Your Name, Your Student ID Number
Assessment Name
Total word count: 1,790 words[footnoteRef:1]  [1:  Remember that the total word count excludes footnotes, bibliography, and the heading. If you want to make your heading stand apart as a separate cover page, then you can. Note that you do not need to have a header on every page with your name.] 


Open your essay with an introduction. Your introduction should tell the reader what your essay is going to be all about. State the question or focus that you are addressing and outline how you are going to go about answering that question. You want to give the reader a road-map of the journey you are taking them on. As a rule of thumb an introduction should be around 10% of the total word count. Note that you do not indent the first line of a paragraph that starts a new section or subsection, that is, if it comes after a heading or sub-heading, so this paragraph does not start with an indent. If you have used an AI tool to proofread your writing, insert a footnote to declare this at
the start of the assignment, like this footnote here.[footnoteRef:2] [2:  Grammarly has been used to proofread this assessment, https://www.grammarly.com.] 

Second paragraph starts here. Note that you indent the first line of a paragraph by one-half inch or 1.27 cm (this is the usual setting in MS Word). You can do this by pushing tab at the beginning of a paragraph, dragging the top triangle marker on the left side of the ruler, or you can set the style of the paragraph so that it does this automatically. This template is setup using a Word style with this inbuilt into it.  Set the line spacing to 1.5 with MS Word default settings and margins. Note that there is no extra space or line between paragraphs. Note that you can choose any standard font in size 11 or 12. What do we mean by a standard font? Something not too weird, definitely not Comic Sans. For Greek or Hebrew text, either Cardo or SBL Hebrew and SBL Greek fonts are recommended. The Tyndale Keyboard and Unicode font kits are recommended by the College for typing Greek and Hebrew characters and accents. All are easily available online and free to download.
When you refer to a source, whether that is a direct quote that you put in double quotation marks or an idea that you put in your own words, you need to cite them. You do this by inserting a footnote, using the automatic “insert footnote” function in Word, like this footnote here.[footnoteRef:3] Notice how the superscript citation number comes after the closing punctuation at the end of the sentence. If you are quoting someone (and the quote covers four lines or less), you insert that quote in the main text here, as follows. As Whitaker writes, “practise kindness, to yourself and to others ... [b]ut let kindness not lead to passive insincerity.”[footnoteRef:4] All quotations should be accurately reproduced, including original spelling, punctuation and abbreviations. Retain the emphasis (italics, bold, underline) of the original. If this is altered, the student must indicate this in the referencing, e.g., (Italics mine). A quote may be modified to fit into your sentence in various ways. You may add a final full stop or a final comma as required without comment. For textual studies, if you need to capitalise or make lower case, enclose the changed letter in square brackets; for other quotations it is not necessary. Indicate using square brackets where a quotation has been modified to give context or make the quote fit grammatically into the essay. If it is desirable to omit several words from the original text (normally to shorten the quote), such an omission is indicated by three dots that are separated, preceded and followed by single spaces. If the omission misses out sentence endings, add an extra dot. If it includes the end of a sentence, but not immediately after it, add a full stop with no gap after the first sentence. The remaining words must both make sense and be true to the intent of the original. Quotations appearing within the body of the essay should appear within double quotation marks (“...”), and quotations within quotations should appear in single quotation marks (‘...’).  [3:  Sheila Pritchard, “Wells and Fences: The Risk of Spiritual Growth,” Stimulus 7.4 (1999): 24.]  [4:  Maja I. Whitaker, "Introduction," in Pursuing Perfection: Faith and the Female Body, ed. Maja I. Whitaker.  (SCM Press, 2025), 5.] 

Another paragraph. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. Here’s another footnote.[footnoteRef:5] One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. Here’s another footnote, which will use a shortened citation because the source has been cited previously.[footnoteRef:6] Here’s another footnote to provide an example.[footnoteRef:7]  [5:  David DeSilva, Galatians: A Handbook on the Greek Text (Baylor, 2014), 137.]  [6:  Pritchard, “Wells and Fences,” 25.]  [7:  Roshan Allpress, Sam Bloore, and Andrew Shamy, The Hare and the Tortoise: Learning to Pace
Ourselves in a World Gone Mad (Venn Foundation, 2013), 16.] 

You will be referring to the Bible quite often over your study in theology. Note that you do not cite the Bible like a normal book, with publication information, you just give chapter and verse and note the translation that you have used. There is more information on this in Laidlaw’s SBL Style Guide, for now, here are two examples. Galatians 5 uses the metaphor of fruiting trees to describe the characteristics of the a life indwelt and shaped by the Holy Spirit. The fruit of the Spirit are “love, joy, peace, forbearance, kindness, goodness, faithfulness, gentleness and self-control” (Gal 5:22-23 NIV).
One paragraph after another, it is coming together. Aim for one “big idea” per paragraph. In your paragraph, first state your main idea (M), then provide evidence (E) for the main idea and engage with scholarly sources, then analyse (A) the evidence and idea, and finally link (L) the big idea of your paragraph back into the flow of the main argument of your essay as a whole. That’s the MEAL plan! As was mentioned earlier, generally aim for one “big idea” per paragraph. Note how we use double quotation marks for both quotations of someone else’s words and scare quotes, as in the previous sentence. Scare quotes are quotation marks placed around a word or phrase to show that the writer is using it ironically, sceptically, or in a non-standard way. A paragraph should usually be 3 or more sentences long; that is, avoid writing in lots of short paragraphs.
Sometimes you will want to insert a long quotation. If the quote covers five lines or more, you should format it as a block quote. Do this by separating it from the main text on a new line and by indenting the quote from the left margin. Use the same font and size of font as the main text, but single line-spacing. Do not use quotation marks at the beginning or end of the quotation and place the superscript footnote number after the closing punctuation of the quote. The sentence that comes before the quote should end with a colon. For example:
Wayfinders know the type, shape, size, capacity, and limitations of their waka. They understand that the waka itself is neither the destination nor the purpose of the voyage—but merely the vehicle for moving towards it. In ministry both Scripture and tradition shape the type of "vessel"—congregation or faith community—and core skills needed to keep it afloat and moving. Wayfinders also recognize that, like the trees that waka are carved from, structural and institutional dimensions of each church have been carved out of particular histories rooted in particular contexts.[footnoteRef:8] [8:  Karen Kemp, "Kubernetes: A Wayfinder’s Understanding of Leadership and the Implications for Ministry Training and Theological Field Education in Oceania," in Ministry in Context: A Guide to Theological Field Education and Ministry Internships in Australia and New Zealand, ed. Richard Trist (Wipf and Stock, 2023), 144–45.] 

The next line that comes after a block quote should have no indent if it would have been part of the same paragraph if there was no block quote in the middle. If it is the start of new true paragraph, then you should indent it like a normal paragraph. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay.  One sentence after another following your plan and building up your essay.
Another paragraph. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay.  One sentence after another following your plan and building up your essay. 
Sub-Heading for a new subsection 
Notice how this paragraph, which starts after a sub-heading, does not have an indent. Shorter essays do not require subheadings, though for shorter assessments with separate parts, it can be helpful to indicate sub-sections. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay.  One sentence after another following your plan and building up your essay.
Another paragraph. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay. One sentence after another following your plan and building up your essay.  One sentence after another following your plan and building up your essay.
Now we are at the conclusion! Here you want to land the essay and its main argument. Do this by pulling together the various threads of your argument. You might restate clearly what your argument was and the big ideas that you covered to make that argument. Depending on the essay, it might be appropriate to consider some implications of your argument or a wider perspective. As a rule of thumb, a conclusion should be around 10% of the total word count. Following the conclusion, start the bibliography on a new page (insert a page break). Note how the bibliography is formatted with a hanging indent, you can set this automatically in Word.
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