item in the index – this will indicate to you if the

author deals with a particular area you are interested in and to what

extent. It may turn out that one or two passages you locate from

the index are all you need to read in this book.

􀂾 Look at the references – these will give you further sources to look up.

􀂾 Leaf through the book – this will give you a general impression of

the book’s usefulness. Look for summaries or abstracts, diagrams

and other visual material because they often contain key material.

Don’t get bogged down by reading the book unless it is clearly useful

for your particular purpose.

5.11 Smart Reading checklist

Do I know what: I’m looking for?

• Have I identified the key questions I wish to answer?

• Have I checked range of information sources possible, including journal

sources.

Do I use reading sources strategically?

• Have I looked at the recommended reading list?

• Do I know what I need to read?

• Have I considered each source and whether it is:

- up to date

- relevant

• Am I being choosy in my reading? Am I being selective from a sufficiently

wide reading base?

Select relevant parts of a book

- Have I scanned the material in the book?

- Have I checked contents page, the index, back cover, chapter headings?

- When reading key chapters have I looked at the beginning, the end,

summaries, conclusions in order to get a sense of what the chapter covers?

• Making notes from written sources

There is no ‘right’ way of making notes but some people are much

better at it than others. You may have to find a method which works

well for you and you will probably improve with practice. Given below

are some helpful strategies and techniques which will ensure that you

make the most of your reading by making good notes. Think of the process as ‘making’ notes which is active, rather than ‘taking’ notes (passive).

• Three ways of making notes

􀂾 Prose summaries – a condensed/abbreviated version of the

original. Good for understanding but time-consuming to write and

read. Danger of just copy text with no real thought.

􀂾 Key word outlines – use single words or brief phrases to capture

the main ideas of the text. Generally set out as lists and use

numbering, indentation, heading and sub-headings to organise the

information. Good for revision purposes but may lack detail.

􀂾 Diagrammatic notes – use key words and phrases but show the

connexions among ideas in graphical form eg. patterned notes, spray

diagrams, spider charts, mind maps, brain patterns. Good for

showing pattern of ideas, bad for step-by-step arguments and may

be cramped or messy.

You may want to make notes on, underline or highlight the text itself but

you must not mark books or articles that do not belong to you.

6.
Resources
6.1 Making Full Use of the LRC Theology Resources

The Learning Resources Centre (LRC) has a seating capacity of 274. It offers students and staff book, journal and electronic information services and computer services. It holds approximately 140,000 volumes and takes over 500 journal titles. Of these, over 40 journals are specific to the area of theology, religious studies and ethics, while many of the others are in related areas such as history, philosophy, sociology and psychology. Access to the library is 6 days per week for up to 12 hours a day each semester.  The LRC is open in the evenings and on Saturdays which facilitates its use by part-time and evening class students. 

To access the online catalogue go to St Mary’s portal for students and click ‘Library’ – the search engine for the library is immediately accessible at that point and students can browse by subject, author, title or keyword. This is an immensely important tool and should be a constant port of call for resourcing your essays at St. Mary’s. If an item is out on loan you may reserve it unless it is an overnight loan. Items are arranged by subject using Dewey Decimal Numbers. 

A number of group study rooms are available for viewing / listening to video and audio material. A tutorial room, which may be booked by academic staff, ensures that students are able to confer with academic staff whilst undertaking specific study / project work.

The LRC has over 120 networked computers for student use. The computer suites are open for students 21 hours a day, 7 days a week. Each student has access to e-mail and Internet facilities. The teaching rooms provide over 150 networked computers running a variety of software to support teaching needs. Almost all of the machines are connected to the campus network and have access to centralised resources including networked CD-ROMs and the Internet. 

High quality printing, scanning and electronic imaging facilities are available for students’ use and provided on selected machines. An advisory service is available at the IT Helpdesk in the LRC to help with computer-related queries. Design and print services in K Block include the design and production of teaching and students’ project materials such as pamphlets, leaflets, posters and overhead transparencies, as well as lamination and dissertation/thesis binding.

Effective use of the LRC comes with practice and there will be opportunity during the course to develop these skills.  Make use of the online catalogue, but once you have found a book, look at the surrounding books which should be on the same or a related topic. Note that books on similar topics might also be placed in different parts of the library e.g. some books on pastoral issues may be in the education, psychology or theology sections. For this reason you should often go back to the catalogue and not simply browse in the areas of the library that you are familiar with.

Staff and students may also use the SCONUL scheme whereby access to other libraries is made available. Help using LRC resources and information on exam papers, interlibrary loans and using other libraries is available from the Library Service Counter on the ground floor. For further help using resources in this subject area please make an appointment with your Subject Librarian.

6.2 Periodicals
The School of Theology, Philosophy and History is home to The Pastoral Review, a journal for Pastoral Theologians to which those of you on this degree are encouraged to subscribe. There are a huge number of other journals held in the mobile shelving on the ground floor of the LRC which include:

	 Bible Today
	J. for the Study of the OT
	Reviews in Rel. and Theology

	 British J. of Rel. Education
	J. of Beliefs and Values
	Scottish J. of Theology

	 Catholic Herald
	J. of Biblical Literature
	Sociology of Rel.

	 Catholic International
	J. of Ecclesiastical History
	The Tablet

	 Cross Currents
	J. of Rel. Ethics
	Teaching Theology and Rel. J.

	 Doctrine & Life
	J. of The Amer. Academy of Rel.
	Theological Studies

	 Expository Times
	Modern Theology
	Theology

	 Feminist Theology
	Muslim World
	Theology Digest

	 Heythrop J.
	New Testament Studies
	The Universe

	 Irish Theological Quarterly
	One in Christ
	The Way

	 Jewish Chronicle
	Pastoral Review
	Worship

	 Jewish Quarterly
	Rel. Studies
	

	 J. for the Study of the NT
	Rel. Studies Review
	


Useful Theology Class Numbers include:

	Apocrypha                
	229
	Ethics                            
	170

	Asian Religions
	294
	General Religion 
	200

	Bible                  
	220
	God, Theology of 
	231

	Buddhism                  
	294.3
	Hinduism                            
	294.5

	Catholic Church 
	282
	Islam                          
	297

	Christian Church 
	260
	Israelite and Judaean History
	221.95

	Christian Doctrine/Theology
	230
	Judaism            
	296

	Christianity
	241.64957
	Moral Theology 
	241

	Christology             
	232
	New Testament 
	225

	Classical Mythology
	292
	Old Testament 
	221

	Commentaries, New Testament
	226-228
	Philosophy, Ancient & Medieval
	180

	Commentaries, Old Testament
	222-224
	Philosophy, Modern Western
	190

	Comparative Religion 
	291
	Religion
	291.54697

	Creeds & Catechism 
	238
	Religion & Society
	301.452

	Dictionaries of Religion 
	203
	Theological Dictionaries
	230.03

	Education 
	268
	
	


6.3 Internet Resources

The internet is a source of a tremendous amount of material.  Browsers such as Google (www.google.co.uk) can find sites and documents on many subjects.  However, not all the information found on the web is accurate or up to date, and some sites are set up to further a particular agenda, and are not as objective as good academic work requires.
For this reason, gateways are a good starting point when looking for information on the Internet. They guide you to evaluated web sites and provide descriptions of each web site which can help you to decide whether the site is suitable. Some useful subject gateways with open access are:

· INTUTE www.intute.ac.uk is an access portal which has collated relevant articles on a number of topics relevant to Theology in general.

· The Catholic Education Service www.cesew.org.uk has material particularly relevant to those working in the Catholic context alongside as do www.vatican.va/archive, which holds important Church documents online, and http://www.caseresources.org/, which contains useful resources for those working in evangelisation.
· The National Youth Agency www.nya.org.uk is also a useful portal which offers access to documentation, policy and news matters relevant to Youth work in the UK.

Restricted Access portals include:

· The EBSCO Host service contains www.ebscohost.com the full text of articles from several thousand periodicals. It is a good source of information for a wide range of coursework and access to this through the LRC should be explained during induction.
· Routledge Encyclopedia of Philosophy Online is a resource which is also available through our LRCcontains a wide range of articles on philosophy and philosophers.

A classic port of call for many browsers is Wikipedia which should be used with a little more care than a normal published encyclopaedia for the very simple reason that the articles there are not reviewed scrupulously before publication. The warning with Wikipedia is that we all like it until we read about something we really know and then we are horrified at its bias, over-simplification, etc. So whilst it may not be a bad way to begin to understand a topic – handle with care – and cross-reference what you find there with published works.

6.4 Finding and Assessing Material from the Internet 
Since there is such a variety of brilliant and batty material out there on the Internet, you might find it helpful to use the ‘4 As’ criteria from the table below to evaluate websites or documents on the web

	Questions to ask
	Factors to check

	Accuracy

*Who is the author of the document?

*Can you contact him or her?


	*Make sure you know the distinction between an author and a web editor

	Authority

*Who published the document? A person or organisation?

*Is the author qualified to write this document?
	*Check the domain of the website.  Make sure you know how to identify different kinds of domain name. Note that an ‘ac’ domain name in the UK means that the site is run by a University and an ‘edu’ domain name means that it is supported by an educational institute in the USA.

	Alignment

*Why does the document/website exist?

*Who is it written for?

*Are any opinions expressed?

*Does it show bias?


	*Check for advertising on the website and determine how large a feature the advertising is.   Is advertising really the entire aim of the site, even if it isn’t obvious

	Advanced or Outdated?

*Is it up to date?

*When was it last updated?

*When was it produced?


	*Check for a statement about when the page was last updated.  Broken links will indicate that it hasn’t been maintained very well


6.5 Using Resources
Once you’ve found a book or website, one of the important things that a university student must be prepared to do is to critique what is read. For example, single author books tend to be written from a particular viewpoint which may colour the material. The author will probably be taking a particular stance on a debated question rather than presenting ‘facts’. Sometimes the view may be controversial or disputed and the author may not say so! Never assume that a book is impartial, accepted wisdom, or something that every scholar agrees on. This is one reason why a range of scholarly views should be sought. Ask yourself questions such as:

· What is the author’s aim? Does he/she have an axe to grind?

· How does the particular point relate to the argument as a whole? 

Who or what is this author fighting against or afraid of?

“The underlying purpose of reading is to develop your thoughts; to weave new ideas and information into the understanding you already have and to give new angles to your thinking. If you try to bypass this thinking process, you are not really learning as you read. Learning is to do with changing your ideas, combining them together in new ways and extending them to cover new ground.  Reading a text is one way in which you trigger off these changes.” [Andrew Northedge, 2005, The Good Study Guide, Milton Kenynes: Open University Worldwide, p34]

Reading is not just about obtaining new information, it is about expanding your own thinking. Key questions to ask yourself include:

· What point is the author trying to make? (subject content)

· Can I present this argument in my own words? Could I explain this to my little sister?

· Do I agree with the author’s view or argument? Do different views exist? 

“Anyone who has not entered into dialogue with a text, who has not asked it questions and listened to its answers, not attempted to find within it even better answers, not selected some part for special emphasis while omitting consideration of others, anyone who has not done this has not read the text.” [Stuart Schneiderman, Jacques Lacan, pp31-2]

Whether reading information in books, articles, or on the web, ask questions such as: Who published the material?  Is it a journal or a website where articles have to be “peer reviewed” before being published?  Is the author qualified to write about the topic?  When was it written?  A book or article written many years ago may have become a classic, and may still be worth reading, but it would also have to be compared with the best contemporary writing.  Always remember that even a scholarly author may have a hidden agenda and you should look for evidence and argument and also think what might be missing from what is being said.

7. Researching, Planning and Writing Essays
7.1 Different Types of Essays 

(a) Descriptive

The word ‘essay’ may cover a wide range of assignments, the simplest of which is basically descriptive e.g.:

List, write notes on, briefly describe, itemise

· List the ten commandments and provide the biblical references for each of them

· Write brief notes on any two of the following:

        (i) Hinduism; (ii) Buddhism; (iii) Islam.

Describe, give an account of, explain:

· What are the five pillars of Islam?

· Give an account of the theory of kenosis
These two types of essays require a descriptive account of something.  They are examining your knowledge of content, your ability to express the main themes with clarity and in the appropriate order. They do not explicitly require you to express personal opinion or criticism, nor require you to provide a conclusion as such.  You will be marked down if you do not include sufficient content; if you cannot discriminate between the central aspects and more peripheral issues; if you introduce substantial irrelevant material; if you are unable to express ideas in clear language. People of all abilities should be able to obtain good marks on these types of question, though it is more difficult for those of higher ability to demonstrate their analytical skills thereby gaining very high marks.

(b) Write an essay on...

· Write an essay on Christianity

At a glance, questions such as these look easy to answer.  However, they should be avoided unless you possess a broad knowledge of the subject and are confident enough to narrow down that knowledge to a coherent and focused discussion.  Too often, students throw down all their knowledge onto a page like packing a suitcase in a hurry: there is no obvious order to the essay, and important items may be left out. It may be that the tutor has intentionally left the task broad in order to encourage creativity and originality in your response.  You have the freedom to choose what you will concentrate on and to apply the knowledge you have.  For this reason, it is possible either to do very well or very badly.

(c) Assess, analyse, evaluate

· What do you understand by the term ‘religion’?

· Assess the impact of atheism on organised religion

These types of questions require more than information.  The whole structure of the essay should be in the style of a considered discussion.  

(d) The compare and contrast essay

· Compare and contrast the Alexandrian with the Antiochene schools of thought on Christological doctrine

· Compare and contrast the ethical dimensions of Christianity and Islam

· Is Rahner’s or Moltmann’s account of the Trinity to be preferred?

(e) A quotation followed by a question related to it

· “God is dead”.  Do you agree?

· “Blessed are the peacemakers”?  Should Christians be pacifists?

· “Where God is male the male is God”.  What objections have feminist theologians brought against traditional religious language?  Evaluate some of the alternative strategies which feminists have employed in Christian liturgy

(f) The ‘for and against’ essay

· Give the arguments for and against euthanasia

· Did Jesus know he was the Christ?

· Can there be belief without knowledge?

(g) The exegetical essay

· Is Genesis 19 a condemnation of homosexuality?

· Choose one of the psalms you have studied and comment on its style and major themes

· Examine the theories concerning the composition of the Pentateuch

· Which Gospel came first: Matthew or Mark?

Your tutor will give precise guidance on the approach to take when analysing specific biblical texts.  In general, you are expected to do more than simply paraphrase what it says.  It is best to avoid a line by line commentary on the text.  This becomes tedious and can fail to distinguish between major points and minor issues.  A good initial approach is to copy the passage and to circle or underline key words or phrases, writing reflections on the important features in the margin.

7.2 Approaching the Essay
(a) Think about the question

Look at the sentence construction of the question. Identify key words. Underline the task required of you. Decide which content areas should be included in your answer. Consider which approach might best be suited to answering the question.

The four most common mistakes made in essays are:

· Answering the wrong question

· Misunderstanding the point of what is being asked for

· Failing to see the emphasis of the question

· Misreading the instructions

The following page highlights key words you will encounter in essay and exam questions, along with their meaning:

(b) Key Assignment and Examination Words:

ASSESS
Weigh up the evidence and arguments for and against something

COMPARE
Look for similarities and differences between two or more things

CONTRAST
Deliberately single out and emphasise the differences

CRITICISE
Give your assessment of the evidence, explore its implications

DEFEND
Set out the arguments and evidence for something, taking into account any problems or objections to this view

DEFINE
Set down the precise meaning/s of something

DESCRIBE
Give a detailed account of something

DISCUSS
Investigate and examine by argument, explore the implications, debate and possibly consider the alternatives

EVALUATE
Weigh something up (maybe pros and cons) and make an appraisal of the worth of something

EXAMINE
Describe the problem or situation, analyse the main issues or questions and how they might be answered

EXPLAIN
Make clear, account for something

ILLUSTRATE  Use examples to explain something

INTERPRET
Explain the meaning or significance of something, make it clear

JUSTIFY
Give adequate reasons or grounds for a claim or conclusion, and address any objections to it

OUTLINE
Give the main features or general principles of a subject, leave out minor details and emphasise the structure or arrangement

RELATE
(a)  Show how things are connected or affect each other



(b)  Tell the story of something

REVIEW
Make a survey of, examine the subject critically

STATE
Present in brief, clear form

SUMMARISE Give a brief account of the main points, omitting details or examples

TRACE
Describe the development or history

Example 1


Characterize Parish Youth Ministry in your area and relate it to the Mission statement of your diocese.

The immediate parish provision for young people is the main subject; and the diocesan context is a secondary aspect which can help you narrow the focus or highlight some key aspects of what us happening in the parish. 

Example 2

Is Augustine’s or Aquinas’ account of the doctrine of the Trinity to be preferred?

The topic is the doctrine of the Trinity in two versions: Augustine and Aquinas. Both must be described, assessed, compared.

Example 3

What might count as evidence for belief in life after death?

This question about life after death is not asking for whether you believe in life after death. Neither is it asking you to simply give any evidence you may have to hand. The question is asking you to analyse the problems of, for example, considering the experiences people have to be accurate and reliable evidence.

7.3 Writing the Essay
Generate ideas and plan your answer

Spend time ‘brainstorming’ by jotting down everything that comes into your mind which you consider to be of relevance to the topic; do this in list form initially. Only later develop and refine your reflections into a ‘flow chart’, boxing key ideas and connecting related ideas by linking boxes into a string or network of thoughts. Write down issues you see contained in the question, key scholars, questions you may have, things you need to check up on and so on. Do not try to be organized or logical at this stage. Do not try to criticize what comes to mind. When you run out of ideas you may need to do some research using the library and internet sources as noted above.

Make a detailed plan of the essay

Only at this stage begin to order your thoughts into a structure. Use your previous notes and ideas to develop an organized plan. Consult the School’s assessment criteria in order to help you structure your thoughts appropriately.  Having planned the structure of the essay as a whole, in outline, be clear what each paragraph is intended to communicate. 

The introduction should be short. Aim to include some or all of the following: 

· Set the scene, by outlining the context of the discussion and preparing the ground for the material you are going to present.  

· Analyse the essay question (re-state what it is requiring of you).

· Define or explain any key terms.

· Set out the scope of your essay (what it will do, what it will not do). For example, “In discussing the topic of life after death, I shall confine myself to philosophical arguments and exclude from consideration evidence based on medical criteria.” 

· Outline the key issues in a concise but clear format.

The main body of the essay contains around 80% of your word count. According to the type of question set, it should contain:

·  Description.

·  Information

·  Analysis.

·  Views of others

·  Your assessment of all of these.

The conclusion will be about 15% of the essay. It may:

·  Present or summarize your findings (it is OK to repeat yourself).

·  Provide a final assessment of the situation.

· Relate the previous discussion to the question set.

· Discuss the wider implications or future prospects etc.

Discuss your research with your tutor

This need not take long. You may simply want to clarify an area you are not sure of, or ask a question. It may consist of a brief verbal explanation of the approach you intend to take in the hope that your approach will be approved. It may consist in showing a plan or draft piece of writing to your tutor. Some tutors even give feedback on draft essays. This stage may seem like an ordeal but it will lead to improved work and should build your confidence. All students who go to see their tutor obtain higher marks as a result. Remember, if you submit work to a tutor always retain a copy for yourself.

Evaluation and re-writing

Leave your essay for a few days and return to it with fresh eyes. Ask someone else to read it for you. Does it make sense? Have you answered the question set? Have you covered all the main aspects; Have you gone into enough depth or is the work shallow and superficial? Is all the content of relevance? Is all of the material accurate? Is there a logical order? Have you distinguished clearly between your ideas and those of others? Is the essay the correct length? Have you proof-read thoroughly?

“I always find it hard to start off my essay”

If you develop a block in planning do not fear. Try attacking the question without a plan to see if that kick-starts you into action. You can look at the structure or re-order material or develop a plan at a later stage. If you are still stuck it may be because of information overload. Try talking to another person about your reading and your ideas. Speaking out loud often helps you to articulate your ideas in simple language. It sometimes helps to imagine having to give a class to sixth formers on the essay topic. How would you choose to get the main message across? What strategy would you choose? How would you grab their interest? If you cannot answer the question out loud, you will not succeed when writing an answer. Keep the sentences short and simple. Do not try to achieve too much.

When you put pen to paper ask yourself:

·  What am I trying to say?

·  Can I express myself more clearly?

·  What basic points do I need to include?

·  Am I communicating to the reader?

“I find it hard to write enough”

Try making more detailed notes. Check to see you are not omitting important points or assuming material that needs to be spelt out. Remember you have to explain fully the points you are trying to get across. Illustrate your argument through the use of more examples. Do not be vague. Give more attention to how your points link up with one another.  

“I find I have too much material; it always go over the word count”

If you do not know what to leave out you need to be more brutal at the organizing stage. Are you including waffle or too much preamble in the introduction? Have you included an aside that can be omitted? Are you being unnecessarily ponderous in your writing style and labouring points too much?

8. Referencing
Coursework must be your own work.  However, academic research involves reading, digesting and commenting upon relevant scholarly work and it is expected that, at undergraduate level, your work will rely heavily upon discussing and analysing ideas from these sources.  It is important that you do not just string together fine-sounding phrases, but you will want to use relevant quotations, paraphrases and ideas from others to support the argument you are building in your essay.  The important thing is to acknowledge where you have used others scholars' words or ideas by proper referencing.  It should be possible for the person marking your work to locate the exact page or paragraph that you have used, whether from book, journal article, periodical, encyclopaedia or internet website.  An impressive piece of coursework often contains a great many references to such sources and it is important to learn this skill, using the recommended system.  

Plagiarism

Be very careful to avoid plagiarism in written work of any kind.  Plagiarism is the presentation of someone else’s words or ideas as though they were your own.  If detected, plagiarism results in automatic failure for that piece of work.  Whilst it is perfectly acceptable to paraphrase the wisdom of others or quote verbatim, you must acknowledge the author (i.e.: reference with name, date and page number where applicable).  This includes material found on the Internet. Finally, the quality that is likely to gain most essay marks is original thought.

Referencing Procedure

The School of Theology, Philosophy and History is committed to a proper referencing procedure. During level 1 all undergraduates will have a lecture and seminar on the correct method of referencing their work.

Proper referencing involves giving the author, date, title, place and publisher of the source you are quoting, paraphrasing or referring to in your essay.  The two most important things about referencing are clarity and consistency, and it is generally considered better if you do not use abbreviations such as 'ibid' as these can cause confusion.

The idea of referencing is to provide the reader with all the information necessary to locate the exact page or paragraph of the work to which you are referring.

In this School, the recommended system is the Harvard System (otherwise known as the Social Scientific Style or Author-Date system). This should be used both for citing sources within your essay and for your bibliography.  

8.1 The Harvard System in General

What does it look like?

Basically at the end of the passage in your essay where you have alluded or referred to an author in support of your argument, you put in brackets the author’s surname and the year of publication e.g. (Jones 2009).  Then and only then do you add your little old full stop!  If you have quoted a particular statement that appears say on page 100 then the reference might become (Jones 2009:100).

What about Footnotes?

Footnotes can be used to expand on a point you make in the body of a text but the Harvard system enables you to dispense with footnotes as a form of referencing quotations or support for your argument.  It presumes full details will be at the end of your paper but keeps the main text nice and short.

What about Scripture Quotes?

These should always be book, chapter and verse.  ‘And God said:  “Let there be light!” and there was light.’ (Genesis 1:3).  If there is more than one book of the same title, this is indicated by a Roman numeral e.g. Josiah’s reform is described in both II Kings 23:1-27 and in II Chronicles 34:8-35:19.  Always include in the bibliography the particular translation of the Bible you are using.
What are Primary Sources?

Basically, a Primary source is a key original document, book or piece of information that ‘other authors have written books about.’ To some extend the ‘primary source’ for an essay depends on the question.  For example, in a Scripture essay especially but in Theology in general, the Bible is a classic ‘primary source.’  Other ‘primary sources’ in Theology would include documents from Christian councils such as Nicea, Chalcedon and Papal documents up until the present day.  In Philosophy though, an essay on Plato would mean that quotations from his famous work The Republic would be citations from a primary source.

What is Secondary Literature?

These are the works by authors you have consulted to develop your ‘theological conversation.’  They should enrich your understanding of the topic but not prevent you from engaging with your main text or primary source.  In general you should try not to quote a primary source through a secondary work – it is best if you can, to look up the original.  So if the author of a book quotes Thomas Aquinas, do try and look at what Aquinas actually says, rather than take Joe Bloggs’ word for it.

What about Internet Sources?

Internet sources should be referenced with Author and date and full details given in the bibliography (see below).  If there is not an obvious author cited but you are quoting an organization, e.g. a news item from the BBC, it would similarly appear in the text as (BBC 2010) and the reader could look up the full details in the bibliography.  For internet sources these should always include the URL and the date the site was accessed.

What is a Bibliography

In the next section there is an explanation of how to set out a bibliography. In TPH if you are using the Harvard method it is necessary to always end your essay with a bibliography.  This should be in alphabetical order based on the authors’ surnames.  You may also help the reader by organizing your bibliography into Primary Sources, Secondary Literature and Internet sources – see below.

What is Plagiarism?
Plagiarism is bad referencing.  Basically it is using the work of someone else without acknowledging you have done so.  There is a particular problem with internet sources where the ability to cut and paste work when you are struggling to meet a deadline is a great temptation.  Please don’t do this – it can lead to you being thrown off the course.  There is an old saying that using the work of many authors you’ve read is scholarship, using the work of one author you’ve read is plagiarism.  There is a lot of truth in this but if you reference properly you protect yourself from this damaging accusation whether you’ve read one, five or twenty authors.

8.2 Harvard Referencing – some details

Body of essay

Full bibliographical details must then be put in your bibliography.  If an author has published more than one book or article in the same year, you can distinguish these in your citations and bibliography as (for example) Hayes 1999a and Hayes 1999b.  You must cite the source of any ideas that are not your own, as well as quotations or paraphrases that you have used.

Examples of how these might appear in the body of your essay are as follows:

Direct quotation

It is said that, ‘The Old Testament is a collection of holy writings, gathered together by the Jerusalem community of the last centuries BC as the embodiment of its sacred traditions’ (Coggins 1990:101).

Or you might introduce the quotation and put a shorter reference in brackets:

Coggins states that, ‘The Old Testament is a collection of holy writings, gathered together by the Jerusalem community of the last centuries BC as the embodiment of its sacred traditions’ (1990:101).

If it is a longer quotation please indent and single space the material e.g. Smith remarked:

Theology has always been and will always be the greatest of all sciences.  It Seeks to understand not just the visible but the invisible, not just man but  creation, not just individuals but societies, not just cults but cultures, not just incidents but epochs, not just justice but injustice and the meaning of all life, however great or small (2008:11)

NB:  Whilst reading one source you may wish to quote another source found in it.  This secondary source (unless you have seen it yourself) should be referenced as follows:

‘…sufficient artefact material has been excavated from the regions of the two petty states of Israel and Judah to support the notion that the populace revered more than just the single deity’ (Handy 1995:27-8 in Mills 1998:24).

Paraphrase

Coggins explains that the writings of the Old Testament are a collection that was put together during the last centuries BC by the Jerusalem community, who saw them as embodying their sacred traditions (1990:101).

Use of ideas

We have to realize that the Old Testament is not just one book; the texts were put together over several centuries by those living in Jerusalem (Coggins 1990:101).

NB:  You may, if you wish, use numbered footnotes to explain a point or give additional information that does not fit easily into the argument you are putting forward in your essay, but perhaps clarifies it.  Most word-processors will number these automatically.

8.3 Bibliography

(a) Why Bother?

Bibliographies sometimes feel like the very last thing you want to be bothering with. In fact, they should be one of the very first! When you sit down to do your essay, write the title at the top, then the ‘Bibliography’ heading. You can then write your essay ‘in between’, filling out the bibliography as you go along. While this may seem like a distracting chore, there are very good reasons to take time and care over your bibiography:

Positive reasons (! 

1. It is good academic practice. One of the reasons you come to university is to learn to be scholars, and giving accurate and formally set-out references and bibliographies is part and parcel of this.

2.  Your readers need to know where all your wonderful, painstaking research has come from. This requires not only knowing the title of the book/article, but also the precise publisher and date, etc..

3. It will help your own revision. When you look back on your old essays, it will help you immensely if you know where exactly you originally found the information you’ve cited.

4. A good bibliography is a joy to behold! Just as you lovingly arrange photos of cherished friends and family members into albums… so too a bibliography records the happy moments you’ve shared with your primary and secondary sources. 

Negative reasons (!

5. You lose marks if you don’t. This isn’t just us being mean or pedantic, for the positive reasons 1 and 2 listed above.
6. Fraud is a criminal offence. Seriously though, when you submit an essay you sign a statement (on the green form) confirming that you ‘have included a full bibliography and/or reference list as required’… 
(b) The Basics

Your bibliography should be organized alphabetically, by author surname. If you are using more than one source from a specific author, list their publications in date order. If there are two or more from the same year, designate them as (say) 1999a, 1999b, etc. The way the information is presented varies slightly depending on the kind of text it is. For example:

Monographs (i.e. a ‘normal’ book)

Titles and subtitles appear in italics. 

Tyler, P., 1997. The Way of Ecstasy: Learning to Pray with Teresa of Avila. Norwich: Canterbury Press.

Edited volumes

If there is more than one editor, only initials of the first follow the surname.

Fry, H., R. Montagu and L. Scholefield (eds) 2005. Women’s Voices: New Perspectives for the Christian-Jewish Dialogue. London: SCM Press.

Articles in journals

Article/essay title is in inverted commas. Italics used for title of book itself. Page numbers of the specific article/essay itself are given. You must also give the issue and/or volume number of the journal its in.

Towey, A. 2009. ‘Dei Verbum: Fit for Purpose?’, New Blackfriars 90/1026 (March), pp. 206-218

Articles/essays in edited volumes

Article/essay title is in inverted commas. Italics used for title of book itself. Page numbers of the specific article/essay itself are given. 

Bullivant, S., 2010. ‘The New Atheism and Sociology: Why Here? Why Now? What Next?’, in A. Amarasingam (ed.), Religion and the New Atheism: A Critical Appraisal (Leiden: Brill), pp. 86-102

Internet Authors & Websites

It is possible either to list an author located via the internet in the body of your bibliography OR to separate your internet sources into a different section but you must give a full URL of the specific webpage you are citing, and the date you visited the site.

McCarthy, G., 2004. ‘Interview: Theologian and Social Activist Mary Grey’, The Social Edge, 02/02/10 <http://webzine.thesocialedge.com/ interviews /the-social-edge-interview-theologian-and-social-activist-mary-grey/>

(c) Bibliography: Some Details

Dictionary or Encyclopaedia articles

Note that, in multi-volumed publications, the volume number is cited as well as the relevant page numbers.

Purvis, J.D. 1992. ‘Samaria (City)’, in D.N. Freedman (ed.), The Anchor Bible Dictionary. New York: Doubleday, Vol. 5, pp. 914-921.

Translations

Stemberger, G. 2000. Jews and Christians in the Holy Land. Palestine in the Fourth Century. English translation by R. Tuschling of Juden und Christen im Heiligen Land, München: Beck, 1987, and incorporating additional material by Günther Stemberger, Edinburgh: T & T Clark.

Primary sources where editor’s comments are cited

Wansbrough, H. 1990. ‘The Deuteronomic History’ in New Jerusalem Bible (Study edition) London: Darton, Longman & Todd, p. 197.

Referencing Sacred Texts

Biblical books are spelled out in full, except when chapter and verse number(s) are given; thus Genesis 11, Genesis 11-12, but Gen. 11.1.  When quoting from the Qur’an, give the Sura and verse number, i.e. Sura 65.3.

Ancient Sources

References to books and chapters (etc.) in ancient authors, such as those of the early Church Fathers, Aristotle, Plato, Josephus, Philo, etc., should always be in Arabic numbers with a full stop between, e.g. Homer, lliad 20.3.17; Josephus, Ant. 5.223.  Note the comma after the author’s name (not to be abbreviated) but not after the title.  Titles of ancient works (except for the biblical, apocryphal and Qumran writing) are in italics.

Other Documents

One example might be the Roman Catholic document Catechism of the Catholic Church, where the reference in the body of your essay might appear as (1994:n.874).

9 
Improving Your Written Work
(a) Study Skills

First things first, if you have any issues with the way you write or phrase written English, please do take advantage of the Study Skills support team – they are there to help and details of their office availability are made available at the start of each term on subject noticeboards.

(b) General Presentation

The quality of essay presentation is important. While you may get different guidelines from other subjects, the policy of the School of Theology, Philosophy and History is as follows.

Students are encouraged to word-process their work and put into a file.  Naturally, it takes time for essays to be typed so make allowances in order to meet essay deadlines.  Also, you will find that paying a typist becomes an unacceptable expense.  The easiest solution is to type it yourself!

Third year dissertations must be typed and bound.  Binding costs little more than a file and is available in the Learning Resources Centre.  It is a good idea to get into the habit of typing and binding all assessed essays.  It encourages pride in presentation that may well enhance the quality of your final degree.

(c) Writing Essays
An essay is your chance to demonstrate your knowledge and ability.  Although this guide will offer advice, there is much scope for developing your own individual style of essay writing.  However, there are certain principles that you will do well to remember.

(d) Style and grammar
Although we do want you to put a little bit of yourselves into each essay, you should not use the first person (I, we, you) too readily.  Try to keep to phrases such as "The evidence suggests that...", "It appears that..."  or "...logic dictates that...", rather than "I think that..."

Always argue from the general to the specific, that is make general statements first then give examples and evidence to support the generalisations.  If you include diagrams make sure that they are titled, referenced, and referred to in the text of the essay.  Do not waste words with waffle.

Be aware that in an establishment where the purpose is to develop scholarly excellence, lecturers are duty bound to preserve the English language by demanding high standards of spelling, punctuation, and sentence structure.  It is impossible to divorce the substance of your arguments entirely from the manner in which they are presented, so naturally a proficient writing style will win you higher grades.  Remember that, as students, words are the tools of your trade.  Always strive to use words in a clear, concise and varied manner.  Think before you commit pen to paper.

While you are required to use references to support your arguments, avoid the use of direct quotations.  They may be used if relevant but should be used to support your arguments rather than as bald statements.  Students often claim that because they "couldn't have put it better themselves" it is appropriate to quote extensively.  However, this is undoubtedly the easy option for students and will be marked accordingly.  Try to capture the essence of someone's argument in your own words but always acknowledge the source of material.

(d) Title and Content
Usually you will be given a specific essay title but sometimes you will be set an assignment which allows you freedom to choose your own title within certain boundaries.  

Often the most difficult dilemma when essay writing is deciding what information to leave out.  Select only the most relevant material and make sure you relate it clearly to the essay title.  Make sure you are familiar with the "questioning" words used in examinations and essay titles.

(e) Word limits

All coursework will have a word limit associated with it.  Although we do not count the words, you are expected to keep within + 10% of this word limit, by being selective in the information you include and writing concisely.  Students are encouraged to provide a word count at the end of the work.  You may be penalised if your work is too long or too short 

(f) Paragraphs, Style and Sequencing

Please note the rules on the submission of assignments outlined above in Section 4

As a reminder of some key points, coursework presented should meet the following requirements:

· Coursework submission form (available from the EPS Director’s Office, Dean of Studies or outside the TPH Office, F201, at Saint Mary’s), signed and completed with your name, Registration No., PL Number and Module Code.
· Essay title at the top of the first page (you should put your student number here too).

· Wide margins (left and right, top and bottom) to allow for the marker's comments

· Double-spacing except for bibliographies and footnotes, which should be single-spaced 

·  Standard and simple font (e.g., Times Roman or Arial) using 12-14 points for the   main body of the essay and 10 points for footnotes, with non-English words in italics or underlined (e.g. berit, diatheke)

· Page numbers
· Word count at the end of the essay (this should not include any footnotes or bibliography) - make sure you are within 10% of the recommended number of words required for the particular piece of coursework.

· Proper referencing using the Theology, Philosophy and History School's recommended style - see detailed guidelines under 'Academic Referencing'.

· Bibliography - all sources used in your essay must be listed.

In addition to the structure of the essay as a whole, ensure the reader can follow the sequence of thought from one sentence to the next.  Each paragraph should have an internal structure to it too and should only deal with one idea or issue. The first sentence of each should indicate the content of the paragraph. In order to make the ideas flow within paragraphs you will need to use a variety of transitional words that indicate how the sentences link together. Assist the reader in following your argument by clearly highlighting your intentions through the use of “signposts”. This helps the reader to recognize your aims.

To introduce a contrast:


but
however
 on the other hand
 yet
by contrast

To indicate a move to an opposing point of view:

nevertheless
on the other hand
at the same time

To indicate you are offering an illustration:
for example:
that is,

for instance:

To extend or expand an idea:
similarly,
moreover,
furthermore
in addition
not only

To indicate a conclusion or result of something:
in conclusion
therefore 
consequently

thus
whence

To indicate the next step:
then
after that
ultimately

To indicate how one point follows on from another:
“Having looked at the strengths of this, one must now consider the weaknesses.”

“While this point of view has its advantages, Moltmann’s view is also worth considering.”

To indicate what function the paragraph serves in the overall essay:
 “As we have seen in the previous section...”

“To summarize...”
 

“In short...”

10. Assessment: How is My Work Marked?
‘The way in which students are assessed fundamentally affects their learning. Good assessment practice is designed to ensure that, in order to pass the module or programme, students have to demonstrate they have achieved the intended learning outcomes.’ (QAA Academic Infrastructure §6: 2006:4)

There are four general criteria:

Organisation and Presentation of Material

Includes clarity of structure and fluency of style (including grammar and spelling).  For coursework this includes legibility and neatness of presentation, appropriate referencing of source material and completing the work at the appropriate length (neither too long nor too short).

Identification and Discussion of Issues

Includes attention to the wording, sense and purpose of the task/question as well as the ability to respond to these in the identification and discussion of relevant material.

Range and Use of Material

Includes knowledge and understanding of the material, a sense of priorities in assessing its importance and relevance, and an awareness of different perspectives in constructing an argument.

Depth of Analysis and Critical Thinking

Includes soundness and clarity of argument, use of reason and evidence in developing or criticising arguments, the presence of thought appropriate to the field, evidence of personal response and original thinking.

Each piece of coursework you submit must be attached to a signed cover sheet.  These can be obtained from the EPS Director’s office, the PDFP Dean of Studies or from outside the TPH office (F201) at Saint Mary’s. When your marked work is returned it will detail the strengths and weaknesses of your effort.  A good piece of writing will show that the student has understood the topic and the main issues and positions involved.  In addition, the student will be able to present relevant argument and clarify positions, thereby demonstrating a command of relevant literature.  Higher marks will be awarded for the critical and evaluative work.  Original work, or work which presents a new synthesis of ideas in addition to all the above will obtain the highest marks (rare).

Marks are awarded for:
Overall presentation
Work must be tidy, typed with double-line spacing and wide margins.  Pages must be numbered and typed on one side of the sheet only. All work must be proof-read to check for sentence construction, spelling, typographical errors, grammar and punctuation (particularly the use of the apostrophe).  Frequently, students lose valuable marks by these unforced errors.

Structure

The structure provides the skeleton on which to place the flesh of the discussion.  The essay has to communicate complex ideas; it is therefore essential that it is clearly structured to allow logical and coherent development of the discussion.  The structure does not simply emerge once pen is put to paper.  It has to be planned through careful reflection before writing begins.  Clear thinking leads to a clear structure.  A muddled essay is often the result not just of bad planning but of an inadequate grasp of the issues.  The essay should have an introduction which sets the scene for the discussion to follow.  At this stage you will indicate the scope of your essay and how you are going to limit the discussion.  It must be immediately apparent to the reader that you are focussed on the particular question set.  The final remarks comprise the c conclusion.  The essay should not taper off, or finish abruptly. You should recapitulate your findings.  There may be an apt quotation which you could include to summarise the points you have tried to make.

Development of argument
This is your statement of how best to answer the question set.  Therefore the argument must always be geared to generalities.  You should not digress and use up precious words on asides.  Neither should your essay be a series of apparently unrelated statements.  The argument should develop in accordance with the structure you have chosen.  Each new paragraph should introduce a new section which further develops your argument.

Knowledge content

Part of the skill of essay writing is in deciding what basic information is relevant to the discussion.  This means deciding what should be included and what should be omitted.  Your reading and research should provide you with much more material than you can use.  The art is how you craft those findings into a coherent discussion.  You will lose marks if you introduce substantial irrelevant material or if you fail to discuss some item or scholar of importance.

Reflection and analysis

Have you displayed an ability to analyse scholarly positions or religious texts and weigh up arguments?  Can you comment on their strengths and weaknesses?  Are you in control of the task, or are you struggling to make sense of it?  Do you have a view?  Have you communicated it?  Can you express opinion clearly and with authority?  

Do not simply marshall the arguments of others, but try also to participate in the debate yourself.  Show that you have thought about the question and developed your own response.  Has something been overlooked in the scholarly debate which you think should be considered?

Continuity of thought
This follows on from the development of argument criterion.  Marks are allocated on the basis of the coherence, inner dynamism and progressive development of your writing.  You will be marked down if sections appear to be inserted arbitrarily, if there is a flaw in the logic of your thought, of if you commit a non sequitur (a conclusion which does not follow from the premises, or a statement with little or no relevance to the one that preceded it).

Bibliography

The bibliography should contain all the books which you have used in preparation for the assessment.  This will include all the works to which you have referred in the course of your writing and, in addition, works which have influenced the way you respond to the question.  The marker will want to know whether your selected reading is sufficient, up to date and properly balanced to reflect a range of scholarly views.  Marks will be lost if you have cited works in the body of your essay but omitted them from the bibliography.

Evidence of reading
Anyone can list books in alphabetical order at the end of the essay.  However, it soon becomes clear whether the student has read any of them!

Use of primary sources

In order to write an essay on (say) Marx, you need to read Marx’s writings.  In order to discuss what the Bible states about poverty, it is necessary to refer to the relevant sections of the Bible which deal with this subject.  This criterion measures whether and how well you have used the primary material.

Use of secondary sources

In writing an essay on Marx you will want to consult the writings of others who have also reflected on Marx and his legacy.  This literature is secondary material which has come into existence because of the existence of the primary material.

Illustrative material

You may be asked to present information by way of illustrations, or submit projects or include religious art or architecture in your written work.

Academic citation: Some last thoughts

Examiners look to see whether students have become familiar with the writings of the discipline to which they belong.  It is necessary for students to make reference to important texts in their essays.  A common strategy is to extract a quotation from an important or relevant text.  Another possibility is to summarise the words of a commentator or re-express them in your own words (paraphrase).  In both these cases you must indicate to the reader the source of the material by way of a reference (citation) in your essay and in addition to mention the work in the bibliography.  Marks will be awarded for appropriate and judicious use of citations.  Have you chosen a pithy quotation which encapsulates a scholar’s position and advances your discussion, or have you inserted a quotation of no obvious or immediate relevance to the point you are making?  Are you too reliant on scholars?  Do you use too many quotations, leaving no space for your own reflections?  Do you use the words of others as a substitute for trying to express yourself?  Successful use of citations takes time and practice.

11.
Quality Assurance

The FdA Youth Ministry Programme is subject to continuous monitoring and review by college tutors, students and external examiners.  The framework for monitoring and evaluation is given below.
The maintenance and enhancement of quality in the programme is sought through:

· Student evaluations

· Tutor evaluations

· The Programme Board
· The School of Theology, Philosophy and History Annual Report to the Validation and Review Committee

· External examination

· The National Student Survey (NSS)

In addition, student representatives are invited to meet with the Programme Director on an occasional and informal basis.  The intended communication flow between tutors and students is illustrated by defining the elected student representatives roles and responsibilities.

11.1 Student Programme Representatives

Generally, Year Groups elect student representatives to serve as Year Representatives on the Programme Board for their programme, though on small programmes such as the FD Pastoral Ministry, it can be the case that everyone is invited to the forum. If appointed, representatives will endeavour to promote the general well-being of the Year group within the framework of St. Mary’s University College Mission.

11.2
The Purpose and Role of the Programme Board
Each Programme Director is responsible for organising a Programme Board.  This is the forum for students and staff to present their views on the operation and development of the course. The Programme Board provides an important mechanism for the collection and consideration of student feedback. The Terms of Reference and Composition of the Board are set out below. Any alternative mechanism approved for student-staff consultation e.g. for part-time students, should accord with these Terms of Reference and Composition.

The PB has responsibility for considering the effective management of the programme, including enhancement of provision. The remit of the BoardF covers: 

· the academic welfare of students, and specifically the programme induction and the Academic Tutor system;

· student feedback comment on programme operation, curriculum content, teaching, study skills, support, assessment, facilities, library and IT support and administrative support; 

· monitoring information/comment on previous year's programme which can include the annual report and statistics relevant to the degree such as pass rates.

· consultation on proposed changes to module content, assessment and/or course structure. 

The Programme Board minutes provide part of the evidence base for the annual monitoring exercise conducted each year by the School, and the periodic review of the course conducted by the University (normally every five years). 

Composition

The Board should comprise of 

· student representatives

· Programme Director (SMUC)

· full-time staff teaching the course

· one member of administrative support staff 

· the subject librarian (representative of the LRC)

Good practice in committee organisation indicates that: 

· Issues raised at the Board  should be reasonably representative of the student and/or staff group and not just of a minority; 

· Urgent practical problems (e.g. access to IT facilities or teaching rooms) are to be raised with the Programme Director in between Programme Boards, rather than delayed;

· Issues raised at the meeting and decisions taken are recorded on an ‘action list', and draft minutes or notes should be approved by the Chair and circulated within three weeks of the meeting and the list of actions reported back to the next meeting as ‘Matters Arising'.

What happens to the discussions held at the Programme Board

The Programme Director reports back to the students and the Head of Theology, Philosophy and History. A copy of the minutes should be made available. Information is also fed back into the Course Evaluation and Review and the Subject Area Review

11.3
Module Evaluation Questionnaires

You will be given an evaluative questionnaire at the end of each semester with questions relating to all modules taken.  The summary of these answers will also be fed into the annual reporting of the programme.
11.4
National Student Survey
The National Student Survey (NSS) was introduced by the Higher Education Funding Council as a way of gathering information directly from graduates about the quality of their courses. The information gathered is used to provide information to future applicants to courses and to improve public accountability in higher education funding.

The NSS is conducted by an external company. You will be contacted, initially by email, towards the end of the final year of your course and asked to complete an online questionnaire which should take about five minutes to complete. The University is set a target for completed questionnaires and so IPSOS, who manage the survey, will contact you either by email or by phone until you complete the questionnaire. Please do take the time to take part in the survey as it provides important feedback to the University and to potential applicants to your course. 

12. Developing Career Skills
Foundation degree students are by definition committed to a career pathway in the short term. That said, it is important for anyone at any stage of life to be aware of possibilities with regard to the employment world.

Support and encouragement is offered equally, whether you know exactly what you want to do when you graduate or have no ideas and want our help to generate some.

The careers service at St Mary’s can help you to find and apply for work experience, part-time work, vacation work or internships, graduate training schemes, alternative gap year options, and funding for further study. We can also guide you in preparing excellent CVs and applications as well as help you to practice for success in interviews and at assessment centres.

You can make use of our comprehensive services by talking to information staff who will help you use our extensive careers library (including reference, take-away and electronic materials – see the 
e-portal
 for more details). 

Alternatively, you can speak to a careers adviser in a quick query session (ideal for CV and application feedback, or as an initial career planning discussion), a longer more in-depth careers discussion or a mock interview. Additional information on services including one-to-one guidance, psychometric tests and mock interviews can be found on the 
e-portal
.

Information on forthcoming careers events including seminars, workshops, and 'in department' talks can be found on the 
e-portal What's On page
. St Mary's students also have access to a number of job vacancy databases.

Contact the careers service

	Tel: 020 8240 4055
Fax: 020 8240 2380
Email: careers@smuc.ac.uk
	


13. Other Facilities at St Mary’s University College

13.1 Catering Services

Situated in the heart of the campus between the LRC and K Block, the 'Ref' is open 7 days a week catering for your needs. The 'Ref' also has a retail shop area where a few grocery items, medicines and stationery are available for purchase.

There is also the Dol-che Vita Espresso Bar next to the LRC which is a stylish grab and go eatery, providing predonimantly Fairtrade products. Snack and drink vending machines are also located around the campus.

Opening Times for Refectory


Monday-Friday

8am-9am breakfast

11.45am-2.30pm lunch

4.30pm-7.30pm dinner

Hot meals, salads & snacks

Dol-che Vita Espresso Bar

Monday-Friday – 8.00am-6.00pm

13.2 Counselling Service

The Student Counselling Service is a confidential service for anyone experiencing emotional difficulties or distress. It is available for all students and staff who are part of St Mary’s University College programmes. 

We are located on the first floor of E Block, in Room E147, in the Student Services Department. Appointments are between the hours of 9am to 5pm, Monday to Friday, with the exception of University College closures for public holidays. The service is available throughout the year, including the summer (although the service is reduced). 

Counsellors are professionally trained and accredited with the British Association of Counsellors and Psychotherapists (BACP). They are required to have previous experience of working in a mental health setting and also in education. The 
BACP website
 provides details of the accreditation process.

The 
e-portal counselling pages
 feature additional information, including local and emergency counselling services and useful links.

	


Tel: 020 8240 4187 • Email: counselling@smuc.ac.uk
13.3 Dyslexia, Disability and Additional Needs Support

Pat Culshaw is St Mary's Dyslexia and Disability Co-ordinator (DDC). She works closely with the other members of the Student Services team, providing support across many areas. Her office is located in Room E12, near main reception.

The Dyslexia and Disability Service, available from Monday to Friday during term time, is private and confidential and any information disclosed will only be passed on to other staff with your written permission. Our aim is to support you in your time here and assist you to be proactive in your studies as an independent learner.
Contact

Pat Culshaw, Dyslexia and Disability Co-ordinator

Tel: 020 8240 4353

Email: culshawp@smuc.ac.uk
Text:
075135 29978 (office hours only)

13.4 Sports and Leisure

St Mary’s has a gymnasium, dance studio, sports hall and a large indoor tennis hall. There is ample equipment for a wide variety of indoor and outdoor sports and a fully equipped health and fitness suite. There are also a wide variety of clubs and teams that you can join. There are a number of outdoor facilities and excellent games fields at both Strawberry Hill and Teddington Lock. There is also a running circuit of one mile around the College Campus.

13.5 Students’ Union 

When you come to St Mary’s you are welcomed into a unique community, and students have the support of the 
St Mary’s Students’ Union
. The University College is renowned for its sense of community and the Students’ Union plays a big part in that. 

Your Students’ Union has a number of roles.  It provides a formal representative structure to allow students to air their views about their university college experience and to input those views direct to the St Mary's authorities through its board and committee structure.  

The SU also adds value to your student experience by providing extra-curricular learning, cultural and social activities through its sports clubs, cultural societies and events.  

It creates a hub for our student community where you can socialise in the SU bar and hall, on campus in a contained and safe way – a place where friendships are made and important networks are formed, allowing students to support each other through their university college years and beyond.

14. Resources at St. John’s Seminary, Wonersh
St. John’s seminary, Wonersh, was established in 1891 to train students for the Roman Catholic priesthood.  Since 1985 it has been offering courses in theology for external lay theologians, and these courses are now run alongside the academic programme offered to students in formation for priesthood.

St. John’s is a valuable resource for the local church and a centre of expertise in the work of pastoral formation and theology.  It is a venue for various ecclesial groups, including the Permanent Diaconate Formation Programme.

Students and formation staff on the PDFP are well looked after at Wonersh.  The catering staff of the seminary provides a substantial lunch on formation days, a good afternoon tea, and regular tea, coffee and other liquid breaks throughout the day.
There is ample provision for students to stay overnight before and after formation days and many (especially from dioceses further afield) often do so.

The seminary’s reputation as a centre of excellence in the pastoral sacred sciences means that it has an excellent library and IT provision, to both of which the students have access while on site.
15. Resources at EPS, Christian Education Centre, Tooting Bec
EPS staff are very experienced in working with people who are returning to study, having a keen appreciation of the fact that the needs of mature students differ from that of undergraduates.
Small year groups and the network of mutual support size of the rooms facilitates the rapid formation of a community of learners.

There is an extensive specialist library for Pastoral Theology, with up to date publications relevant to all modules taught through the FdA Pastoral Ministry.  EPS students can open up a library profile at the beginning of the programme, and can borrow up to three books per week.  It is asked that these be returned after one week in order to allow other students to use them.

The Christian Education Centre bookshop, located on the ground floor of the building and supervised by Garry Donaldson, contains a good supply of literature to the FdA.  Stock is regularly updated and orders regularly taken.  All EPS students get a 10% discount on books.

There is a student common room and kitchen on the second floor, with facilities for tea, coffee and food preparation and storage, including fridge and microwave.  There are several shops and supermarkets on the doorstep of the EPS that can be used to meet the needs of the students.

The EPS site has full disability access, with a lift, a loop system and disabled toilet facilities.
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Appendix 2

Assessment Grade Related Criteria

Criteria for written work – Level 1

	Distinction

70-100%


	Demonstrates intellectual self-confidence and independent judgement.  Shows a rigorous understanding of the topic and can apply concepts and principles of academic and pastoral theology.  Incisive argument is sustained throughout.  Organises material imaginatively and systematically.  Makes critical use of a range of general and scholarly texts.  Shows impressive qualitative and quantitative ability where appropriate.  Writing is polished, accurate and fluent.  Presentation uses appropriate scholarly conventions.

	Merit
60-69%
	Demonstrates a rigorous understanding of the topic.  Understands and applies concepts and principles associated with the field of academic and pastoral theology.  Argument is sustained, focussing consistently on the title / question throughout.  Organises material systematically, based around the argument presented.  Makes critical use of appropriate general texts and scholarly literature.  Shows qualitative and quantitative ability where appropriate.  Writing is accurate and fluent.  Presentation uses appropriate scholarly conventions.

	Pass
50-59%
	Demonstrates a good understanding of the topic.  Understands and applies concepts and principles associated with the field of academic and pastoral theology.  Argument is sustained, but could be developed further in places.  Organises material effectively in relation to the set title / question.  Makes critical use of appropriate general texts and scholarly literature.  Shows qualitative and quantitative ability where appropriate.  Writing is generally accurate, but shows occasional errors of grammar, syntax and spelling.

	Pass
40-49%


	Demonstrates an understanding of the topic.  Shows knowledge of the concepts and principles associated with the field of academic and pastoral theology. Shows acquisition of coherent and relevant knowledge.  Argument is presented, but lacks depth, rigour and complexity.  Engages with appropriate general texts and scholarly literature.  Shows reasonable qualitative and quantitative ability where appropriate.  Writing often lacks fluency, clarity and precision and is sometimes marred by errors of grammar, syntax and spelling.

	Fail

0-39%
	Misunderstands or is confused about many or most aspects of the topic.  Presents some appropriate knowledge and evidence base of academic and pastoral theology, but handles these superficially.  Argument is present, but is too often insufficient or incoherent.  No sustained engagement with the set title / question.  Has used some appropriate texts, but does not use a sufficient range of scholarly literature at this level.  Writing is marred by continual errors of grammar, syntax and spelling.  Presentation is poor and ignores appropriate scholarly conventions.


Criteria for written work – Level 2

	Distinction

70-100%

	Demonstrates intellectual self-confidence and originality of thought.  Shows a rigorous understanding of the topic and can apply well-established principles of academic and pastoral theology.  Incisive argument is sustained throughout.  Organises material systematically.  Makes critical use of a wide range of general and scholarly texts.  Work is set within the context of research in the field.  Shows impressive qualitative and quantitative ability where appropriate.  Writing is polished, accurate and fluent.  Presentation uses appropriate scholarly conventions.

	Merit

60-69%
	Demonstrates a rigorous understanding of the topic.  Understands and applies well-established principles of academic and pastoral theology.  Argument is sustained, focussing consistently on the title / question.  Organises material systematically, based around the argument presented.  Makes critical use of a good range of appropriate general and scholarly texts.  Shows awareness of research in the field and integrates this into written work.  Shows qualitative and quantitative ability where appropriate.  Writing is accurate and fluent.  Presentation uses appropriate scholarly conventions.

	Pass
50-59%
	Demonstrates a good understanding of the topic.  Understands and applies well-established principles in the field of academic and pastoral theology. Argument is sustained, but could be developed further in places.  Organises material effectively.  Makes critical use of appropriate general texts and scholarly literature.  Shows awareness of research in the field and integrates this into written work.  Shows qualitative and quantitative ability where appropriate. Writing is generally accurate, but shows occasional errors of grammar, syntax and spelling.

	Pass
40-49%


	Demonstrates some understanding of the topic. Understands and applies well-established principles in the field of academic and pastoral theology. Shows awareness of research in the field.  Shows acquisition of coherent and relevant knowledge.  Argument is developed, but lacks depth, rigour and complexity.  Engages with appropriate general texts and scholarly literature.  Shows reasonable qualitative and quantitative ability where appropriate. Writing often lacks fluency, clarity and precision and would benefit from proof reading and redrafting.

	Fail

0-39%


	Misunderstands or is confused about many aspects of the topic. Presents some appropriate knowledge and evidence base of academic and pastoral theology but handles these superficially.  Argument is present, but is too often insufficient or incoherent.  No sustained engagement with the set title / question.  Has used some appropriate texts, but does not use a sufficient range of scholarly literature at this level.  Writing is marred by continual errors of grammar, syntax and spelling.  Presentation is poor and ignores appropriate scholarly conventions.


Criteria for presentations - Level 1

	Distinction
70-100%


	Demonstrates rigorous understanding of the topic.  Excellent preparation and research.  Presentation works through challenging objectives.  Material contains insight and originality of thought.  Presentation is stimulating and easy to follow.  Delivery is well paced and keeps to allotted time.  Excellent selection and use of visual aids / handouts.  Successfully engages audience and makes good use of prompt cards or script.  Clear and well-intoned voice.  If a group presentation – each component is excellent, well integrated and logically structured.

	Merit

60-69%
	Demonstrates a thorough understanding of material.  Good preparation and research.  Presentation is analytical and/or works through clear objectives.  Good summary of main points at finish.  Organises material effectively so presentation is easy to follow.  Delivery is well paced and keeps to allotted time.  Very good selection and use of visual aids / handouts.  Successfully engages audience and makes good use of prompt cards or script.  Makes good eye contact with audience.  Clear and well-intoned voice.  If a group presentation – each component is well integrated and logically structured.  

	Pass

50-59%
	Demonstrates a good understanding.  Preparation and research evident.  Presentation is analytical and/or works through clear objectives.  Summarises main points at finish.  Organises material logically so it is easy to follow.  Delivery is well paced and keeps to allotted time.  Good use of visual aids / handouts.  Makes good attempt to engage audience.  Makes eye contact with audience but usually relies on prompt cards / script.  Clear and well-intoned voice.  If a group presentation – good evidence of integration and teamwork.

	Pass

40-49%


	Presentation shows an understanding of the topic.  Preparation and research evident.  Presentation is analytical and/or works through objectives but is occasionally unclear.  Summarises the main points of the talk quite well.  Organises material quite well.  Pace of delivery may be uneven and/or the presentation may not be to time.  Makes adequate use of visual aids / handouts.  Makes attempt to engage audience, but constantly relies on prompt cards or script.  Clear and well-intoned voice.  If a group presentation – some evidence of integration and teamwork.

	Fail 0-39%


	Misunderstands or is confused about many aspects of the topic.  Shows some but insufficient evidence of adequate preparation and research.  Objectives are confused or simply not stated.  Makes little or no attempt to summarise the main points of the talk.  Presentation’s structure is generally poor and difficult to follow.  Makes ineffective or no use of visual aids / handouts.  Delivery is monotone and unenthusiastic.  Reads from script.  If a group presentation – integration of components is weak.


Criteria for presentations - Level 2

	Distinction 70-100%

	Demonstrates rigorous understanding of the topic.  Excellent preparation and research.  Presentation is analytical and/or works through challenging objectives.  Material contains insight and originality of thought.  Presentation is stimulating and easy to follow.  Delivery is well paced and keeps to allotted time.  Excellent selection and use of visual aids / handouts.  Successfully engages audience and does not rely on prompt cards or script.  Clear and well-intoned voice.  If a group presentation – each component is excellent, well integrated and logically structured.

	Merit

60-69%
	Demonstrates a thorough understanding of material.  Good preparation and research.  Presentation is analytical and/or works through clear objectives.  Good summary of main points at finish.  Organises material effectively so presentation is easy to follow.  Delivery is well paced and keeps to allotted time.  Very good selection and use of visual aids / handouts.  Successfully engages audience and is not over-reliant on prompt cards or script.  Makes good eye contact with audience.  Clear and well-intoned voice.  If a group presentation – each component is well integrated and logically structured.  

	Merit
50-59%
	Demonstrates a good understanding of material.  Preparation and research evident.  Presentation is analytical and/or works through clear objectives.  Summarises main points at finish.  Organises material logically so it is easy to follow.  Delivery is well paced and keeps to allotted time.  Good use of visual aids / handouts.  Makes good attempt to engage audience.  Makes eye contact with audience but often relies on prompt cards / script.  Clear and well-intoned voice.  If a group presentation – good evidence of integration and teamwork.

	Pass
40-49%


	Presentation shows an understanding of the topic.  Preparation and research evident.  Presentation is analytical and/or works through objectives but is occasionally unclear.  Summarises the main points of the talk quite well.  Organises material quite well.  Pace of delivery may be uneven and/or the presentation may not be to time.  Makes adequate use of visual aids / handouts.  Makes attempt to engage audience, but usually relies on prompt cards or script.  Clear and well-intoned voice.  If a group presentation – some evidence of integration and teamwork.

	Fail 0-39%

	Misunderstands or is confused about many aspects of the topic.  Shows some but insufficient evidence of adequate preparation and research.  Objectives are confused or simply not stated.  Makes little or no attempt to summarise the main points of the talk.  Presentation’s structure is generally poor and difficult to follow.  Makes ineffective or no use of visual aids / handouts.  Delivery is monotone and unenthusiastic.  Over reliant on a script or prompt card.  If a group presentation – integration of components is weak.


Criteria for Portfolio Work Level 1

	Distinction
70-100%


	Highly impressive collection of work which demonstrates reflective and experiential learning, showing abundant evidence of the use of work place and personal experiences.  All pieces of portfolio are complete. Demonstrates some ability to reason or manipulate knowledge successfully beyond the familiar boundaries of the module. The various pieces of writing constitute a coherent whole. Critical work is sustained, relevant and impressive. A wide range of scholarly texts and other sources has been used skillfully to support the demands of the writing tasks.  Writing skills are polished and impressive. Referencing and bibliography match the Programme conventions as set out in handbooks. 

	Merit

60-69%
	Very good collection of pieces of work, demonstrating reflective and experiential learning, with ample evidence of the use of work place and personal experiences.  All pieces of portfolio are complete. Demonstrates a convincing understanding of the issues covered in module. Ideas, issues and examples are drawn from across the entire module. The various pieces of writing constitute a coherent whole. Critical work (argument, analysis, interpretation, evaluation) is sustained and relevant. Evidence that a good range of scholarly texts and other sources has been used to support the demands of the writing tasks.  Writing is accurate and fluent. Referencing and bibliography match the Programme conventions as set out in handbooks.

	Pass

50-59%
	Competent collection of pieces of work, demonstrating reflective and experiential learning, with adequate evidence of the use of work place and personal experiences.  All pieces of portfolio are complete. Demonstrates quite a good understanding of the module as a whole. Ideas, issues and examples might be drawn from a narrow range of the module. The individual pieces of writing might not constitute a coherent whole. Critical work (argument, analysis, interpretation, evaluation) could be developed further in places. Evidence that a limited range of scholarly texts and other sources has been used to support the demands of the writing tasks.  Writing is marred by occasional errors of grammar, syntax and spelling. Referencing and bibliography largely match the Programme conventions as set out in handbooks.


	Pass
40-49%


	Adequate collection of pieces of work, supplying limited evidence of reflective and experiential learning, and limited evidence of the use of work place and personal experiences.  Presents some useful information, but little understanding of how this can be used.  A piece of the portfolio might be missing. The individual pieces of writing do not work as a coherent whole. Critical work (argument, analysis, interpretation, evaluation) is pitched at a rudimentary level. Few scholarly texts or sources have been used to support the demands of the writing tasks. Too much reliance on non-academic websites and other sources. Writing skills appear to be weak, or the pieces read like first drafts. Certainly the work would benefit from proof reading and patient rewriting. Unlikely to observe Programme conventions for referencing and bibliography.


	Fail

0-39%

	Poor work – offers little or no evidence of reflective and experiential learning, and little or no evidence of the use of work place and personal experiences.  Largely irrelevant content, incomplete and lacks any critical qualities. Misunderstands or is confused about many aspects of the module. Presents some appropriate knowledge and evidence base, but handles these superficially. Attempted discussion is too often insufficient or incoherent. No sustained engagement with the issues covered in module. Barely uses any scholarly literature or sources. Writing is marred by continual errors of grammar, syntax and spelling. Presentation is poor and ignores Programme conventions for referencing and bibliography.


6.3.6.  Assessment Criteria for Portfolio Work - Level 2

	Distinction
70-100%


	Highly impressive collection of work which demonstrates reflective and experiential learning, showing abundant evidence of the use of work place and personal experiences.  All pieces of portfolio are complete. Demonstrates some ability to reason or manipulate knowledge successfully beyond the familiar boundaries of the module. The various pieces of writing constitute a coherent whole. Critical work is sustained, relevant and impressive. A wide range of scholarly texts and other sources has been used skillfully to support the demands of the writing tasks.  Writing skills are polished and impressive. Referencing and bibliography match the Programme conventions as set out in handbooks. 

	Merit

60-69%
	Very good collection of pieces of work, demonstrating reflective and experiential learning, with ample evidence of the use of work place and personal experiences.  All pieces of portfolio are complete. Demonstrates a convincing understanding of the issues covered in module. Ideas, issues and examples are drawn from across the entire module. The various pieces of writing constitute a coherent whole. Critical work (argument, analysis, interpretation, evaluation) is sustained and relevant. Evidence that a good range of scholarly texts and other sources has been used to support the demands of the writing tasks.  Writing is accurate and fluent. Referencing and bibliography match the Programme conventions as set out in handbooks.

	Pass

50-59%
	Competent collection of pieces of work, demonstrating reflective and experiential learning, with adequate evidence of the use of work place and personal experiences.  All pieces of portfolio are complete. Demonstrates quite a good understanding of the module as a whole. Ideas, issues and examples might be drawn from a narrow range of the module. The individual pieces of writing might not constitute a coherent whole. Critical work (argument, analysis, interpretation, evaluation) could be developed further in places. Evidence that a limited range of scholarly texts and other sources has been used to support the demands of the writing tasks.  Writing is marred by occasional errors of grammar, syntax and spelling. Referencing and bibliography largely match the Programme conventions as set out in handbooks.



	Pass
40-49%


	Adequate collection of pieces of work, supplying limited evidence of reflective and experiential learning, and limited evidence of the use of work place and personal experiences.  Presents some useful information, but little understanding of how this can be used.  A piece of the portfolio might be missing. The individual pieces of writing do not work as a coherent whole. Critical work (argument, analysis, interpretation, evaluation) is pitched at a rudimentary level. Few scholarly texts or sources have been used to support the demands of the writing tasks. Too much reliance on non-academic websites and other sources. Writing skills appear to be weak, or the pieces read like first drafts. Certainly the work would benefit from proof reading and patient rewriting. Unlikely to observe Programme conventions for referencing and bibliography.



	Fail

0-39%

	Poor work – offers little or no evidence of reflective and experiential learning, and little or no evidence of the use of work place and personal experiences.  Largely irrelevant content, incomplete and lacks any critical qualities. Misunderstands or is confused about many aspects of the module. Presents some appropriate knowledge and evidence base, but handles these superficially. Attempted discussion is too often insufficient or incoherent. No sustained engagement with the issues covered in module. Barely uses any scholarly literature or sources. Writing is marred by continual errors of grammar, syntax and spelling. Presentation is poor and ignores Programme conventions for referencing and bibliography.


Appendix 3
Extenuating Circumstances for Late Submission of Work

	Extenuating circumstances claim
	Acceptable evidence
	Not acceptable

	Illness
	Medical conditions which prevent attendance and which are supported by written evidence from a Medical Practitioner who is covered under the medical insurance plan provided by NHS.  

 (With regard to Medical Practitioner’s Notes, only medical conditions stated to a be moderate or very substantial degree will be considered)
	· Conditions which were not disclosed in good time for special arrangements to be made 

· Ongoing medical conditions which are controlled by medication (unless the condition has worsened or the student has experienced a relapse etc.).

(With regard to Medical Practitioner’s Notes, medical conditions that are stated to be of a minor degree will not be accepted)

	Stress or other emotional difficulties
	Medical certificate or supporting letter from an appropriate professional including  counsellors
	

	A death of a partner or close family member. Students may miss coursework, assignments, presentations when a funeral is arranged and/or may be considered if it has affected his/her studies
	Death certificate (copies are acceptable)
	

	A death of a friend or acquaintance
	
	Deaths of friends and acquaintances will not normally be considered

(The College acknowledges that the death of someone other than a partner or close family member may cause considerable grief to certain students, and will deal sensitively with claims where this is explained.)

	Personal injury which prevents a student from studying or completing assignments 
	Medical evidence 


	

	Where a student has been a victim of crime
	Police crime report or report from appropriate support agency
	

	An elite sports person who is selected to participate in a major sporting engagement at  national or international level.
	Letter confirming participation
	Sporting events where attendance is optional or it is not at national level

	Trauma or severe personal loss e.g. victim of mugging, rape, or a witness of crime, serious fire or accident
	Appropriate documentation to substantiate claim e.g. medical certificate, police report, accident report, etc
	

	Major Religious Festivals
	Details of festival and signature from relevant religious leader
	

	Special Needs
	Appropriate professional diagnosis of a special need of which the candidate was not aware at the time for valid reason.
	Special needs which were known but for which special arrangements were not applied for in due time.

	Miscellaneous
	
	· Circumstances which do not clearly relate to the timing of assessment

· Failure to manage study time effectively

· Accommodation problems

· Failure of IT equipment (either your own or college equipment) 

· Financial problems 

· Letters of support from Academic staff when the claim is unsupported by any independent documentary evidence.

· Holidays outside the vacation period

· Part-time work


Appendix 4
Progression from FdA Pastoral Ministry to BA (Hons) Theology
A requirement of FdAs is that students are offered a progression route into a HE level 3 (NQF6) programme.  Consequently from September 2010 St. Mary’s University College is offering the possibility to graduates from the FdA Pastoral Ministry Programme to do a BA (Hons) degree in Theology, which will draw upon existing modules and resources from level 3 of the BA/BSc Theology & Religious Studies programme at St. Mary’s University College.  It is anticipated that the top-up degree will continue to be delivered at Wonersh for the Permanent Diaconate Formation Programme and at St. Mary’s University College for the students of the EPS.
The modules chosen from the existing programme are mapped against the requirements of the Permanent Diaconate Formation Programme, whilst at the same time fulfilling the QAA Benchmark Statement for Theology and Religious Studies.
The proposed top-up degree also provides a continuous professional development opportunity for FdA students which is a direct response to student feedback and employers’ requirements (as evidenced by internal QA Programme Board and employer forum).

1. AIMS AND LEARNING OUTCOMES
Programme Specification
Programme Title


BA (Hons) Theology

Awarding Institution


St Mary’s University College

Teaching Institution


St Mary’s University College

Accrediting Authority

N/A

Final Award 



BA (Hons) Single Honours

UCAS Code

QAA Benchmarking Group

Theology and Religious Studies

Main educational aims of the Programme:

In line with the College Mission and the QAA Benchmark Statement, the primary aims are:

· to provide an open and challenging framework in which students of different backgrounds can develop their academic, personal and professional potential;

· to enable students to engage with theology and religious studies in a way that is systematic, critical and reflective;

· to develop students’ abilities to research, explore and evaluate religious texts, ideas, thinkers, practices and structures;

· to develop students’ understanding of the roles and significance of religion(s) both historically and in the present;

· to prepare students for a wide variety of careers that demand creative, analytical and empathetic understanding.

Programme Outcomes

The main learning outcomes of the Theology and Religious Studies programme are grouped according to three categories:

A. In terms of knowledge and understanding students should

1. understand the richness of Christianity in its varied and central forms

2. be able to discuss diverse expressions of particular religions such as the textual, intellectual, ethical, ritual or aesthetic

3. understand the classical sources and traditions of interpretation within religions

4. appreciate a range of primary and secondary sources including materials from different disciplines

5. be aware of the ambiguity and limited nature of human knowing

6. understand the major issues in current research and scholarship in Theology and Religious Studies.

B. In terms of discipline specific and intellectual skills students should be able to

1. present their own and other people’s views fairly in a spirit of critical openness 

2. discuss the nature and implications of the power of religious faith and the implications of the claims to truth that arise in religion traditions

3. analyse the complex relationships between religion and its social and cultural context.

4. use a variety of methods of study such as hermeneutical, historical, phenomenological, philosophical, systematic.

5. assess the religious contribution to debates about, for example, values, identity, peace and justice

6. discuss the relationships between religion and personal and communal identities and motivations.

7. apply ideas and skills in a new context.

C. In terms of generic (transferable) skills students should be able to

1. identify, and read carefully and critically, a wide range of source material

2. use libraries effectively and web-based resources with discrimination

3. attend to, reproduce accurately, reflect on and interact with the ideas and arguments of others and discuss these

4. show critical self-awareness about their own beliefs and values

5.  use IT effectively and make confident oral presentations

6.  effectively communicate information, ideas, arguments and theories in oral and written forms

7.  work effectively as a member of a group.

In addition, those students completing a 10,000 word dissertation should be able to:

8. undertake a piece of sustained research and writing, and choose and justify appropriate methods for research.

2. RECRUITMENT AND ENTRY REQUIREMENTS

Criteria for Admission
This top-up degree is specifically aimed at students who have successfully completed the FdA in Pastoral Ministry or other foundation degrees within the School of TPH.

CAT and APEL

The College will consider applicants under its established APEL scheme with the involvement of the Programmed Director in the procedure.  Students with 240 credits from comparable programmes elsewhere will be considered for APL/APEL on an individual basis.

Widening Participation

The Programme actively encourages mature applicants and those from diverse religious backgrounds

3. PROGRAMME STRUCTURE
Modular Structure and Regulations

The programme will be taught within the University College’s modular structure.  The structure is designed so that a students can complete the degree in one year full time or two years part-time.

The modules are 6 x 15 credit modules, plus 1 x 30 credit dissertation module.

Modules are 15 credits, which signifies 150 hours of student work, with the exception of the dissertation module, which is 30 credits and 300 hours of students effort; as much as one third may be contact time.

	Core modules Level 3



	15 RT304 Living Theology II: Ethics and Spirituality

15 RT309 Prophets

15 RT310 Apocalyptic

15 RT312 Sacraments

15 RT351 Atheism and Non-Religion
30 RT330 Dissertation

15 RT331 Extended Essay




Programme Specific Features

In order to continue with the reflective and experiential learning pedagogies employed in the FdA, both the delivery and assessment of modules will encourage students to draw upon their own work-place and personal experiences.  This can be seen particularly in RT331, the extended essay, which provides students with an opportunity to engage in sustained reflection on a work-based topic and to present their knowledge and understanding of this in a longer piece of coursework.

For students who form part of the Permanent Diaconate Formation Programme, the modules in this top-up degree are mapped against the theological requirements of the training programme as set out in the Congregation for the Clergy and Congregation for Catholic Education’s Basic Norms for the Formation of Permanent Deacons and Directory for the Life and Ministry of Permanent Deacons  (CTS 1998).
Programme Delivery and Teaching Methods

Students on the existing FdA Pastoral Ministry based at St. John’s Seminary, Wonersh will continue with the top-up degree on site.

Students currently based at the EPS, Tooting Bec have the choice to attend St. Mary’s University College, joining third year students on the undergraduate programme in Theology and Religious Studies, or join the cohort in Wonersh.

During this time all students will engage in lectures, seminars, workshops, tutorials and support the contact hours with independent study.

Support for Students and Their Learning

Students on this programme will experience a wide variety of learning and teaching activities designed to meet different learner styles and to facilitate development of both subject specific knowledge and skills and transferable knowledge and key skills. 

The Teaching and Learning Strategy is aimed at creating dynamic communities of learning and practice by the use of action learning (by developing self-directed and peer-supported learning), blended learning (by making teaching sessions and extension work, resources, tutor and peer-support available  on St Mary’s Online (SMOL) for students off campus to access a virtual learning environment and maintain contact with tutors and peers to make learning more accessible and flexible for students) and work-based learning (using the workplace as a learning environment). All of these complement the more traditional methods of curriculum delivery. Use of Learning is enhanced by the use of a range of assessment strategies that enable students to develop academic and practice knowledge and skills and facilitate the application of this knowledge to practice. 

Students will be issued with a comprehensive course handbook and a handbook for practice based learning 

All students will be allocated a personal tutor on commencement of the course. In addition, module tutors will provide specific educational guidance. 

Work based learning opportunities will be facilitated by a member of the academic staff and a nominated mentor in the workplace for support and guidance 

Personal Development Planning (PDP) will be encouraged through selected module activities and assessments and supported by personal tutors through tutorials and by mentors in work-based learning. Specific knowledge and skills for PDP has been developed during the FD and further developed in the work based modules. Students will be encouraged to develop a portfolio in which they will record and reflect on their personal development through learning activities and specific assignments in modules and through the use of a reflective learning journal. Critical reflection and application of theory to practice will be an essential component of all modules. Students will be encouraged to identify their own learning and development needs and develop action plans to meet their individual needs. 

They also have access to Information and Learning Support Services, Student Support Services including Equal Opportunities, Careers guidance, Counselling, Programme Advisors at SMUC

Students will be eligible to join the Student’s Union at SMUC 

Methods for evaluating and improving the quality and standards of learning

and teaching

Quality assurance procedures can be identified at Programme, School and University College level. Adherence to procedures at all levels will assure quality within the programme. Responsibility for the quality assurance of all elements of this programme will be sited within the School of Theology, Philosophy and History.

Within this programme, quality assurance is embedded in the belief that it is the responsibility of every participant to contribute to quality assurance.  This full participation in and commitment to quality assurance procedures will be achieved through:

1. Clear documentation of the course for students through course and module handbooks which outline aims and objectives, schedules and teaching content, assessment guidelines and marking criteria, and indications of further reading;
2. A marking policy which ensures good formative and summative assessment and feedback, consistent grading against academic criteria and effective internal and external moderation;
3. Tutor evaluation of the teaching programme, including feedback from workplace mentors;
4. Ongoing student evaluation through meetings and module evaluation;
5. Engagement with issues raised in external examiners’ reports, External and Internal Verifier visits, feedback and reports, via the action plan.

Feedback from all these sources will be collated in the Annual Monitoring Report and an Action Plan will be produced to address issues of concern and to ensure ongoing quality enhancement. The formal reporting procedures ensure that the health of the programme is reported and accountable at School and University College level.
4. ASSESSMENT
Overall Strategy
The guiding principle for assessment in Theology is to see assessment as a tool to promote effective learning, not simply an instrument to measure what learning has taken place. In order to achieve this, assessment must be constructively aligned with the learning outcomes and with teaching and learning activities used in each module. Drawing on the work of Toohey (1999: 180) the assessment tasks set are based on four considerations:

· the extent in which the assessment reflects the learning outcomes

· the extent to which the results of the assessment can be trusted

· the extent to which the assessment supports and promotes desirable learning

· the costs involved.

The programme team believes that a variety of assessment tasks can most effectively provide diverse evidence on which judgements can be based. Details of what tasks have been selected, why they have been chosen and how they will effectively promote student learning have been set out in each module outline and a more general rationale for the different forms of assessment follows in the next section. Lecturers in the programme take great care in providing for students with dyslexia and other disabilities, as well as any other issue that may come up in this respect. The assessment strategy, therefore, is to set assessment tasks that test intellectual processes and ‘performances of understanding’ (Biggs, 2003, 156).  They should promote deep rather than surface approaches to learning and combine both formative and summative roles.
Assessment tasks and rationale
Written assignments

Article or chapter review Students have to summarise the main ideas in the text, discuss the implications of these ideas and comment on the relevance, clarity and cogency of the text or argument.

Essay This remains the most familiar form of writing in Theology and Religious Studies.  Essays allow students to develop the processes of reading, research, selection and writing on a focused topic.  Sometimes students have to develop their own essay title and these are collectively reviewed, again sharpening critical awareness.

Research entries These very short entries require students to research a topic and then communicate key ideas in a very concise way.  Drafting and re-drafting the text is part of the learning process here.

Portfolio These usually relate to field work.  Drawing on their research diaries students select material from visits, analyse the significance of what they have seen and make connections with wider ideas.  The narrative at the beginning summarises their learning and reflects on the processes. 

Case study report This is a report of a major piece of independent fieldwork.  Students have to engage with the full range of issues relating to qualitative research.

Examinations still form a part of our overall assessment strategy.

Unseen examination This is the traditional method and we use it to ensure that students have got control for themselves of major elements of a topic.  In the language of ‘performance of understanding’, they are an opportunity for students to make sense of key ideas and apply them in a new context.

Revealed examination Students can research their answers before hand but have to produce an answer under specific time and resource constraints.  It encourages them to develop the skills of organising an argument, remembering key points and writing under pressure, but since it is already researched they can engage at greater depth.

Timed Essay Students are asked to write an essay under exam conditions in class.  Often these are held quite early in the semester allowing students to show their understanding of key concepts and issues.  Feedback can be given quickly and any serious misunderstandings corrected.

Oral assessments

Presentations Both group and individual presentations obviously enable students to develop oral skills and the use of appropriate technology and visual material.  Students have to select and focus material sharply, make connections and also reflect on their own perspectives.

Seminar papers Students prepare a short discussion of a text which they share with other students.  This may be a reading of a biblical text or of scholarly material.

Paper presentations Students go through the academic process of proposing a paper, as if for a conference, discussing the proposals, researching and delivering the paper.  One of the most rewarding aspects is that all the students hear what each is working on, and there is the real development of a community of learners.

Dialogue Used in some of the philosophy modules, a dialogue allows students to engage with thinkers and ideas in a different and usually more creative way.  They encourage the development of a philosophical argument.

Adapted Assessment Grade-Related Criteria

Criteria for written work – Level 3

	1st Class

80% +


	Demonstrates substantial intellectual self-confidence and originality of thought. Shows a rigorous understanding of key aspects of the topic and a thorough acquisition of coherent and detailed knowledge. Incisive argument is sustained throughout, bringing together theory and practice where appropriate. Organises material systematically. Makes critical use of a very wide range of scholarly literature and primary sources. Work is set within the context of current research in the field and of ideas with techniques which are at the forefront of the discipline and shows an impressive understanding of the limits of knowledge. Shows impressive qualitative and quantitative ability where appropriate. Writing is polished, accurate and fluent. Presentation uses appropriate scholarly conventions.

	1st Class

70-79%


	Demonstrates intellectual self-confidence and originality of thought. Shows a rigorous understanding of key aspects of the topic and a thorough acquisition of coherent and detailed knowledge. Incisive argument is sustained throughout, bringing together theory and practice where appropriate. Organises material systematically. Makes critical use of a wide range of scholarly literature and primary sources. Work is set within the context of current research in the field with of ideas and techniques which are at the forefront of the discipline and shows an excellent understanding of the limits of knowledge. Shows impressive qualitative and quantitative ability where appropriate. Writing is polished, accurate and fluent. Presentation uses appropriate scholarly conventions.

	Upper-Second

Class

60-69%
	Demonstrates a rigorous understanding of key aspects of the topic. Shows acquisition of coherent and often detailed knowledge. Argument is sustained, focussing consistently on the title / question. Organises material systematically. Makes critical use of appropriate scholarly literature and primary sources. Shows awareness of current research in the field, and of ideas and techniques which are at the forefront of the discipline and shows a good understanding of the limits of knowledge. Shows qualitative and quantitative ability where appropriate. Writing is accurate and fluent. Presentation uses appropriate scholarly conventions.

	Lower-

Second

Class

50-59%
	Demonstrates a good understanding of key aspects of the topic. Shows acquisition of coherent and often detailed knowledge. Argument is sustained, but could be developed further in places. Organises material effectively. Makes critical use of appropriate scholarly literature and primary sources. Shows awareness of current research in the field with ideas and techniques which are at the forefront of the discipline and shows an understanding of the limits of knowledge. Shows qualitative and quantitative ability where appropriate. Writing is generally accurate, but shows occasional errors of grammar and syntax. 

	Third

Class

40-49%


	Demonstrates some understanding of key aspects of the topic. Shows acquisition of coherent and sometimes detailed knowledge. Argument is sustained, but lacks depth, rigour and complexity. Engages with appropriate scholarly literature and primary sources. Shows awareness of current research in the field with of ideas and techniques which are at the forefront of the discipline and shows some understanding of the limits of knowledge. Shows reasonable qualitative and quantitative ability where appropriate. Writing often lacks fluency, clarity and precision and requires both proof reading and redrafting.

	Fail

30-39%


	Misunderstands or is confused about key aspects of the topic. Presents some appropriate knowledge and evidence base, but handles these superficially. Argument is present, but is insufficient or incoherent in parts. No sustained engagement with the set title / question. Has used some appropriate texts, but does not use a sufficient range of scholarly literature and primary sources at this level. Writing is marred by continual errors of grammar, syntax and spelling. Presentation is poor and ignores appropriate scholarly conventions.

	Poor Fail

0-29%


	Misunderstands or is confused about key aspects of the topic. Presents some appropriate knowledge and evidence base, but handles these very superficially. No sustained argument is presented. Written work may be very brief and / or unfinished. Very little engagement with the set title / question. Has used inappropriate texts for honours degree level work. Writing is marred by continual errors of grammar, syntax and spelling. Presentation is poor and ignores appropriate scholarly conventions.


Criteria for presentations

	1st Class

80% +


	Demonstrates impressive understanding. Outstanding preparation and research. Presentation works through challenging objectives. Material contains insight and originality of thought. Presentation is stimulating and easy to follow. Delivery is well paced and keeps to allotted time. Outstanding selection and use of visual aids / handouts. Successfully engages audience, good use of prompt cards or script. Clear and well-intoned voice. If a group presentation – each component is outstanding, well integrated and logically structured. 

	1st Class

70-79%


	Demonstrates rigorous understanding of the topic. Excellent preparation and research. Presentation works through challenging objectives. Material contains insight and originality of thought. Presentation is stimulating and easy to follow. Delivery is well paced and keeps to allotted time. Excellent selection and use of visual aids / handouts. Successfully engages audience and makes good use of prompt cards or script. Clear and well-intoned voice. If a group presentation – each component is excellent, well integrated and logically structured.

	Upper-Second

Class

60-69%
	Demonstrates a thorough understanding of material. Good preparation and research. Presentation is analytical and/or works through clear objectives. Good summary of main points at finish. Organises material effectively so presentation is easy to follow. Delivery is well paced and keeps to allotted time. Very good selection and use of visual aids / handouts. Successfully engages audience and makes good use of prompt cards or script. Makes good eye contact with audience. Clear and well-intoned voice. If a group presentation – each component is well integrated and logically structured. 

	Lower-

Second

Class

50-59%
	Demonstrates a good understanding. Preparation and research evident. Presentation is analytical and/or works through clear objectives. Summarises main points at finish. Organises material logically so it is easy to follow. Delivery is well paced and keeps to allotted time. Good use of visual aids / handouts. Makes good attempt to engage audience. Makes eye contact with audience but usually relies on prompt cards / script. Clear and well-intoned voice. If a group presentation – good evidence of integration and teamwork.

	Third

Class

40-49%


	Presentation shows an understanding of the topic. Preparation and research evident. Presentation is analytical and/or works through objectives but is occasionally unclear. Summarises the main points of the talk quite well. Organises material quite well. Pace of delivery may be uneven and/or the presentation may not be to time. Makes adequate use of visual aids / handouts. Makes attempt to engage audience, but constantly relies on prompt cards or script. Clear and well-intoned voice. If a group presentation – some evidence of integration and teamwork.

	Fail

30-39%


	Misunderstands or is confused about many aspects of the topic. Shows some but insufficient evidence of adequate preparation and research. Objectives are confused or simply not stated. Makes little or no attempt to summarise the main points of the talk. Presentation's structure is generally poor and difficult to follow. Makes ineffective or no use of visual aids / handouts. Delivery is monotone and unenthusiastic. Reads from script. If a group presentation – integration of components is weak.

	Poor Fail

0-29%


	Misunderstands or is confused about most aspects of the topic. Shows very little evidence of adequate preparation and research. Objectives are confused or simply not stated. Unable or fails to summarise the main points of the talk. Presentation may be substantially short of the allotted time. Structure of the talk is poor and very difficult to follow. Makes no use of visual aids / handouts. Delivery is monotone and unenthusiastic. If a group presentation – integration of components is very weak. Students who fail to deliver a presentation without adequate explanation will receive zero.


5. Programme Content

The modules for the Programme are as follows:

Level 3

RT304


Living Theology II: Ethics and Spirituality

RT309


Prophets

RT310


Apocalyptic
RT312


Sacraments and Liturgy

RT330


Dissertation

RT331


Extended Essay

RT351


Atheism and Non-Religion
Appendix 5

Examples of Good Essays at Levels 1 and 2, with EPS Tutor’s Comments on their Merits

Level 1 Essay

What do you understand by the term ‘Literary Genre’? Why is awareness of Literary Genre so important in the Catholic use of Scripture?

Abbreviations used:

DV: Dogmatic Constitution on Divine Revelation, Vatican II, Dei Verbum,

      18 November, 1965. 

CCC: Catechism of the Catholic Church. 1994. London, Geoffrey Chapman.

Introduction

In our daily lives we often take literary genre for granted and our awareness of it remains mostly at a subconscious level.  When reading the minutes of a meeting for example, we expect a form of writing that simply imparts what was said; we would be very surprised if the minutes were written in the form of rhyming couplets, since that type of writing belongs to poetry.  A literary genre then, is a class or type of writing that is characterized by a recognisable style, content and pattern (or ‘form’).  To know what type of writing we are reading helps us understand its meaning.  This essay will first examine the area of literary genre in further detail, especially in the context of Biblical texts, and outline how the discipline of Form Criticism is used to help identify genre.  Second, the importance of an awareness of literary genre in the Catholic use of Scripture will be explored in general, and then in more detail by looking at different interpretations of the Book of Genesis.  Finally, criticisms of the form-critical approach will be considered briefly, as it is not a universally accepted method of interpreting Biblical texts.

Literary Genre in Scripture

The use of a variety of literary (and/or verbal) genres is essential if any society is to develop and flourish. As Charpentier puts it, ‘A nation has its laws, its speeches, its celebrations, its stories about the past, its epics, its poems and its songs’ (1982:25).   These differing ways of articulating the story of events or ideas have different purposes. In the Bible we find many different genres, each of  which aims to do different things: Legal texts, for example (as in the books of Leviticus and Deuteronomy), provide a framework within which communities can function; Epic (as in the story of the Exodus) is designed to ‘arouse enthusiasm and to celebrate heroes’ (Charpentier 1982:25); and, (as will be discussed later), there are Foundation Myths, such as Genesis, which give a society an over-arching world view within which to contextualize life.

The area of Biblical studies that attempts to identify and classify various genres is known as Form Criticism, a methodology based on the observation that human beings across cultures and times communicate using accepted and widely known forms.  If we know what form or type of communication is being employed in a text we are better able to understand it:

Identification of forms is thus fundamental to interpretation.  We shall not get the best out of the book of Jonah if we fail to identify it as satire, and we shall misinterpret the Song of Songs if we fail to perceive that it is love poetry’ ( McKeating 1998: 215).

Form criticism helps scholars to gain an insight into the history of a text even before it came to be written down (its oral history), plus it helps to identify the social context (Sitz im Leben) from which a text has emerged and was used.  For example, a formal analysis of the psalms indicates that many of them would have been used for communal liturgical purposes.  Similarly, when the techniques of Form Criticism were first applied to the Gospels there was a shift in understanding of their fundamental purpose, from one of biography to that of theology.
  

We will consider some of the criticisms of the form-critical approach later, but as a general point it is fair to say that most scholars regard it as having contributed a great deal to our understanding of genre in the Bible. As Lennon points out, it is this approach that has allowed us to understand variants in the Biblical texts such as the two creation stories in Genesis, the differing accounts of the Last Supper, and so on, since all the texts have ‘a written and an oral history behind their incorporation into the Bible’ (1998: 98).

The importance of Literary Genre in the Catholic use of Scripture

As a general principle in understanding Scripture, the Catechism of the Catholic Church, drawing in particular on the Dogmatic Constitution on Divine Revelation (Dei Verbum) of the Second Vatican Council, states:

In order to discover the sacred authors’ intention, the reader must take into account the conditions of their time and culture, the literary genres in use at that time, and the modes of feeling, speaking and narrating then current. (CCC 110).

The need for an awareness of literary genre is, therefore, impressed upon Catholics in general, and not simply on academics.  That is not to say that all Catholics need be expert in such matters of course, but at least they must take into account the findings of such experts, especially if they are in any way involved, for example, in catechetical work, faith sharing or ecumenical dialogue.

The importance of such awareness is perhaps nowhere better illustrated than in the relationship between science and religion, where much misunderstanding has occurred historically, and persists even today.  Taking the Book of Genesis as an example it is easy to see that if its literary genre is not identified correctly (or at least what genre it does not belong to) then all kinds of conflicts with the modern scientific worldview occur.  

Scientific investigation has, of course, shown that the Earth formed over billions of years and that living organisms change over time through a process known as evolution.  If we read the Book of Genesis as though it belongs to the genre of, say, ‘objective’ historical or scientific description, then conflict with modern understanding is inevitable, and indeed has unnecessarily marred relationships between Christianity and the wider world since the 19th century.  

Yet if Genesis is read more appropriately as belonging to the genre of poetic Foundation Myth, many of these difficulties and apparent conflicts evaporate.  We know that Genesis was written by several authors who lived at a time after the Exodus and the settlement in Canaan.  It was therefore written from a perspective of faith in God’s saving power by a people keen to tackle universal questions — such as the origin of humankind — in the light of their faith, not in the light of a scientific methodology that would not appear for centuries.  Apparent parallels between the Genesis story and similar older texts from nearby Babylonian civilizations (such as the Epic of Gilgamesh) point to a literary re-crafting of such narratives by the Genesis authors to suit the telling of their own faith experiences.  This does not make such stories untrue; for example two people named ‘Adam’ and ‘Eve’ may or may not have existed, but as Charpentier points out, to argue over this misses the point: ‘In Hebrew these names mean Mr Man and Mrs Life; thus they are symbolic names representing both the first human beings and every human being: everyman’ (1982: 39).

Criticisms of the form-critical approach

Whilst the identification of literary genre, especially through the approach of Form Criticism, is generally regarded as having contributed greatly to the understanding of Biblical texts, it is not universally accepted.  Some scholars argue that if relied upon too greatly such an approach risks undermining faith itself, especially if it is thought that the full meaning of Scripture can be revealed solely through a detailed, disinterested textual exegesis of a purely academic nature.  There is a danger, it is claimed, that such an approach contains an implicit rejection of the supernatural and rests on rationalist presuppositions: 

Bultmann has asked: "Once you have begun to demythologize the text, where can you draw the line?" Catholic form-critics have no good answer to that question; either they resign themselves to being inconsistent with the presuppositions of the method or they are tempted to begin thinking that perhaps the dogmas [of the Church] should be adjusted to fit the results of the method (McCarthy 1998: 41).

The Catechism, too, whilst affirming the need to take account of literary genre, immediately cautions that more than this is required if Scripture is not to be a ‘dead letter’: “Sacred Scripture must be read and interpreted in the light of the same Spirit by whom it was written” [DV 12 § 3] (CCC 111). To this end it proposes the use of the traditional Four Senses of Scripture (CCC 115- 119) to supplement more contemporary exegetical approaches.
  

Conclusion

The Bible is a collection of texts each written by people of faith from many different places over many centuries and for a variety of purposes.  To have insight into the type, or genre, of its writings adds greatly to our understanding of their meaning. From a Christian perspective too, our intellectual capacities, as a gift from God, are surely to be used in such an endeavour.  It is possible, however, to run away with the idea that we can somehow possess a ‘magic key’ that unlocks the Bible’s meaning.  This is not the case, of course, and Scripture must also be read, as the Church teaches, using criteria that acknowledges its divinely inspired nature, in the light of the overall unity of the Bible, and within both  the Tradition of the Church and the overall plan of Revelation (CCC 112-114). As N. T. Wright puts it, the bible is designed not only to tell us about God’s creation but is also, ‘through the continuing work of the Spirit who inspired it, an instrument of new creation in human lives and communities’ (2007: 295).   Thus the identification of literary genre is best regarded as one important tool in the Catholic use of Scripture, to be used alongside others and not alone.  

(1589 words)
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Tutor’s Comments on the Merits of the Essay

1. Technical terms in the title should be explained in the Introduction.  This explanation of what is meant by ‘literary genre’ is superb: easily understood, relating to common experiences, beautifully written.  The Introduction then goes on to introduce how the essay will unfold, referring all along to the essay question.  Our interest is aroused, because the author intends to challenge an assumption behind the question: that form criticism, which identifies literary genre, is vital to the Catholic use of Scripture.  A considerable depth of knowledge is evident in the Introduction alone.  Look at the following sentence, and you will see that it has three functions.  

This essay will first examine the area of literary genre in further detail, especially in the context of Biblical texts, and outline how the discipline of Form Criticism is used to help identify genre.


It tells us how the essay will unfold


It reminds us of the essay question


It tells us that the way to identify literary genre is through Form Criticism.

2. Each paragraph deals with one idea, e.g. the variety of literary genres.  This idea is then expanded, and grounded in a quotation.  Everything in the paragraph is geared towards supporting and explaining the one idea.  Every idea is directly relevant to the question.

3. Each paragraph builds up a fuller answer to the essay question.  Nothing distracts from answering the question

4. ‘Criticisms of the form-critical approach’ is particularly well-balanced.  Having explained the importance of the form-critical approach, with its emphasis on literary genre, the author points to the limits of this approach.  The choice of quotations here is excellent: Bultmann is the most significant exponent of the form critical approach, while the Catechism of the Catholic Church gives the up-to-date teaching of the Magisterium.

5. The conclusion is an excellent summary.  The author shows how he has answered the question and the final sentence reinforces his own conclusions.

Level 2 Essay

Discuss the historical and cultural conditioning of Christian designations for Jesus.

In this essay, we will examine the person of Jesus Christ in relation to titles and images of Jesus and how these are influenced by historical and cultural settings.  To do this we will look at the titles given to Jesus in the New Testament as well as images for Jesus from the Early Church, the Middle Ages and the Modern era.  It is important to understand that the search into the identity of Jesus, called Christology, is something that differs according to historical and cultural context ‘Christology is contextual, in that it arises out of situations, conflicts, and events where new interpretations of the Christ event are needed’ (Hill 1991:195).

Luke 9.20 records Jesus asking his disciples, ‘Who do you say I am?’  Jesus seems to accept Peter’s answer of ‘Christ of God’, and the title ‘Christ’, or ‘Messiah’ in Hebrew, is of particular note.  Yet many titles can be found for Jesus in the New Testament.  One which is particularly of note is that of Messiah.  This designation was given to Jesus because the Jews had been expecting a long-awaited messiah and Jesus was seen as the fulfilment of these hopes.  The idea of Jesus as the Suffering Servant speaks of ‘the true Servant of God winning the conversion of a thoughtless world through his suffering and death’ (Richards 2002:40) and identifies with the persecution of the Jews in exile; it is also similar to Lamb of God ‘there is the Lamb of God that takes away the sin of the world’ (John 1:29).  The Catechism of the Catholic Church explains ‘Jesus is at the same time the suffering Servant who…bears the sin of the multitudes, and also the Paschal Lamb, the symbol of Israel’s redemption’ (Chapman:608).

Jesus is also seen as Saviour, surely based on the need for safety and freedom at that time and to give hope to all ‘Today in the town of David a Saviour has been born to you’ (Luke 2:11).  Additionally, the title Mediator is given to Jesus ‘there is only one mediator between God and humanity, himself a human being, Christ Jesus’ (1Timothy 2:5).  The emphasis here is on Jesus’ humanity, making him feel more accessible and also on his ability to bring people together like Moses did between God and Israel as well as later kings and prophets.  It is therefore interesting to see that each of the titles given to Jesus in the New Testament, although the ones we have looked at are by no means exhaustive, emphasise a different human need and understanding of Jesus.

Having looked at titles for Jesus in the New Testament, we will now look at images for Jesus in the Early Church.  During this time, the crucifixion of Jesus was seen as a shameful death and so the images to be found were not of the crucified Christ but of a glorified Jesus; Jesus crowned in glory.  These images stressed the divinity of Christ and were also useful in combating the Arianism of the time where the heretic Arius had said that Jesus was not equal to God.

Another image for Jesus in the Early Church was that of the Incarnate Word (Logos) of God.  At that time a lot of importance was placed on the power of reason and order and so this image stressed the divine nature of Christ and his salvation of the world for ‘his humanness reminded these people of the limitedness and temporal aspects of Jesus’ (Neuman 2002:65).  This image of Jesus helped the people of that time in history and of that culture make sense of the world; what rational people needed was a rational God.  Neuman defines that images of Jesus ‘arise out of the personal and emotional concerns of the believers’ and ‘carry a sense of how people understand their basic relationship’ (2002:60) with Jesus, given the time and culture they live in and the Vatican II document Gaudium et Spes confirms ‘God, revealing Himself to His people to the extent of a full manifestation of Himself in His Incarnate Son, has spoken according to the culture proper to each epoch’ (no.58).

Now that we have seen that the images of Jesus in the Early Church focussed on the glorified and rational Jesus that stressed his divinity, we will now examine some of the images for Jesus in the Middle Ages.  The fourteenth century was a very traumatic time with the Black Death, the Hundred Years War and the exile of Pope Clement V in Avignon.  This led rise to vivid images of Jesus as the Suffering Crucified Saviour; an image that the suffering people of that time could identify with.  The portrayal of Jesus’ sufferings reflected the pain inflicted on themselves and the emphasis of these images ‘fell clearly on a savior who could identify with human pain and still save us’ (Neuman 2002:68).

However, following this dark imagery of Jesus’ sufferings, the Wars of Religion around 1560-1650 saw an image of Jesus as the Sacred Heart and this became a primary image for Europe at that time.  This image highlights the ‘infinite love of God shown through the human love of Christ’ (Neuman 2002:61) and represents Jesus as both divine and human, perhaps making up for the deficiency in portraying Jesus’ humanity in earlier images.  Devotional practices followed, with emphasis on personal prayer and reparation, however it could be argued that little consideration was given to mission and service at that time in society, ‘devotional practices…differ greatly according to the circumstances of cultures’ (Neuman 2002:63).

The Catholic response to the Reformation around 1600-1700 where a focus was needed on Jesus Christ who came to earth to establish the Roman Catholic Church, resulted in the image of Jesus as Divine Saviour.  Here, the divinity of Jesus was emphasised with little focus on his humanity and from the point of view of the person in the pew, perhaps it is necessary and helpful to have different images of Jesus in order that they may complement each other, ‘The challenge for…christology is to maintain the balance between the humanity and the divinity of Jesus’ (Lavin 2004:57).  

We have seen that the images of Jesus looked at from the Middle Ages represented human needs in certain historical and cultural circumstances and we will now look at some of the images of Jesus from the Modern era.  During this time, images of Jesus have emerged from experiences of missionary activity, oppression and injustice and there has been a renewed focus on the humanity of Jesus.  The image of Jesus the Liberator can be linked to the oppression of slavery where ‘Many Christian slaves experienced Jesus as one who had known oppression and shared their suffering’ (Hill 1991:196) and gave many slaves the hope for freedom; it is clear that Jesus wanted humankind to be free ‘The right to the exercise of freedom…is an inalienable requirement of the dignity of man’ (Chapman:1747).

Black liberation, women’s liberation and a greater recognition of images being culturally conditioned and important to our own situation has given rise to images of a Black, Asian or female Christ; after all we were created in God’s image and we are not all the same, therefore surely it is only natural to create images of Jesus that we can personally relate to?  Additionally, if Jesus is portrayed as black, surely this would go some way in addressing issues of oppression and injustice that are still in existence today? ‘This Black Christ is viewed as walking in solidarity with lesbians, victims of AIDS, women in prison, the homeless…and so many others of “the least of these”’ (Hill 1991:199).  Modern images of Jesus then, point to the fact that people portray Jesus in their own likeness and have a renewed focus on his humanity.

We have seen then that the different designations for Jesus in the New Testament reflect the different needs and understanding of Jesus at that time and that, in the Early Church, because the crucifixion was seen as a shameful death and to combat Arianism, images of Jesus emphasised the glorified, rational and divine Christ.

We have also seen that the mainly divine images of the Middle Ages discussed, represented the circumstances of the time, for example the traumatised people were able to relate to the Suffering Crucified Saviour, the need to focus on the love of God resulted in the image and devotions of the Sacred Heart and the necessity to emphasise Jesus as having come to earth to establish the Roman Catholic Church brought about the image of Jesus as Divine Saviour.

The Modern era has seen images of Jesus portrayed in the likeness of individuals with a stronger recognition of culture and with an emphasis on the humanity of Jesus; perhaps several images of Jesus are indeed necessary to keep a balance of Jesus’ humanity and divinity.  We can therefore conclude that titles and images of Jesus are strongly influenced by historical and cultural circumstances and reflect the concerns and needs of the faithful to make them easier to relate to ‘An image of Christ will usually include material from the culture people are familiar with; this material helps “fill in” the picture and gives it real-life qualities” (Neuman 2002:61). 

(1559 words)
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Tutor’s Comments on the Merits of this Essay
1. The first sentence of the introduction (first paragraph) sets out what the essay will do, relating this directly to the question.  The rest of the introduction expands upon this and gives a quote, again directly related to the question.

2. The body of the essay (second paragraph) introduces core scriptural quotation and core title: Christ/ Messiah, and goes on to link ‘Messiah’ to Servant, using Richards and the Catechism for illustration

3. The next (third) paragraph concludes the section on the New Testament with two more titles and comments about them and their usefulness.  There is no attempt to cover every title.  Four titles are well covered and the reader is made aware that there are more.

4. In the next section the context is given for the titles used by the early Church.  A quotation from Neuman links the historical setting to a particular image of Jesus at the time, thus directly answering the essay question.  The quotation from Gaudium et spes is an excellent expression of the importance of context

5. Note the way in which the first sentence of each paragraph links one time period to another, and again the appropriateness of the quotations used and their direct relevance to the essay question.  

6. As the essay progresses from one period to another, a story unfolds.  One period is skillfully linked to another, while quotations ground the story that is told, until we are brought right up to our own time

7. The last three paragraphs form the conclusion.  They summarise the body of the essay to reach the overall conclusion: ‘We can therefore conclude that titles and images of Jesus are strongly influenced by historical and cultural circumstances…’  The entire essay has been moving towards this conclusion.  It has shown us successive periods in history, said something about the thinking and culture of each period, and told us why particular titles and images for Jesus came to then.  The whole argument has been backed up by well-chosen quotations. 

8. The bibliography is well set out, as are the internet sources with the dates they were accessed.

Appendix 6

Example of Good Log Book Reflections, with Comments on Writing Log Books by EPS Tutor

FP202 Christian Spirituality

FOCUS of REFLECTION:   Biblical Spirituality and lectio divina (week 2)
1) Name some key learning that has taken place for you

‘Lectio divina is a four-step process that begins with the slow, leisurely, attentive, reading (lectio) and re-reading of a biblical text.’ (Schneiders 2002: 140) Schneiders argues that the form of biblical spirituality known as lectio divina helps people to become transformed gradually into the image of Christ which they encounter through the prayerful reading and praying with scripture. Through the 4 stages: lectio (reading), meditatio (meditation), oratio (pray, response), contemplation (contemplation) Christians can find in scripture a deep source of spirituality to feed them in their daily lives.
2) What fresh insights are emerging for you?

In the article we read today by Downey on ‘Conciliar Orientations’ (Downey 1997: 75) he refers to the ‘universal call to holiness’ from Lumen Gentium chapter 5. He underlines that all those who are baptized are called to be holy, not just priests, religious or some spiritual elite. I am beginning to realize what a challenging call that is and what an invitation! All of us, whatever our background or work or gifts or limitations are invited to deepen our relationship with God and to be transformed. In learning about the practice of lectio divina  I can see that this might be an accessible form of spirituality for lay people. The other insight I have had is that there are so many different forms of spirituality which in fact reflect the diversity of people within the Church. Each person has to find ‘their’ particular path within the Catholic tradition.
3) How will this affect your approach to ministry?

In my ministry with the RCIA group in the parish I think that lectio divina would help the catechumens to enter more deeply into ‘praying with scripture’. Already we take the Gospel of the following Sunday and read it together and share our thoughts and insights. After our guided prayer at the end of today using the Gospel I feel more confident that I might be able to lead a similar exercise for the people in my parish. In thinking about spirituality and the bible I can see how many opportunities there are within the life of the parish to help people to be nourished more by the readings that we hear every week. Even simply by reading the Gospel before mass begins and then noticing which words strike me as it is proclaimed is the beginnings of lectio divina!
4) How do you relate this to your own life journey?
I found it interesting to think back on my life and when scripture first came alive for me. I remember going on a retreat when I was a teenager and we were invited to take a gospel passage and tell the story as one of the characters. I was the woman bent double who Jesus healed (Luke 13: 10-13). I have never forgotten the impact of that. That is when I realized that scripture was not just a story but had a powerful transforming effect in the present. It was then I wanted to learn how to pray with scripture. Now I often pray with the psalms or the Gospel of the day and let the words resonate within me. Some days it brings me deep peace and sometimes I find it difficult, but it always feeds me. 

EPS Tutor’s Comments on log Book Reflections

How to Work with the Reflective Logbook

The four questions are there to help you think through the teaching of the day and to ground the theory in your own reflective practice.

The focus of reflection is given by the tutor. It will consist of the main theme of the day’s input.
5) Name some key learning that has taken place for you

In this section you need to convey a key learning point or two from the teaching of the day. It is more factual. It is to show the tutor that you have understood the content of what has been taught. It is a good idea (but not vital) to use a short quote and then to spell out how you understand what it is saying. In the example I am showing you that I can explain the 4 stages of lectio divina.
6) What fresh insights are emerging for you?

In the first section you presented more facts and content, now I want to hear about the ‘so what?’ Yes, lectio divina is about these 4 stages, but what difference does that make to how I think about spirituality? Here is where you reflect on the implications of your learning. In the example I have been struck by Downey writing about the ‘universal call to holiness’ which I find very challenging and I’m reflecting that maybe lectio divina might be a good tool to help people develop their spiritual life. 
7) How will this affect your approach to ministry?

All your learning on the foundation degree is to help you become a more effective minister in whatever form of apostolate you are involved in. So in this section try and make the links between what you have learnt and how you might draw on it in your work with people. It could be very practical as in the example where I think I could use what I have learnt about praying with scripture and adapt if for use in my parish or it could inform my attitude to how I minister or my own prayer life.
8) How do you relate this to your own life journey?

This is the part where you take what you have learnt and you reflect on how this resonates in your own life experience (past and present). In the example, I look back over my life and I recount a time in which my attitude to the bible changed, an experience in fact which proved to be very significant for my spiritual journey. I also share a little of how scripture plays a part in how I pray now.

There are no hard and fast rules but here are some rules of thumb in approaching the reflective logbook

 1. What key facts have I learnt? 

2. What am I thinking about and wondering about through learning about this? 

3. How will I use some of this with the people to whom I minister? What difference will it make to how I work with them? 

4. What has happened in my life that has helped me to understand this topic today? What does it have to do with how I live my life now?
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Teaching and Learning Strategies and Methods





Set reading, workplace tasks, essay work, peer group presentations and seminar discussions.


Assessment


Knowledge and understanding is assessed via a combination of course activities, presentations, essays and logbook tasks reflecting upon workplace experience.








Knowledge and understanding





Understand more fully the exigencies of working in pastoral ministry through systematic reflection on ministry.


Know something of the sociology and culture of working practice in the area of pastoral ministry.


Appreciate the basis and contribution of scripture, catechesis, sociology and psychology when working in pastoral ministry. 


Encounter the richness of religious traditions across the spectrum of multi-faith praxis in modern Britain.			





Teaching and learning strategies and methods





Core knowledge and understanding is acquired via lectures, seminars , group work, specific workplace review and focused research tasks as well as guided independent study.


Assessment   





Cognitive and thinking skills are assessed by monitoring of essays, workplace tasks (logbook) and presentations at all levels.








Cognitive (thinking) skills - able to:





Develop comprehension abilities necessary to read scholarly texts intelligently and profitably.


Enhance analytical skills by critiquing and summarizing arguments


Augment reflective abilities through specific self monitoring tasks in workplace situations


Marshal argumentation and develop clear ideas in context of peer group discussion.





Practical skills - able to:





Develop self management skills that facilitate scholarly discipline and further workplace competence.


Recognize and respond appropriately to ethical and health and safety issues when working in pastoral ministry


Participate profitably in group work.


Organize, design and deliver educational presentations.


Engage more coherently with multi-faith traditions within the context of pastoral ministry








Teaching and Learning Strategies and Methods


Modules introduce study skills and go on to raise levels of self-reflection by examining the craft of Diaconate Studies.


Teaching and learning involves substantial group interaction


IT use in presentations and submissions for assessment.


Core and optional modules offer insights into variety of religious customs of major faiths, exploration of Christian spirituality, mission and evangelisation in the Church and global perspectives on Diaconate Studies.





Assessment of practical skills 


Practical skills are assessed via monitoring of Log Book record keeping, presentations, group & leadership tasks as well as attentiveness to punctuality and the maintenance of appropriate professional boundaries.








Teaching and Learning Strategies and Methods


Module 101 introduces basic scholarly techniques but all sections of the course encourage a variety of communication skills. Group work specifically promotes critical abilities and analysis. Workplace reflection demands attentiveness to organisation and collection of data.





Assessment 





Key skills are assessed via coursework, projects and presentations at all levels. A portfolio approach in Ys 1 & 2 enables progression to be monitored.





Key / transferable skills - able to:





Communicate ideas in an ordered manner, whether verbal or written


Use libraries and web based resources with discrimination


Collect, record and analyse data and make appropriate use of ICT


Coherently analyse theoretical and practical 


        dilemmas to identify ways in which professional


        performance can be improved.
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� There are many other genres of course, including Genealogy, Prophecy, Letters, Songs, Psalms and so on, serving a variety of purposes in the expression and construction of meaning within societies.  Felix Just SJ provides a comprehensive list of the major genres to be found in both the Old and New Testaments at the following website: www.catholic-resources.org/Bible/Genres.htm (Accessed 2nd 


January 2011).





� Stanton, for example, looking at the Gospel of Mark, shows how form critics demonstrate that Mark’s short paragraphs (or ‘pericopae’) fell into set forms, often only loosely connected to each other.  They concluded, therefore, that these paragraphs represented early oral traditions that were independent of each other, and that to this extent Mark became regarded as an anthologist, gathering them together for his own theological purposes (1989: 21). 





� These senses are: the literal, the allegorical, the moral and the anagogical.  Sometimes these are presented as two senses, the literal and the spiritual, with the latter being sub-divided into the three senses just mentioned.  Explanation of these senses can be found in the CCC 115-119.
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